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BOARD OF COUNTY COMMISSIONERS 
LEON COUNTY, FLORIDA 

REGULAR MEETING 
September 18, 2012 

 
The Board of County Commissioners of Leon County, Florida, met in regular session at 3:00 
p.m. with Chairman Akin Akinyemi presiding.  Present were Commissioners Nick Maddox, Bill 
Proctor, Kristin Dozier, John Dailey, Bryan Desloge, and Jane Sauls.  Also present were County 
Administrator Vincent Long, County Attorney Herb Thiele, Finance Director David Reid and 
Board Secretary Rebecca Vause. 
 
The Invocation was provided by Commissioner John Dailey, who then led the Pledge of 
Allegiance. 
 
Awards and Presentations 

 Chairman Akinyemi recognized Mike Pate, Chair of “Seven Days of Opening Nights” who 
introduced Chris Heacox, new Executive Director of FSU’s “Seven Days of Opening 
Nights”. 
 

 Chairman Akinyemi Presented a Resolution Designating Leon County as a “Capital 
Purple Heart County”.  Commander Michael Ford and Col. Washington Sanchez, 
members of the Military Order of the Purple Heart, and Purple Heart recipients, along 
with Gold Star Mother Tammy Wise-Thrash, accepted the recognition on behalf of the 
18,000 veterans and 400 Purple Heart recipients residing in the County. 

 

 Commander Ford and Col. Sanchez thanked the Board for the honor and expressed 
their gratitude for living in a County that recognizes its veterans.  They spoke of the 
plight of the approximately 400 homeless veterans in Leon County and encouraged 
the County to help get the word out about the services that are available to them. 

 Col Sanchez also announced that a homeless veteran “stand down” event would be 
held in February/March 2013 and encouraged veterans to sign up. 
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 Chairman Akinyemi presented a Proclamation honoring Annie S. Harris as a 
“Community Treasure”.  She is the fifth recipient of the honor. 
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 Commissioner Dozier presented a Resolution designating October 2012 as National 
Breast Cancer Awareness Month.   

 

 Ms. Joanne Suggs, local American Cancer Society community representative, 
accepted the Resolution and commented that the 2011 “Making Strides Against 
Breast Cancer” event raised $165,000 to provide programs and services for local 
breast cancer patients.  This made last year’s event the highest grossing event since 
its inception.  She thanked the community and the Board for its support and help 
in raising awareness within the community.     
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 Presentation by Council on Culture & Arts (COCA) on a Proposal for Community 
Cultural Planning 
 

 John Lawrence, Chairman of the COCA Board, provided brief comments to the 
Board and stated that a Cultural Plan Proposal Committee had been established to 
formulate a proposal for cultural planning in Tallahassee and Leon County.  
Additionally, he introduced other COCA Board members Joanna Money (Treasurer), 
Longineau Parsons, Kay Stephenson, Maggie Lewis and Executive Director Peggy 
Brady.  

 

 Ms. Stephenson provided the Board an overview of the proposed two-phase process 
for updating of the Cultural Plan.  She offered that the proposal was presented and 
approved at the last COCA Board meeting.  She conveyed that the proposal was a  
“forward looking, community driven method” to formulate an inclusive and 
measurable cultural plan for the next 10 years.  She also submitted that Florida 
Statutes charges COCA as the appropriate entity to assume that responsibility.  Ms. 
Stephenson concluded the presentation by requesting support of the proposed plan 
by the County Commission. 

 

Chairman Akinyemi mentioned that concerns had been raised about COCA’s 
involvement in this process and learned from Ms. Stephenson that, in many 
organizations, local arts agencies that are statutorily formulated are charged with 
cultural planning and the assessment of cultural plans.  Ms. Stephenson emphasized 
that COCA would not be the exclusive facilitator of the plan, but rather has proposed a 
process that is a citizens initiative.     
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Consent: 
 

Commissioner Sauls moved, duly seconded by Commissioner Desloge to approve the Consent 
Agenda with the exception of Items 6 & 7, which were pulled for further discussion.  The motion 
carried 7-0. 
 
1. Acceptance of Department of Children and Families Purchase Order for 

Reimbursement of Drug Court Urinalysis Testing 
 

The Board approved Option 1:  Approve the Resolution and associated Budget 
Amendment Request establishing a budget for reimbursement of urinalysis testing. 
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Leon County 
Board of County Commissioners 

Cover Sheet for Agenda #1 
 

September 18, 2012 
 
To: 

 

Honorable Chairman and Members of the Board 
  

From: Chief Judge Charles A. Francis, 2d Judicial Circuit of Florida 
  

Title: Approval of a Resolution and Associated Budget Amendment Request 
Establishing a Budget for Reimbursement of Drug Court Urinalysis Testing 

 
 
 

County Administrator 
Review and Approval: 

Vincent S. Long, County Administrator 

Department/ 
Division Review: 

Alan Rosenzweig, Deputy County Administrator 
Scott Ross, Director, Financial Stewardship 

Lead Staff/ 
Project Team: 

Tina Ruffin, Budget Manager, 2d Judicial Circuit 
Shelley Kelley, Purchasing Director 

 
 
Fiscal Impact:  
This item is associated with a grant from the Department of Children and Families.  There is no 
match requirement. 
 
Staff Recommendation:   
Option #1: Approve the Resolution and associated Budget Amendment Request establishing 

a budget for reimbursement of urinalysis testing (Attachment #1). 
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Title: Acceptance of Department of Children and Families Purchase Order for Reimbursement of 
Drug Court Urinalysis Testing 
September 18, 2012 
Page 2 

 
Report and Discussion 

 
Background: 
The Leon County Adult Drug Court Program (Drug Court) was established in 1993.  The 
program is currently funded through user fees paid by clients of Drug Court, as well as funding 
provided by the Department of Children and Families (DCF).  The DCF funding expired on  
June 30, 2012.  DCF has agreed to provide additional funding for the period of July 1, 2012 
through June 30, 2013, to reimburse Drug Court for the costs of urinalysis testing.  This item 
seeks Board acceptance of a Department of Children and Families (DCF) Purchase Order 
#A624AB (Attachment #2), and approval of a Resolution and associated Budget Amendment 
Request establishing a budget for reimbursement of urinalysis testing. 
 
Analysis: 
Acceptance of this item will provide $52,260 to reimburse Leon County Drug Court for costs of 
urinalysis testing. 
 
Options:  
1. Approve the Resolution and associated Budget Amendment Request establishing a budget 

for reimbursement of urinalysis testing.  

2. Do not approve the Resolution and associated Budget Amendment Request establishing a 
budget for reimbursement of urinalysis testing. 

3. Board direction. 
  
Recommendation: 
Option #1. 
 
Attachments:  
1. Resolution and associated Budget Amendment Request 
2. Department of Children and Families Purchase Order #A624AB 
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`       
 
 RESOLUTION NO.                 
 
 

WHEREAS, the Board of County Commissioners of Leon County, Florida, approved a 
budget for fiscal year 2011/2012; and, 
 

WHEREAS, the Board of County Commissioners, pursuant to Chapter 129, Florida 
Statutes, desires to amend the budget. 
 

NOW, THEREFORE, BE IT RESOLVED, that the Board of County Commissioners of 
Leon County, Florida, hereby amends the budget as reflected on the Departmental Budget 
Amendment Request Form attached hereto and incorporated herein by reference.   

 
Adopted this 18th day of September, 2012.  

 
 

LEON COUNTY, FLORIDA 
 

BY: _________________________ 
 Akin S. Akinyemi, Chairman 

Board of County Commissioners 
ATTEST:  
Bob Inzer, Clerk of the Court 
Leon County, Florida 
 
BY:  _________________________ 
         
 
Approved as to Form: 
Leon County Attorney’s Office 
 
BY:  _________________________ 
Herbert W. A. Thiele, Esq. 
County Attorney 
 

Attachment #1 
Page 1 of 2
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BAB12039

No:
Date: 9/18/2012

Current Budget Change Adjusted Budget
Fund Org Acct Prog Title
125 943083 334240 000 DCF-Drug Testing -                        52,260      52,260                  

Subtotal: 52,260      

Current Budget Change Adjusted Budget
Fund Org Acct Prog Title
125 943083 53400 622 Other Contractual Services -                        52,260      52,260                  

Subtotal: 52,260      

                        Scott Ross, Director, Office of Financial Stewardship

Approved By:                              Resolution                             Motion                              Administrator

Group/Program Director
Senior Analyst

This amendment establishes a budget and provides spending authority for a Department of Children and Families 
(DCF) grant in the amount of $52,260. This grant will reimburse the Leon County Adult Drug Court for costs associated 
with providing urinalysis testing for the program. The funding is for the period of July 1, 2012 through June 30, 2013.

Vincent S. Long Alan Rosenzweig

Request Detail:
Revenues

Account Information

Expenditures
Account Information

Purpose of Request:

County Administrator Deputy County Administrator

8/27/2012 Agenda Item Date:

FISCAL YEAR 2011/2012
BUDGET AMENDMENT REQUEST

BAB12039 Agenda Item No:

X 

Attachment #1 
Page 2 of 2
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Change Order A624AB 

CHANGED: Order No. A624AB 
Version Number: 2 
Internal Version: false 
Issued on Frl, 24 Aug, 2012 
Created on Fri. 24 Aug, 2012 by Ariba System 

Supplier: 
Leon County, Florida 
Room 2251301 S Monroe Street 
Tallahassee, FL 32301 
United States 
Phone: 1850-606-1610 
Fax: 1850-606-1601 
Contact: Keith Roberts 

Ship To: Bill To: 
DCF Circuit Administration 
Rm 225 

DCF - ASSCD - Admin Svcs Support Ctr Disbursements 
Bldg 5 Rm 302 

2383 Phillips Rd 
Tallahassee, FL 32308-5333 
United States 

1317 Winewood Blvd 
Tallahassee, FL 32399-0700 
United States 
Phone: 1 (850) 488-0801 

Deliver To: 
Lisa Hetrick 850-488-24191isa_hetrick@dcf.state.fl.us 

Entity Description: Department of Children and Families 
Organization Code: 60310097230 
Object Code: 000000-132400 
Expansion Option: TA 
Exemption Status: Yes 
Exemption Reason?: 1 E 

Item Action Description Part Number Unit Qty Need By Unit Price 

Modified URINALYSIS DRUG TESTING (UA'S) FOR 
CLIENTS ... 

each 4,355 None $12.00000 
USD 

URINALYSIS DRUG TESTING (UA'S) FOR CLIENTS REFERRED BY LEON COUNTY FELONY DRUG COURT FROM 
JULY 1, 2012 THROUGH JUNE 30, 2013. REPLACES DIRECT ORDER D01997447 I RDR000034. 

Distributors?: N 
Requester: Lisa Hetrick 
Ship To Code: A09i9jer.q 
State Contract ID: 
Contract ID: 
Requester Phone: 
PR No.: PR6559305-V2 
MyGreenFiorida Content: N 
Method of Procurement: : L- governmental agency per 287.057(3)(1)13, defined in 163.3164(10). 
Shipping Method: Best Way 
FOB Code: INC-Orig 
FOB Code Description: Origin freight paid by vendor and included in price. 
Encumber Funds: Yes 
PO Start Date: Sun, 1 Jul, 2012 
PO End Date: Sun, 30 Jun. 2013 
Fiscal Year Indicator: 2013 
PUI#: 6021 
Site Code: 600000-31 
Terms and Conditions: http://marketplace.myflorida.com/vendor/po_tou.pdf 
P Card Order?: No 

https:/ /buyer.myfloridamarketplace.corn/Buyer/render/RU 6031 MQ EMQ3 

Total 

Extended Amount 

$52,260.00000 
USD 

$52,260.00000 
USD 

8/24/2012 
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Change Order A624AB 

Changes 

• Line Item 1, Accounting, Accounting 1, ERPTransactionDate changed from 06292012 to 08242012 

• Line Item 1, Accounting, Accounting 1, ERPMessage changed from SUCCESSFUL ENCUMBRANCE 60S to SUCCESSFUL 
ENCUMBRANCE6SU 

Page 2 of2 

• Line Item 1, Description, Full Description changed from URINALYSIS DRUG TESTING (UA'S) FOR CLIENTS REFERRED BY LEON 
COUNTY FELONY DRUG COURT FROM JULY 1, 2011 THROUGH JUNE 30, 2012. REPLACES 10-11 DIRECT ORDER D01997447 I 
RDR000034. to URINALYSIS DRUG TESTING (UA'S) FOR CLIENTS REFERRED BY LEON COUNTY FELONY DRUG COURT FROM 
JULY 1, 2012 THROUGH JUNE 30, 2013. REPLACES DIRECT ORDER D01997447 I RDR000034. 

• Line Item 1, ERPTransactionDate changed from 06292012 to 08242012 

• Purchase Order TimeCreated changed from Sun, 1 Jul. 2012 to Fri. 24 Aug, 2012 

Comments 

• Lisa Hetrick, 0612812012: 
DCF- SAMH Circuit 2 has had a purchase order with the Leon County Court Administraion since FY 04-05. These funds pay for Urinalysis 
Testing for the Adult Felony Drug Court. Which is a diversion Drug Courts are problem-solving courts that operate under a specialized model 
in which the judiciary, prosecution, defense bar, probation, law enforcement, mental health, social service, and treatment communities work 
together to help non-violent offenders find restoration in recovery and become productive citizens. On April 18, 2012, Chief Justice Canady 
and the Florida Supreme Court issued a proclamation acknowledging the continuing successes of the Florida drug court program. 
Recognizing that drug courts combine mandatory substance abuse treatment, sanctions and incentives, and focused judicial supervision to 

break the cycle of drug addiction and associated crime, the Chief Justice proclaimed May, 2012, as National Drug Court Month. Urinalysis 
testing is an integral and vital commodity for this program to ensure the participant remains drug free. The Leon County Court Felony Drug 
court put an RFP out in October of 2011 . A copy of RFP and Award Letter are attached. (Lisa Hetrick, Thu, 28 Jun. 2012) 

Attachments 

• ATTACHMENT by Lisa Hetrick on Thursday, June 28, 2012 at 7:28PM 
Drug Court Attachment I Statement of Work -2012.doc (36864 bytes) 

• ATTACHMENT by Lisa Hetrick on Thursday, June 28. 2012 at 7:28PM 
RFB Leon County Felony Drug Court. pdf (70925 bytes) 

• ATTACHMENT by Lisa Hetrick on Thursday, June 28, 2012 at 7:29PM 
LCDC Award ContractAgenda.doc (194560 bytes) 

https://buyer.myfloridamarketplace.com/Buyer/render/RU6031MQEMQ3 8/24/2012 
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2. Approval of First Amendment to the Public Safety Dispatch Consolidation 

Interlocal Agreement with the City of Tallahassee and Leon County Sheriff 
 
The Board approved Option 1:  Approve the first amendment to the Public Safety Dispatch 
Consolidation Interlocal Agreement with the City of Tallahassee and Leon County Sheriff 
changing the commencement date from October 1, 2012 to no later than April 1, 2013. 
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Leon County 
Board of County Commissioners 

Cover Sheet for Agenda #2 
 

September 18, 2012 
 
To: 

 

Honorable Chairman and Members of the Board 
  

From: Vincent S. Long, County Administrator 
  

Title: Approval of First Amendment to the Public Safety Dispatch Consolidation 
Interlocal Agreement with the City of Tallahassee and Leon County Sheriff  

 
 
 

County Administrator 
Review and Approval: 

Vincent S. Long, County Administrator 

Department/ 
Division Review: 

Alan Rosenzweig, Deputy County Administrator 

Lead Staff/ 
Project Team: 

N/A 

 
 
Fiscal Impact:  
This item does not have a fiscal impact. 
 
Staff Recommendation:   
Option #1. Approve the first amendment to the Public Safety Dispatch Consolidation 

Interlocal Agreement with the City of Tallahassee and Leon County Sheriff 
changing the commencement date from October 1, 2012 to no later than  
April 1, 2013 (Attachment #1). 
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Title: Approval of First Amendment to the Public Safety Dispatch Consolidation Interlocal 
Agreement with the City of Tallahassee and Leon County Sheriff  
September 18, 2012 
Page 2 

 
Report and Discussion 

 
Background: 
At the May 22, 2012 meeting, the Board approved the Interlocal Agreement between Leon 
County, the City of Tallahassee, and the Leon County Sheriff regarding the consolidation of 
Public Safety Dispatch Communications (Attachment #2).  The effective date of the agreement is 
May 31, 2012 with a commencement date of October 1, 2012. 
 
Analysis: 
Staff from the City, County and Sheriff’s Office recently met to discuss actions necessary to 
begin implementation of the new consolidated agency effective October 1, 2012.  In this review, 
it is apparent that additional time is needed to address certain technical and administrative issues 
related to the merger of technology and staffing into the new agency.  Additionally, the 
Consolidated Dispatch Agency (CDA) Management Committee (EMS Chief, Fire Chief, Police 
Chief and Sheriff Designee) met to review the job applications for the Dispatch Director.  The 
committee has scheduled interviews but has also recognized the need to delay the 
commencement date of the agency and has recommended a date no later than April 1, 2013.  A 
delay in the commencement of the agency does not impact the on-going construction activities, 
nor does it impact the overall consolidation efforts.  The building is anticipated to be completed 
by late winter (February/March), followed by several months of interior finishing work 
(furniture, technology) with a projected move in during the summer (June/July). 
 
The Sheriff concurs with the extension.  The City is scheduled to consider this amendment at 
their September 19, 2012 meeting.  Staff recommends the approval of the amendment. 
 
Options:  
1. Approve the first amendment to the Public Safety Dispatch Consolidation Interlocal 

Agreement with the City of Tallahassee and Leon County Sheriff changing the 
commencement date from October 1, 2012 to no later than April 1, 2013. 

2. Do not approve the first amendment to the Public Safety Dispatch Consolidation Interlocal 
Agreement with the City of Tallahassee and Leon County Sheriff changing the 
commencement date from October 1, 2012 to no later than April 1, 2013. 

3. Board direction. 
 
Recommendation: 
Option #1. 
 
Attachments:  
1. First Amendment to the Public Safety Dispatch Consolidation Interlocal Agreement with 

the City of Tallahassee and Leon County Sheriff 
2. The Public Safety Dispatch Consolidation Interlocal Agreement with the City of 

Tallahassee and Leon County Sheriff 
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FIRST AMENDMENT TO THE INTERLOCAL AGREEMENT BETWEEN THE CITY 
OF TALLAHASSEE, LEON COUNTY, FLORIDA, AND THE LEON COUNTY 

SHERIFF REGARDING THE CONSOLIDATION OF PUBLIC SAFETY DISPATCH 
COMMUNICATIONS 

This First Amendment to the Interlocal Agreement dated May 31, 2012, by and between 
the City of Tallahassee, hereinafter referred to as "City," Leon County, Florida, hereinafter 
referred to as "County," and the Leon County Sheriff, hereinafter referred to as "Sheriff," 
regarding the Consolidation of Public Safety Dispatch Communications, is hereby entered into 
by and between said parties this __ day of , 2012. 

RECITALS 

WHEREAS the City, County, and Sheriff entered into an Interlocal Agreement for the 
Consolidation of Public Safety Dispatch Communications dated May 31, 2012; and 

WHEREAS all parties have agreed to amend the Interlocal Agreement to serve the best 
interests of each party; and 

WHEREAS Section 15(B) of the Interlocal Agreement provides authority to amend the 
terms of the Interlocal Agreement. 

NOW, THEREFORE, in consideration of the mutual covenants, promises, and 
representations set forth herein, the sufficiency of which is hereby acknowledged, the City, 
County, and Sheriff do hereby agree as follows: 

I. Section 17 of the Interlocal Agreement dated May 31, 2012 is hereby amended in its 
entirety to read as follows: 

The term of this Agreement shall be for a period of ten (1 0) years, commencing on 
April 1, 2013 ("Commencement Date") and shall be renewed automatically at the end 
of that, and each subsequent, ten-year period, except as may be provided in Section 

12. 

II. All other provisions, sections, or requirements of the Interlocal Agreement, not otherwise 
in conflict with the provisions herein, shall remain in full force and effect. 

III. This First Amendment to the Interlocal Agreement, shall be effective upon full execution 
of the parties. 

IV. The County shall record this First Amendment to the Interlocal Agreement with the Leon 
County Clerk of the Court upon execution of the Parties and prior to the revised 
Commencement Date contained herein. Upon return of the recorded First Amendment to the 
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Interlocal Agreement, the County shall deliver a recorded copy of same to the City and 

Sheriff. 

IN WITNESS THEREOF, the parties hereto, through their duly authorized 

representatives, have executed this First Amendment to the Interlocal Agreement this __ day 

of , 2012. 

Attest: 

By: _____________ _ 

James 0. Cooke, IV, City Treasurer-Clerk 

Approved as to form: 

By: _____________ _ 

James R. English, 

City Attorney 

Attest: 
Bob Izner, Clerk ofthe Court 

By: _____________ _ 

Approved as to form: 

By: ____________ _ 

Herbert W.A. Thiele, Esq., 

County Attorney 

Attest: 

Approved as to form: 

By: _____________ _ 

W. Alan Griner, Esq. 

Sheriff Attorney 

CITY OF TALLAHASSEE, FLORIDA 

By: __________ _ 

John R. Marks, III, Mayor 

LEON COUNTY, FLORIDA 

By: __________ _ 

Akin Akinyemi, Chairman 

Board of County Commissioners 

LEON COUNTY SHERIFF 

By: __________ _ 

Larry Campbell 
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INTERLOCAL AGREEMENT BETWEEN THE CITY OFT ALLAHASSEE, LEON 

COUNTY, FLORIDA AND LEON COUNTY SHERIFF REGARDING THE 

CONSOLIDATION OF PUBLIC SAFETY DISPATCH COMMUNICATIONS 

sr THIS INTERLOCAL AGREEMENT ("Agreement") is made and entered into this 

__j_(_ day of ffi~ , 2012, by and among the CITY OF TALLAHASSEE, a Florida 

municipal corporation (the "City"); LEON COUNTY, Flonda, a charter county and political 

subdivision of the State of Florida (the "County"); and LARRY CAMPBELL as SHERIFF of 

Leon County, Florida, a county constitutional officer (the "Sheriff'). 

RECITALS 

WHEREAS, the City, County and Sheriff are authorized to estalilish a separate legal 

entity pursuant to Section 163.01, Florida Statutes, which provides that any public agency, 

including any city, county, and any independently elected county of~cer, shall have the power to 

establish a separate legal entity by interlocal agreement to administer the provision of public 

safety consolidated dispatch services on a countywide basis; and 

WHEREAS, the City, County and Sheriff wish to enter into an agreement that creates a 

consolidated dispatch agency for the purposes of dispatching law enforcement, fire and 

emergency medical services personnel; and 

WHEREAS, the City currently dispatches Tallahassee Police Officers and the 

Tallahassee Fire Department; and the Sheriff's Office currently dispatches Leon County Sheriff 

Deputies; and Leon County currently dispatches Leon County Emergency Medical Services 

personnel; and 
WHEREAS, the consolidation of the dispatch function of all law enforcement and 

emergency personnel is found and declared to be in the best interest of the health, safety and 

welfare of all Leon County and City of Tallahassee residents; and 

WHEREAS, the City, County and Sheriff entered into a Memorandum of Agreement 

dated December 13, 2006 and an Amendment to Memorandum of Agreement dated November 3, 

2011, collectively, the "MOA", to create a Public Safety Communications Board to manage the 

existing 800 MHz Public Safety Communications system and develop a plan for public safety 

consolidated dispatch services on a countycwide basis; and 

WHEREAS, the City, County and Sheriff hereby find it appropriate to dissolve the Public 

Safety Communications Board, tenninate the MOA, and replace same with this Chapter 163 

Interlocal Agency Agreement. 

NOW, THEREFORE, in consideration of the following mutual promises, covenants and 

representations set forth herein, the sufficiency of which being acknowledged, the City, County 

and Sheriff do hereby agree as follows: 

Page I of 10 
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SECTION 1. CONSOLIDATED DISPATCH AGENCY 

Pursuant to Section 163.01(7), Florida Statutes, the City, County and Sheriff, collectively 

the Parties, hereby create a Consolidated Dispatch Intergovernmental Agency ("Consolidated 

Dispatch Agency" or "CD A'') to govern and manage the provision of public safety consolidated 

dispatch services on a county-wide basis. This Agreement is intended to replace the MOA, 

which will be terminated by a separate agreement that also will dissolve the Public Safety 

Communications Board. 

SECTION 2. POWERS AND DUTIES OF CONSOLIDATED DISPATCH AGENCY 

The CDA, being established and charged with the responsibility of providing public 

safety consolidated dispatch services for the Leon County Sheriff, Leon County Emergency 

Medical Services, and the City of Tallahassee Police and Fire Departments, shall have all of the 

powers granted to it by this Agreement and the general laws of the State of Florida as may be 

necessary and proper to carry out the intent and purposes of this Agreement. In addition thereto, 

the CDA shall have the following specific powers and authority: 

1. To sue and be sued in the name of the CDA. 

2. To pay any and all costs of the CDA, including but not limited to, the acquisition 

of equipment and services for the provision of public safety consolidated dispatch 

services. 
3. To hire, employ and retain any and all persons deemed necessary to carry out the 

purposes of this Agreement. 

4. To enter into contracts, including but not limited to, those with emergency service 

providers, municipalities, counties and state and federal governmental units, for 

the purposes of obtaining financial aid, grants, assistance or benefits, and 

otherwise, for the purpose of carrying out the intent of this Agreement. 

5. To participate in state and city retirement and pension plans for the benefit of its 

employees. 
6. To exercise any other powers provided by this Agreement supplemental, 

incidental or amendatory hereto, as adopted by the Parties. 

SECTION 3. GOVERNING BODY; POWER AND DUTIES OF THE BOARD 

A. The governing body of the CDA established hereby shall consist of the City of 

Tallahassee City Manager, the Leon County Administrator and the Leon County Sheriff, 

hereinafter called the "Board", and shall meet as necessary to conduct its duties and 

responsibilities in accordance with the powers set forth in this Agreement. The Board shall 

govern itself wholly within the purview of the Government-in-the-Sunshine-Act. A quorum shall 

be required to take any official action by the Board, which shall consist of all three (3) members. 

Action by the Board shall be upon unanimous vote. 

B. The Board shall have all the powers granted to it by this Agreement, and as may 

be necessary to carry its duties as set forth herein. In addition thereto, the Board shall have the 

specific authority to adopt an annual operating budget, subject to approval by the Parties, and 

Page 2 of 10 
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Parties, in accordance with that certain Agreement among the Parties dated December 20, 2007, 

as the same may be amended from time to time. 

SECTION 5. CONSOLIDATED DISPATCH AGENCY DIRECTOR 

A. There is hereby established the position of the CDA Director. The CDA Director 

shall be hired by the Board and may be terminated by the Board or by the City Manager, the 

Leon County Administrator or the Sheriff, individually. The CDA Director shall be an at-will 

position and shall report directly to the Board. 

B. The CDA Director shall direct the CDA towards its primary objective and assume 

overall management control of all public safety consolidated dispatch services county-wide. The 

CDA Director's duties shall include, but not be limited to, the following: developing policies, 

procedures and an annual operating budget for the CD A, subject to the review of the CDA 

Management Committee and approval of the Board; updating the CDA Management Committee 

with project status reports, as necessary; managing the daily operations of the CDA; supervising 

and evaluating CDA employees; and implementing an annual financial audit conducted by an 

independent public accounting firm licensed under Chapter 473, Florida Statutes. 

SECTION 6. LOCATION 

The primary location for the Consolidated Dispatch Agency shall be in the Public Safety 

Complex Facility located at 911 Easterwood Drive, Tallahassee, Florida. A separate Agreement 

shall govern the operation and maintenance of the Public Safety Complex Facility. A back-up 

facility for the Consolidated Dispatch Agency shall be located at the Leon County Jail. 

SECTION 7. PERSONNEL 

A. All existing dispatch operations personnel of the City, the Sheriff and the County 

shall become employees of the Consolidated Dispatch Agency upon the Commencement Date of 

the Agreement. 

B. For purposes of retirement, existing Sheriff and County employees may elect, not 

later than the Commencement Date, to maintain their current retirement plan through the Florida 

Retirement System. Alternatively, existing Sheriff and County employees may elect, not later 

than the Commencement Date, ·to switch to the City's Pension Plan. Existing Sheriff and County 

employees will be provided professional financial support in evaluating the election described 

above. If otherwise approved by the Florida Retirement System, any employees of the CDA 

hired after the Commencement Date, who have previously been members of the Florida 

Retirement System, may elect, at the time of initial hiring, to participate in the Florida 

Retirement System. 

C. For those employees of the CDA who elect to retain their current retirement plan 

though the Florida Retirement System, or who become members thereof pursuant to Section 7(B) 

above, the Sheriff or the County shall be deemed the administrative entity for the CDA and shall 

comply with all Florida Retirement System rules and regulations in that regard. The Sheriff or 
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the County shall ensure timely remittance of all social security taxes for those employees 

electing to participate in the Florida Retirement System. 

D. All new employees of the CDA, other than those identified in Section 7(B) above, 

shall become members of the City Pension Plan for purposes of retirement benefits. All 

employees of the CDA shall have the opportunity to participate in all other benefit programs 

offered by the City. The sole authority to hire and terminate employees of the CDA shall rest 

with the CDA Director. 

SECTION 8. FUNDING 

A. The City and Sheriff shall fund the CDA budget proportionately based upon the 

per capita population within the corporate limits of the City of Tallahassee for the City, and the 

per capita population within the unincorporated area of Leon County for the Sheriff, as 

established in the most recent certified census ("Proportionate Share"). The CDA budget shall 

include costs associated with the provision of public safety consolidated dispatch services 

contemplated under this Agreement, including the operation and maintenanpe of work space, 

personnel, equipment and other Service Cost Allocations attributable to the CDA. The budgeted 

allocations will be made net of any other resources utilized to support the CDA, such as Fire 

and/or Emergency Medical Services revenues, grants in aid, etc. The allocation of costs for 

operation and maintenance of the Public Safety Complex shall . be governed by a separate 

Agreement. 

B. Service Cost Allocations are defined as those costs asso'ciated with services 

provided to the CDA by the Parties, which include but are not limited to, human resources, 

accounting, purchasing, information services, risk management, insurance, legal and equipment. 

The respective Party providing each service shall be entitled to reimbursement or credit through 

a cost allocation which shall be included in the CD A's annual budget. 

C. The annual budget for each fiscal year, inclusive of pay adjustments, of the CDA 

which is to be funded as set forth above, shall be prepared by the CDA Director, reviewed and 

upon the recommendation of the CDA Management Committee, adopted by the Board prior to 

the inception of each fiscal year, and approved by each Party before such budget shall become 

effective. The CDA budget request shall be submitted by the CDA Director in a format 

consistent with the City's budget process. The budget shall be amended and approved as part of 

the budget process of each Party. Not later than December 15 of each year, all unspent budgeted 

funds for the preceding fiscal year shall be returned to the Parties, based upon their Proportionate 

Share. Not later than the first day of each fiscal year quarter, the City and the Sheriff shall 

transfer funds to the CDA an amount equal to one quarter (114) of their Proportionate Share of 

the approved annual budget for the CDA. 

D. Funding to support the hiring of the CDA Director prior to the Commencement 

Date shall be allocated to the Sheriff and City based on the Proportionate Share. 
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SECTION 9. OPERATIONS 

A. All standard operational procedures of the CDA must be approved by the Board, 

upon the recommendation of the CDA Management Committee, pursuant to Section 4.B, and 

shall be implemented by the CDA Director. 

B. The Board is authorized to utilize employees, property, equipment and services of 

the Parties in assisting the CDA in performing its obligations and duties as set forth in this 

Agreement, upon the consent of the Parties, and the subject Party may charge the CDA the 

reasonable costs associated therewith. By accepting the use of such employees, property, 

equipment and services, the CDA thereby agrees to pay the reasonable costs associated 

therewith. 

C. The County shall provide support for the CDA's telephone system. The Sheriff 

shall provide support for the E-911 system. The City shall provide support for the CDA's 

computer hardware (e.g., personal computers, servers, network, etc.) and software in accordance 

with a separate agreement among the Parties. The City and the County, in accordance with the 

existing GIS Agreement, will support the county-wide Geographical Information System, used 

by CDA employees and other users, in accordance with that certain Agreement among the City, 

the County, and the Leon County Property Appraiser dated May 30, 1990, and all amendments 

thereto (if any). All services provided by or through the City or County shall be billable to, and 

paid by, the CDA. 

D. To the extent possible, and for purposes of interoperability and resource sharing, 

the Parties agree to maintain compatible Records Management Systems. 

SECTION 10. ADMINISTRATIVE 

The CDA shall follow the City administrative policies and procedures relating to 

purchasing, finance, and accounting unless other policies or procedures are adopted by the 

Board. 

SECTION I 1. ATTORNEY TO CONSOLIDATED DISPATCH AGENCY 

The Sheriffs designee may serve as attorney of record to the CDA for liability related 

issues. The City Attorney, or his designee, may serve as attorney of record to the CDA for 

employment related issues. The Board may appoint an attorney to represent the CDA and Board 

who shall be a member of the ·Florida Bar and in good standing with sufficient relevant 

experience. Attorney's fees for services rendered may be paid by the CDA as approved by the 

Board. Each Party's legal representative may serve as an attorney of record for legal matters 

where that Party's interests are directly affected. 
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SECTION 12. WITHDRAWAL FROM CONSOLIDATED DISPATCH AGENCY AND 

DISSOLUSION 

A. The CDA shall continue to exist until dissolved in accordance with the general 

laws of the State of Florida and this Interlocal Agreement. Should any Party desire to withdraw 

from the CDA, it may do so by adopting an appropriate resolution so declaring its intent to 

withdraw and notify the Board and the other Parties by April 151 of the ninth year of the then 

current term, with such termination to be effective at the end of the then current term (lOth year). 

In the event said Party should withdraw from the CDA, the CDA shaH be deemed dissolved and 

upon the Effective Date of such dissolution, all property, real and personal, conveyed to the CDA 

by the Parties, if any, shall revert to the ownership of the Party that conveyed same. 

B. Should all Parties desire to withdraw from the CDA, the CDA shall be deemed 

dissolved and upon the effective date of such dissolution, all property, real and personal, 

conveyed to the CDA by the Parties, if any, shall revert to the ownership of the Party that 

conveyed such property to the CDA. The Board shall determine the disposition of all property, 

real and personal, owned by the CDA. 

SECTION 13. AGENCY LIABILITY 

The CDA, upon the. Effective Date of this Agreement, (i) shall be responsible and liable, 

in accordance with Florida law, for all acts and omissions of the CDA, its officers, agents or 

employees arising out of, or relating in any way to, the CDA's provision of joint dispatch 

services under this Agreement and its use or occupancy of the Public Safety Complex and (ii) 

shall defend, indemnify and hold the Parties harmless from and against any and all suits, 

damages, and costs, including attorney's fees and costs of defense and litigation, arising out of 

such provision of services or such use or occupancy. The liability of the CDA under this section 

is intended to be consistent with the state's waiver of sovereign immunity pursuant to Section 

768.28, Florida Statutes, and is not intended to alter said waiver nor extend the liability of the 

CDA beyond the limits established in said Section 768.28. Nothing in this Section shall be 

construed as requiring the CDA to so indemnify a Party for that Party's own acts or omissions or 

the acts or omission of that Party's officers, agents or employees. 

SECTION 14. INSURANCE 

The CDA shall obtain, and keep in force and effect at all times, (i) liability insurance in 

such amounts, and providing such coverage, as may be deemed appropriate by the Board, and (ii) 

workers' compensation insurance in such amounts as may be required by Florida law. 

SECTION 15. MISCELLAENOUS PROVISIONS 

A. Liability for Prior Claims. 

The Parties shall remain liable for any and all claims of property damage, liability, 

workers' compensation, etc., including but not limited to, payment of claims, judgments, awards, 
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and legal fees for injuries, illnesses, or events occurring prior to the Commencement Date of this 

Agreement and which is attributable to that respective Party. 

B. Amendments. 

The Parties hereby acknowledge that the terms hereof constitute the entire understanding 

and agreement of the Parties with respect to the subject matter hereof. No modification hereof 

shall. be effective unless in writing, executed with the same formalities as this Agreement, in 

accordance with general law. 

C. Assignment. 

The Parties agree not to assign any of the services specified by this Agreement to a third

party without the prior written consent of the other Parties. 

D. Conflict Resolution. 

I. The Parties shall attempt to resolve all disputes that arise under this Agreement in 

good faith and in accordance with this section. The provision of the "Florida 

Govermnental Conflict Resolution Act" shall not apply to disputes under this 

Agreement, as an alternative dispute resolution process is hereby set forth in this 

section. The aggrieved Party shall give written notice to the other Parties in 

writing, setting forth the name of the Party or Parties involved in the dispute, the 

nature of the dispute, date of occurrence (if known), and proposed resolution, 

hereinafter referred to as the "Dispute Notice." 

2. Should the Parties be unable to reconcile any dispute, the appropriate City, 

County and Sheriff personnel shall meet at the earliest opportunity, but in any 

event within ten (I 0) days from the date that the Dispute Notice is received, to 

discuss and resolve the dispute. If the dispute is resolved to the mutual 

satisfaction of the Parties, they shall report their decision, in writing, to the 

Board. If the Parties are unable to reconcile their dispute, they shall report their 

impasse to the Board who shall then convene a meeting at their earliest 

opportunity, but in any event within twenty (20) days following receipt of a 

Dispute Notice, to attempt to reconcile the dispute. 

3. If a dispute is not resolved by the foregoing steps within thirty (30) days after 

receipt of the Dispute Notice, unless such time is extended by mutual agreement 

of the Parties, then any Party may require the dispute to be submitted to 

mediation by delivering written notice thereof (the "Mediation Notice") to the 

other Parties. The mediator shall meet the qualifications set forth in Rule 

lO.OlO(c), Florida Rules for Mediators, and shall be selected by the Parties within 

ten (10) days following receipt of the Mediation Notice. The mediator shall also 

have sufficient knowledge and experience in emergency services matters. If 

agreement on a mediator cannot be reached in that ten (I 0) day period, then 

either Party can request that a mediator be selected by an independent conflict 
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Parties. 

resolution organization, and such selection shall be binding on the Parties. The 

costs of the mediator shall be borne equally by the Parties. 

4. If an amicable resolution of a dispute has not been reached within sixty (60) 

calendar days following selection of the mediator, or by such later date as may be 

mutually agreed upon by the Parties, then such dispute may be referred to 

binding arbitration by either of the Parties. Such arbitration shall be conducted in 

accordance with the Florida Arbitration Code (Chapter 682, Florida Statutes). 

a. Such arbitration shall be initiated by delivery, from one Party (the 

"Claimant") to the other Parties (the "Respondent(s)''), of a written 

demand therefore containing a statement of the nature of the dispute and 

the amount, if any, involved. The Respondent(s), within ten (10) days 

following its receipt of such demand, shall deliver an answering statement 

to the Claimant. After the delivery of such statements, either Party may 

make new or different claims by providing the other(s) with written notice 

thereof specifYing the nature of such claims and the amount, if any, 

involved. 

b. Within ten (1 0) days following the delivery of such demand, each Party 

shall select an arbitrator and shall deliver written notice of that selection to 

the other. If either Party fails to select an arbitrator within such time, the 

other Party may make application to the court for such appointment in 

accordance with the Florida Arbitration Code. Within ten (1 0) days 

following delivery of the last of such written notices, the two arbitrators so 

selected shall confer and shall select an additional arbitrator. 

c. The arbitration hearing shall be commenced in Leon County, Florida 

within sixty (60) days following selection of the additional arbitrator. 

Except as may be specifically provided herein, the arbitration shall be 

conducted in accordance with Rules R-23 - R-48 of the Commercial 

Arbitration Rules of the American Arbitration Association. 

E. Recordation. 

The County shall record this Agreement with the Leon County Clerk of the Court 

upon execution of the Parties and prior to the Commencement Date. Upon return of the 

recorded Agreement, the County shall deliver a recorded copy of this Agreement to the 

City and Sheriff. 

SECTION 16. EFFECTIVE DATE 

This Agreement shall be effective ("Effective Date") upon execution by all 
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SECTION 17. TERM; COMMENCEMENT DATE; RENEWAL 

The term of this Agreement shall be for a period of ten (I 0) years commencing 

October I, 2012 ("Commencement Date") and shall be renewed automatically at the end of that, 

and each subsequent, ten-year period, except as may be provided in Section 12. 

IN WITNESS WHEREOF, the Parties cause this Interlocal Agreement to be 

executed by their duly authorized representatives this 31 ~r day of f/l Q.!1 , 2012. 

Attest: 

r 

By:~,_____.:_: __ -fi---+1---

J ames R. Englis 
City Attorney 

Attest: 

::b#~ 
A roved as to form: 

ty Attome 's Office 

Approv~:~ 
BJ!' ~ 

__.,- W. Alan Griner, Esq. 

Sheriff Attorney 

., 
J,i:.!f~I)4'HASSEE, FLORIDA 

LEON COUNTY, FLORIDA 

By:~r~kvW 
Akin Akinyemi, Chairman 

Board of County Commissioners 
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September 18, 2012 
 
To: 

 

Honorable Chairman and Members of the Board 
  

From: Vincent S. Long, County Administrator 
  

Title: Approval of the WORKFORCE plus Region 5 2012-2016 Strategic & 
Operating Plan 

 
 
 

County Administrator 
Review and Approval: 

Vincent S. Long, County Administrator 

Department/ 
Division Review: 

Alan Rosenzweig, Deputy County Administrator 

 

Lead Staff/ 
Project Team: 

Ken Morris, Director of Economic Development and Business 
Partnerships 

Cristina L. Paredes, Intergovernmental Affairs and Special Projects 
Coordinator  

 
 

Fiscal Impact:  
This item does not have a fiscal impact.   
 
 
Staff Recommendation:   
Option #1: Approval of the WORKFORCE plus Region 5 2012-2016 Strategic & Operating 

Plan (Attachment #1).  
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September 18, 2012 
Page 2  

 
Report and Discussion 

 
Background: 
In May 1996, the Board approved the establishment of a Jobs and Education Regional Board (Big 
Bend Jobs and Education Council) that would serve as the Workforce Development Board for the 
Leon, Gadsden, and Wakulla counties.  An Interlocal Agreement was also approved by the Board 
to establish a multi-jurisdictional arrangement between Leon, Gadsden, and Wakulla County 
Board of County Commissioners.  The Agreement describes the responsibilities of the Boards of 
County Commissioners. 
 
During the 2012 legislative session, the Workforce Accountability Act was passed and signed into 
law by Governor Scott.  This act was in response to allegations regarding financial 
mismanagement among workforce boards in Central Florida.  The Workforce Accountability Act 
requires that each County review and approve the local workforce board budget and annual audit 
as well as adopt a four year strategic and operating plan.  
 
During the June 26, 2012 meeting, the Board appointed Commissioner Maddox as the County’s 
designee to serve on the Consortium of representatives from Gadsden, Leon and Wakulla counties.  
This consortium meets twice a year and will be responsible for reviewing and approving the local 
workforce board budget and annual audit.   
  
Analysis: 
WORKFORCE plus must adopt a four-year Workforce Strategic & Operating Plan and submit it 
to the Florida Department of Economic Opportunity.  The strategic plan addresses WORKFORCE 
plus’ current and planned actions to advance workforce objectives and strategies within Gadsden, 
Leon, and Wakulla counties.  Additionally, the plan emphasizes the key role of the business 
community and establishes a plan for addressing their needs through the development of strategies 
that serve to create a good business climate.  
  
WORKFORCE plus is required to submit the Workforce Services Plan to the State by  
October 1, 2012. 
 
Options:   
1. Approve the WORKFORCE plus Region 5 2012-2016 Strategic & Operating Plan.  
2. Do not approve the WORKFORCE plus Region 5 2012-2016 Strategic & Operating Plan. 
3. Board direction.  
 
Recommendation: 
Option #1.   
 
Attachment: 
1. WORKFORCE plus Region 5 2012-2016 Strategic & Operating Plan  

(Due to the size of the Attachment, a printed copy is also available for review in County 
Administration, County Courthouse, 5th Floor Reception Area) 
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EXECUTIVE SUMMARY 

 

Introductory Overview 

Each local plan should begin by providing a brief introduction of the local workforce 

investment area highlighting the geographical workforce investment area, population, diversity 

of the population, area strengths, and opportunities for improvement. It would be appropriate 

to address how the local workforce investment system has improved and changed since the 

enactment of the Workforce Investment Act of 1998 and the expectations for further 

transformation anticipated in the next few years. Also, include a detailed description of PY 2012 

performance goals identified by the region. 

 

Analysis of Local Economic and Labor Market (Emphasis on a “Demand-Driven” System) 

The State of Florida is committed to focusing on those skill gaps identified by the needs of its 

employers, and this will continue to be a high priority. Under existing legislation, the RWBs 

have the policy and service design authority for all local services, including services to 

employers; and as such, they take the lead in working with the local employer community 

including determination of the needs of the community. It is anticipated that surveys and other 

forms of feedback will be conducted with employers who use the one-stop delivery system 

services to continually improve services, and with employers who do not use the one-stop 

delivery system services in order to identify needed services. Local input from chambers of 

commerce, economic development councils and other organizations will continue to shape the 

level and quality of services provided to employers.  Each plan must: 

 

1. Describe the characteristics of the local area’s population. 

 

Response: Leon County, Florida - Leon County is a county located in the state of 

Florida. Its population in July 2008 was estimated to be about 264,000. The principal 

place in Leon County is Tallahassee, the county seat and state capital. The county seat is 

home to two of Florida's major public universities, Florida A&M University and Florida 

State University. Leon County residents have the highest average level of education 

among Florida's 67 counties. The county forms the nucleus of the Tallahassee, Florida 

Metropolitan Statistical Area.  

 

Current Jobs Available     

There are 4,900 job openings advertised online in Leon County, Florida on August 29, 

2012 (Jobs De-duplication Level1).  
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Wage Data  

Employment Wage Statistics     

The average weekly wage for Leon County, Florida in 4th quarter, 2011 was $807. This 

would be equivalent to $20.18 per hour or $41,964 per year, assuming a 40-hour week 

worked the year around.  

 

Employment Wage Statistics Distribution     

The counties with the highest estimated average weekly wages in Florida for the 4th 

quarter, 2011 are Miami-Dade County, Florida ($939) , Palm Beach County, Florida 

($930) , Hillsborough County, Florida ($921) , Duval County, Florida ($901) , Broward 

County, Florida ($892) , Pinellas County, Florida ($885) , Brevard County, Florida ($863), 

Orange County, Florida ($828) , Alachua County, Florida ($825) and Collier County, 

Florida ($808) .  

 

Unemployment Rates  

Area Labor Force, Employment and Unemployment Data     

The total civilian labor force (not seasonally adjusted) for Leon County, Florida in July, 

2012 was 147,877, of which 135,929 were employed and 11,948 were unemployed. The 

unemployment rate was 8.1% percent.  

 

Industry Employment Distribution     

The total number of employees located in Leon County, Florida in 4th quarter, 2011 was 

138,687. The largest major industry sector was Public Administration with 21.9% of the 

employment, followed by Education Services with 12.9% of the employment, and Health 

Care and Social Assistance with 12.5% of the employment.  

 

Current Employment Statistics     

Current employment by industry for Leon County, Florida on July, 2012 were Total 

Nonagricultural Employment (7,331,400), Construction (308,800), Manufacturing 

(312,100), Durable Goods (204,800), Nondurable Goods (107,300), Trade, Transportation, 

and Utilities (1,514,700), Wholesale Trade (308,900), Retail Trade (971,700), 

Transportation, Warehousing, and Utiliti (234,100), Information (135,500), Financial 

Activities (487,000), Finance and Insurance (332,500), Real Estate, Rental, and Leasing 

(154,500), Professional and Business Services (1,089,400), Professional and Technical 

Services (460,500), Management of Companies and Enterprises (84,800), Administrative 

and Waste Services (544,100), Education and Health Services (1,125,200), Educational 

Services (151,300), Health Care and Social Assistance (973,900), Leisure and Hospitality 

(965,800), Arts, Entertainment, and Recreation (188,500), Accommodation and Food 

Services (777,300), Other Services (302,400), Total Government (1,084,800), Federal 

Government (131,200), State Government (209,100), Local Government (744,500).  
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Occupational Employment Distribution     

The 2011 total estimated number of employed in Leon County, Florida was 120,650. The 

largest major occupational group was Office and Administrative Support Occupations 

with 23.2% of the estimated employed, followed by Business and Financial Operations 

Occupations with 15.5% of the estimated employed, and Sales and Related Occupations 

with 12.9% of the estimated employed.  

 

Occupations by Employment Wage     

The occupations with the highest paying 2012 estimated mean (annual) wages in Leon 

County, Florida were General and Operations Managers ($107,144) , Engineering 

Managers ($124,941) , Business Teachers, Postsecondary ($119,454) , Dentists, General 

($147,838) , Sales Engineers ($127,450) , Sales Managers ($121,769) , Public Relations 

Managers ($107,691) , Family and General Practitioners ($136,066) , Education 

Administrators, Postsecondary ($107,881) and Physicians and Surgeons, All Other 

($226,666) .  

 

Occupations by Projected Growth     

The highest 2011 - 2019 projected growth rate for Leon County, Florida was Waiters and 

Waitresses (2.3%) , Cashiers (1.5%) , Retail Salespersons (1.9%) , Combined Food 

Preparation and Serving Workers, Including Fast Food (2.2%) , Management Analysts 

(0.2%) , Janitors and Cleaners, Except Maids and Housekeeping Cleaners (1.5%) , Stock 

Clerks and Order Fillers (1.9%) , Accountants and Auditors (1.4%) , Registered Nurses 

(1.6%) and Business Operations Specialists, All Other (1.0%) .  

 

Population Totals    

The 2000 population of Leon County, Florida was estimated at 239,452. The 2010 

population of Leon County, Florida was estimated at 275,487. This represents a 15.05 

percent increase from 2000.  

 

Income Totals     

According to the U.S. Census Bureau the Median family income in Leon County, Florida 

in 1999 was $52,962 . According to the U.S. Census Bureau the Median household 

income in Leon County, Florida in 2010 was $42,393.  

 

According to the Housing & Urban Development/Fannie Mae the Median HUD income 

in Leon County, Florida in 2008 was $62,100 . According to the Bureau of Economic 

Analysis the Per capita income in Leon County, Florida in 2010 was $35,129 . According 

to the Bureau of Economic Analysis the Total personal income in Leon County, Florida 

in 2010 was $9,691,296,000 .     
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Gadsden County, Florida - Gadsden County is a county located in the panhandle of the 

U.S. state of Florida. As of the 2000 census, the population was 45,087. The U.S. Census 

Bureau 2005 estimate for the county is 46,428 . Its county seat is Quincy, Florida. 

Gadsden County is the only predominantly African-American county in Florida. 

Gadsden county is home to two high schools - West Gadsden High School (merged from 

the former Chattahoochee High and Greensboro High) located on the western outskirts 

of Quincy near Greensboro, and East Gadsden High School (merged from the former 

James A. Shanks High and Havana Northside High) located on Hwy 90 East of Quincy. 

The county is part of the Tallahassee, Florida, Metropolitan Statistical Area.  

 

Jobs Data  

Current Jobs Available    

There are 221 job openings advertised online in Gadsden County, Florida on August 29, 

2012 (Jobs De-duplication Level1).  

 

Employment Wage Statistics  

The average weekly wage for Gadsden County, Florida in 4th quarter, 2011 was $634. 

This would be equivalent to $15.85 per hour or $32,968 per year, assuming a 40-hour 

week worked the year around.  

 

Area Labor Force, Employment and Unemployment Data  

The total civilian labor force (not seasonally adjusted) for Gadsden County, Florida in 

July, 2012 was 19,835, of which 17,889 were employed and 1,946 were unemployed. The 

unemployment rate was 9.8% percent.  

 

Industry Employment Distribution  

The total number of employees located in Gadsden County, Florida in 4th quarter, 2011 

was 12,612. The largest major industry sector was Health Care and Social Assistance 

with 21.7% of the employment, followed by Public Administration with 10.2% of the 

employment, and Retail Trade (44 & 45) with 9.7% of the employment.  

 

Current Employment Statistics  

Current employment by industry for Gadsden County, Florida on July, 2012 were Total 

Nonagricultural Employment (7,331,400), Construction (308,800), Manufacturing 

(312,100), Durable Goods (204,800), Nondurable Goods (107,300), Trade, Transportation, 

and Utilities (1,514,700), Wholesale Trade (308,900), Retail Trade (971,700), 

Transportation, Warehousing, and Utiliti (234,100), Information (135,500), Financial 

Activities (487,000), Finance and Insurance (332,500), Real Estate, Rental, and Leasing 

(154,500), Professional and Business Services (1,089,400), Professional and Technical 

Services (460,500), Management of Companies and Enterprises (84,800), Administrative 

and Waste Services (544,100), Education and Health Services (1,125,200), Educational 
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Services (151,300), Health Care and Social Assistance (973,900), Leisure and Hospitality 

(965,800), Arts, Entertainment, and Recreation (188,500), Accommodation and Food 

Services (777,300), Other Services (302,400), Total Government (1,084,800), Federal 

Government (131,200), State Government (209,100), Local Government (744,500).  

 

Occupational Employment Distribution  

The 2011 total estimated number of employed in Florida (no data available for Gadsden 

County, Florida) was 5,915,087. The largest major occupational group was Office and 

Administrative Support Occupations with 24.7% of the estimated employed, followed 

by Sales and Related Occupations with 17.3% of the estimated employed, and Food 

Preparation and Serving Related Occupations with 12.4% of the estimated employed.  

 

Occupations by Employment Wage  

The occupations with the highest paying 2012 estimated mean (annual) wages in Florida 

(no data available for Gadsden County, Florida) were Chief Executives ($191,746) , 

Surgeons ($230,862) , Anesthesiologists ($261,571) , Obstetricians and Gynecologists 

($233,327) , Oral and Maxillofacial Surgeons ($182,465) , Psychiatrists ($179,989) , Family 

and General Practitioners ($174,499) , Orthodontists ($213,257) , Physicians and 

Surgeons, All Other ($205,216) and Internists, General ($217,857) .  

 

Occupations by Projected Growth  

The highest 2011 - 2019 projected growth rate for Florida (no data available for Gadsden 

County, Florida) was Cashiers (1.0%) , Waiters and Waitresses (1.0%) , Retail 

Salespersons (1.6%) , Customer Service Representatives (2.8%) , Combined Food 

Preparation and Serving Workers, Including Fast Food (2.1%) , Registered Nurses 

(2.4%), Stock Clerks and Order Fillers (1.6%) , Office Clerks, General (1.8%) , Secretaries, 

Except Legal, Medical, and Executive (1.3%) and Landscaping and Groundskeeping 

Workers (2.5%) .  

 

Population Totals     

The 2000 population of Gadsden County, Florida was estimated at 45,087. The 2010 

population of Gadsden County, Florida was estimated at 46,389. This represents a 2.89 

percent increase from 2000.  

 

Income Totals     

According to the U.S. Census Bureau the Median family income in Gadsden County, 

Florida in 1999 was $36,238 . According to the U.S. Census Bureau the Median 

household income in Gadsden County, Florida in 2010 was $35,704 . According to the 

Housing & Urban Development/Fannie Mae the Median HUD income in Gadsden 

County, Florida in 2008 was $62,100 . According to the Bureau of Economic Analysis the 

Per capita income in Gadsden County, Florida in 2010 was $27,454 . According to the 
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Bureau of Economic Analysis the Total personal income in Gadsden County, Florida in 

2010 was $1,274,455,000 . 

   

Wakulla County, Florida - Wakulla County is a county located in the U.S. state of 

Florida. As of 2000, the population was 22,863. The U.S. Census Bureau 2005 estimate for 

the county was 28,212 people. . Its county seat is Crawfordville. Wakulla County is part 

of the Tallahassee, Florida Metropolitan Statistical Area.  

 

Current Jobs Available   

There are 88 job openings advertised online in Wakulla County, Florida on August 29, 

2012 (Jobs De-duplication Level1).  

 

Employment Wage Statistics   

The average weekly wage for Wakulla County, Florida in 4th quarter, 2011 was $598. 

This would be equivalent to $14.95 per hour or $31,096 per year, assuming a 40-hour 

week worked the year around.    

 

Area Labor Force, Employment and Unemployment Data    

The total civilian labor force (not seasonally adjusted) for Wakulla County, Florida in 

July, 2012 was 15,074, of which 13,940 were employed and 1,134 were unemployed. The 

unemployment rate was 7.5% percent.  

 

Industry Employment Distribution  

The total number of employees located in Wakulla County, Florida in 4th quarter, 2011 

was 5,159. The largest major industry sector was Public Administration with 20.3% of 

the employment, followed by Retail Trade (44 & 45) with 14.3% of the employment, and 

Manufacturing (31-33) with 10.8% of the employment.  

 

Current Employment Statistics  

Current employment by industry for Wakulla County, Florida on July, 2012 were Total 

Nonagricultural Employment (7,331,400), Construction (308,800), Manufacturing 

(312,100), Durable Goods (204,800), Nondurable Goods (107,300), Trade, Transportation, 

and Utilities (1,514,700), Wholesale Trade (308,900), Retail Trade (971,700), 

Transportation, Warehousing, and Utiliti (234,100), Information (135,500), Financial 

Activities (487,000), Finance and Insurance (332,500), Real Estate, Rental, and Leasing 

(154,500), Professional and Business Services (1,089,400), Professional and Technical 

Services (460,500), Management of Companies and Enterprises (84,800), Administrative 

and Waste Services (544,100), Education and Health Services (1,125,200), Educational 

Services (151,300), Health Care and Social Assistance (973,900), Leisure and Hospitality 

(965,800), Arts, Entertainment, and Recreation (188,500), Accommodation and Food 
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Services (777,300), Other Services (302,400), Total Government (1,084,800), Federal 

Government (131,200), State Government (209,100), Local Government (744,500).  

 

Occupational Employment Distribution  

The 2011 total estimated number of employed in Florida (no data available for Wakulla 

County, Florida) was 5,915,087. The largest major occupational group was Office and 

Administrative Support Occupations with 24.7% of the estimated employed, followed 

by Sales and Related Occupations with 17.3% of the estimated employed, and Food 

Preparation and Serving Related Occupations with 12.4% of the estimated employed.  

Occupations by Employment Wage  

   

The occupations with the highest paying 2012 estimated mean (annual) wages in Florida 

(no data available for Wakulla County, Florida) were Chief Executives ($191,746) , 

Surgeons ($230,862) , Anesthesiologists ($261,571) , Obstetricians and Gynecologists 

($233,327) , Oral and Maxillofacial Surgeons ($182,465) , Psychiatrists ($179,989) , Family 

and General Practitioners ($174,499) , Orthodontists ($213,257) , Physicians and 

Surgeons, All Other ($205,216) and Internists, General ($217,857) .  

 

Occupations by Projected Growth  

The highest 2011 - 2019 projected growth rate for Florida (no data available for Wakulla 

County, Florida) was Cashiers (1.0%) , Waiters and Waitresses (1.0%) , Retail 

Salespersons (1.6%) , Customer Service Representatives (2.8%) , Combined Food 

Preparation and Serving Workers, Including Fast Food (2.1%) , Registered Nurses (2.4%) 

, Stock Clerks and Order Fillers (1.6%) , Office Clerks, General (1.8%) , Secretaries, 

Except Legal, Medical, and Executive (1.3%) and Landscaping and Groundskeeping 

Workers (2.5%) .  

 

Population Totals  

The 2000 population of Wakulla County, Florida was estimated at 22,863. The 2010 

population of Wakulla County, Florida was estimated at 30,776. This represents a 34.61 

percent increase from 2000.  

 

Income Totals  

According to the U.S. Census Bureau the Median family income in Wakulla County, 

Florida in 1999 was $42,222. According to the U.S. Census Bureau the Median household 

income in Wakulla County, Florida in 2010 was $47,566 . According to the Housing & 

Urban Development/Fannie Mae the Median HUD income in Wakulla County, Florida 

in 2008 was $62,100 . According to the Bureau of Economic Analysis the Per capita 

income in Wakulla County, Florida in 2010 was $28,711 . According to the Bureau of 

Economic Analysis the Total personal income in Wakulla County, Florida in 2010 was 

$885,897,000 .  
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2. Describe specific needs of diverse sub-populations including those from racial ethnic, 

linguistic groups, older persons, and individuals with disabilities. 

 

Response: Within Region 5’s operating area there are diverse populations including 

homeless, ex-offenders, migrant farm workers, individuals with disabilities, older 

workers, limited English speakers, and other target groups.  Needs of these sub-

populations include among others; ESOL classes, programs for older persons, Federal 

Bonding, and case management for individuals with disabilities and referrals to 

partnering agencies to assist with overcoming barriers.   Programs such as Experience 

Works assist older workers to learn new skills or to upgrade current skills to reenter the 

workforce.  Gadsden County is a rural agricultural county that employs migrant and 

seasonal farm workers.  The primary language of the migrant and seasonal workers is 

Spanish.  WORKFORCE plus employs bilingual staff in key roles such as MSFW 

Outreach and office staff to assist our Spanish speaking customers.  WORKFORCE plus 

information pamphlets and signage are available in Spanish as well to assist to assist 

limited English speakers.  Individuals with disabilities are served by their program 

specific career specialist in conjunction with the services of the Disability Navigator.  

The role of the Disability Navigator is to ensure that individuals with disabilities are 

referred to all available services for which they are in need.  The overall approach taken 

by the region is to identify the needs of the customers served using a variety of methods 

which include the collection of intake data at the point of service and through program 

case management along with utilizing satisfaction surveys which capture demographic 

related data. The data collected is used to identify the specific needs of the group served 

and to create service strategies that support meeting the needs either expressed or 

recognized. Note, this may include specialize services, creating resource material/tools 

and a determination of appropriate outreach models. Through the combined efforts of 

the workforce board and the service provider, we work to ensure that the customer is on 

a pathway to self-sufficiency with all possible resources at their disposal. 

 

3. Provide an analysis of the challenges associated with the local area’s population 

attaining the education, skills, and training needed to obtain employment. 

 

Response: The challenges associated with the local area’s population attaining the 

education, skills and training needed to obtain employment is being addressed through 

a coordinated approach which includes  key stakeholders such as the K-12 and post-

secondary institutions, economic development entities and the business community. 

Collectively, it is recognized that in order to meet the current and future needs of our 

employer community we must provide suitable candidates who possess the skills 

sought. More importantly, in today’s job market the lack of basic education creates a 

barrier in obtaining employment even at minimum wage. 
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 Included below, is data which demonstrates that  the region’s  graduation rates over a 

five year span through 2011 have continued to show improvement.  

 

 Graduation rates in Gadsden County rose from 53.3% in 2007 to 67.6% in 2011. 

This is still well below the overall graduation rate for Florida in 2011 which was 

81.2%. The majority of the population of Gadsden County is African American. 

High school graduation rates for African American residents of Gadsden County 

were 66.7% in 2011 compared to the overall graduation rate for African 

Americans in Florida in 2011 which was 69.4%. Comparable graduations rated 

for African Americans living in Leon and Wakulla Counties were 74.2% and 

79.2% respectively.  Clearly, the population of Gadsden County faces educational 

barriers in gaining employment. 

 

 Graduation rates in Leon County rose from 79.0% in 2007 to 85.8%% in 2011. This 

is above the overall graduation rate for Florida in 2011 which was 81.2%. 

 

 Graduation rates in Wakulla County rose from 82.5% in 2007 to 89.3% in 2011. 

This is significantly above the overall graduation rate for Florida in 2011 which 

was 81.2%. 

 

 Dropout rates look at educational challenges for the population of the area with a 

different lens.  Keeping youth in school and achieving graduation is the solution 

to improving their lives in particular, and the quality of the workforce in general. 

The improvement of graduation rates mirrors a decrease in the dropout rate over 

a five year time span through 2011 

 

 Dropout rates in Gadsden County decreased from 5.4% in 2007 to 2.7% in 2011. 

This is above the overall dropout rate for Florida in 2011 which was 1.9%.   

 

 Dropout rates in Leon County decreased from 3.6%in 2007 to 2.7% in 2011. This 

is above the overall dropout rate for Florida in 2011 which was 1.9%.   

 

 Dropout rates in Wakulla County decreased from 2.7%in 2007 to 1.9% in 2011. 

This is equal to the overall dropout rate for Florida in 2011 which was 1.9%. 

 

Based on the data presented, the education challenge has become the education 

opportunity.   Utilizing a system where   businesses convey their respective needs 

through the workforce board and its economic development partners, action steps are 

taken to connect the dots.  In specific, the information is reviewed and assessed against 

the current training offered. If it is determined that the required training is not being 
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delivered then the workforce board will proactively target local education entities to 

infuse the skills being sought. Additionally, post-secondary  and vocational institutions 

are engaged to submit applications to deliver the training using our established review 

process for making additions to the locally approved training provider list. 

 

4. Describe specific strategies designed to address skill needs of local employers and to 

close any existing skills gaps. Strategies should include partner agencies that address 

sub-populations identified in question 3 of this section.  

 

Response: Currently WORKFORCE plus has implemented the “Closing the Gap” 

Initiative.  Closing the Gap addresses Employed Worker Training with a primary focus 

of closing existing skills gaps, strengthening the workforce, keeping the employer 

competitive, and to assisting the employer and employees in meeting the skill demands 

of the current and future workforce.  This initiative assists with training costs and 

improves the quality and skills of the local workforce while encouraging employers to 

remain in the area and potentially expand their operations locally. 

 

5. Describe the process used to identify the workforce needs of the businesses, job seekers 

and workers in the local area. (IIIA)  

 

Response: Within WORKFORCE plus' service area, all employers (including state 

agencies), job seekers, and employed workers help to identify workforce needs.  

 

Needs of Businesses: 1) Quality employees who are dependable, ethical, skilled, 

motivated and computer literate. 2) Work readiness and customized training for 

employers. 3) Opportunities for the existing workforce to obtain skill upgrades. 4) 

Knowledge of and access to available employer services through the WORKFORCE plus 

Business & Employer Services (BES). 5) Reliable public transportation that is 

employment focused, providing schedules and routes to urban and rural employers. 6) 

Reliable childcare that is affordable and employment focused (i.e. non-traditional hours, 

weekends etc.).  

 

Needs of Job Seekers: 1) Reliable public transportation that is employment focused, 

providing schedules and routes to urban and rural employment opportunities. 2) 

Knowledge of and access to job vacancies/opportunities. 3) Knowledge of and access to 

available training/education program opportunities. 4) Knowledge of jobs that will 

match their skill level. 5) Childcare that is affordable, accessible, and available 

throughout the region, including services provided on the job site. 6) Knowledge of and 

access to available supportive and transitional services. 7) Knowledge of and access to 

services available through the WORKFORCE plus BES unit including those services 

which increase earnings capacity. Needs of Workers: 1) Reliable public transportation 
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that is employment focused, providing schedules and routes to urban and rural 

employers. 2) Childcare that is affordable, accessible and available throughout the 

region, including childcare provided on the job site. 3) A benefit package that includes 

adequate medical coverage and retirement. 4) Knowledge of and access to available 

training/education program opportunities that are inclusive of skills upgrade 

opportunities. 5) Knowledge of and access to available supportive and transitional 

services. 6) Knowledge of and access to services available through the WORKFORCE 

plus BES unit including those services which increase earnings capacity. Our regional 

workforce, employers and economic development partner’s work together to identify 

and upgrade the workforce skills that will be necessary to prepare the workforce to be 

successful in the forecasted areas of growth (demand occupations). Specific job training 

programs are identified through local employers in concert with Workforce Florida Inc. 

and other appropriate state agencies supported by WORKFORCE plus’ One-Stop 

delivery system. Coordination with state and local partners will encourage economic 

growth, skilled workers, and promote career advancement. Job placement and job 

retention is critical to our region’s success and will be measured against the established 

performance standards and reported on the Balanced Score Card (BSC) report. Our 

workforce system will provide access to the full continuum of workforce development 

services, using a variety of delivery systems and methods, and will serve as the hub for 

all workforce activities. WORKFORCE plus will continue to coordinate services between 

all programs to eliminate unwarranted duplication. This will result in a seamless system 

that is efficient, effective and accountable. Job placement, job retention, and return-on-

investment will control workforce development expenditures and be a part of the 

measure for WORKFORCE plus’ success.  

 

6. Identify current and projected trends of the local area’s economy, industries and 

occupations. 

 

Response:  

Current Jobs Available    

There are 5,209 job openings advertised online in Workforce Region 5, Florida as of 

September 03, 2012.  

 

Employment Wage Statistics  

The average weekly wage for Workforce Region 05, Florida in 4th quarter, 2011 was 

$786. This would be equivalent to $19.65 per hour or $40,872 per year, assuming a 40-

hour week worked the year around.  

 

Employment Wage Statistics Distribution Area Labor Force, Employment and 

Unemployment Data  

Attachment #1 
Page 14 of 493

Page 47 of 959 Posted at 9:00 p.m. on September 11, 2012



WORKFORCE plus Region 5 
2012-2016 Regional Workforce Board Strategic & Operating Plan 

Big Bend Jobs & Education Council, Inc. d/b/a WORKFORCE plus – Region 5 
Page 15 of 166 

The total civilian labor force (not seasonally adjusted) for Workforce Region 5, Florida in 

July, 2012 was 182,786, of which 167,758 were employed and 15,028 were unemployed. 

The unemployment rate was 8.2% percent.  

 

Industry Employment Distribution  

The total number of employees located in Workforce Region 5, Florida in 4th quarter, 

2011 was 156,460. The largest major industry sector was Public Administration with 

20.9% of the employment, followed by Health Care and Social Assistance with 13% of 

the employment, and Education Services with 12.8% of the employment.  

 

Current Employment Statistics  

Current employment by industry for Workforce Region 5, Florida on July, 2012 was 

Total Nonagricultural Employment (7,331,400), Construction (308,800), Manufacturing 

(312,100), Durable Goods (204,800), Nondurable Goods (107,300), Trade, Transportation, 

and Utilities (1,514,700), Wholesale Trade (308,900), Retail Trade (971,700), 

Transportation, Warehousing, and Utilities (234,100), Information (135,500), Financial 

Activities (487,000), Finance and Insurance (332,500), Real Estate, Rental, and Leasing 

(154,500), Professional and Business Services (1,089,400), Professional and Technical 

Services (460,500), Management of Companies and Enterprises (84,800), Administrative 

and Waste Services (544,100), Education and Health Services (1,125,200), Educational 

Services (151,300), Health Care and Social Assistance (973,900), Leisure and Hospitality 

(965,800), Arts, Entertainment, and Recreation (188,500), Accommodation and Food 

Services (777,300), Other Services (302,400), Total Government (1,084,800), Federal 

Government (131,200), State Government (209,100), Local Government (744,500).  

 

Occupational Employment Distribution     

The 2011 total estimated number of employed in Workforce Region 5, Florida was 

133,904. The largest major occupational group was Office and Administrative Support 

Occupations with 23.1% of the estimated employed, followed by Business and Financial 

Operations Occupations with 15.1% of the estimated employed, and Sales and Related 

Occupations with 12.9% of the estimated employed.  

 

Occupations by Employment Wage  

The occupations with the highest paying 2012 estimated mean (annual) wages in 

Workforce Region 5, Florida were General and Operations Managers ($107,144) , 

Engineering Managers ($124,941) , Business Teachers, Postsecondary ($119,454) , 

Dentists, General ($147,838) , Sales Engineers ($127,450) , Sales Managers ($121,769) , 

Public Relations Managers ($107,691) , Family and General Practitioners ($136,066) , 

Education Administrators, Postsecondary ($107,881) and Physicians and Surgeons, All 

Other ($226,666) .  
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Occupations by Projected Growth  

The highest 2011 - 2019 projected growth rate for Workforce Region 5, Florida was 

Cashiers (1.5%) , Waiters and Waitresses (2.4%) , Retail Salespersons (2.1%) , Combined 

Food Preparation and Serving Workers, Including Fast Food (2.2%) , Janitors and 

Cleaners, Except Maids and Housekeeping Cleaners (1.6%) , Management Analysts 

(0.3%) , Stock Clerks and Order Fillers (2.0%) , Accountants and Auditors (1.3%) , 

Business Operations Specialists, All Other (1.1%) and Registered Nurses (1.4%) .  

 

7. Identify the current and projected employment opportunities in the local area. For 

assistance in obtaining this information, please refer to the Labor Market Statistics 

website and the Florida Education and Training Placement Information (FETPIP) 

website. (IIIB)  

 

Response: According to the Florida Research Information and Economic Database 

Application (FREIDA) – Labor Market Information, WORKFORCE plus’ (Region 5) 

statistics for July 2012 states that the unemployment rate was 8.2%. This represents a 

labor force of 182,786; employed of 167,758; and unemployed of 15,028. The State of 

Florida’s unemployment rate during the same time period was 8.8%. This represents a 

labor force of 9,269,000; employed of 7,331,400; and 816,000 who are unemployed. The 

2011 population of WORKFORCE plus’ operating area (Gadsden, Leon, and Wakulla 

counties) was estimated at 367,413. This represents a 14.71 percent increase from 2000. 

The most recent statistics show an average weekly wage in the 4th Quarter 2011 of $786. 

This would be equivalent to $19.65 per hour or $40,872 per year, assuming a 40-hour 

week worked year round. In comparison, Florida’s average weekly wage was $847 and 

the United States’ overall average weekly wage was $955. The largest major industry 

sector was Public Administration with 20.9% employment, followed by Health Care and 

Social Assistance with 13%, and Education Services with 12.8%. The largest major 

occupation group was Office and Administrative Support Occupations with 23.1% 

followed by Business and Financial Operations Occupations with 15.1%, and Business 

and Financial Operations Occupations with 12.9% of the estimated employed. 

WORKFORCE plus will compete nationally and internationally for business recruitment 

and economic development, particularly in fields of high wage/high skill occupations to 

include emerging industries such as healthcare, engineering, information technology, 

and professional, scientific & technical service. 

 

Industry Sector Establishments Employees 

 Public Administration  361 33,309 

 Health Care and Social Assistance  750 20,552 

 Education Services  160 20,325 

 Retail Trade  1,300 17,730 

 Accommodation and Food Services  756 15,156 
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 Professional, Scientific & Technical Service  1,535 10,307 

 Admin., Support, Waste Mgmt, Remediation  567 6,778 

 Other Services (except Public Admin.)  1,205 6,157 

 Construction  1030 5932 

 Finance and Insurance  522 4,913 

 

8. Describe the job skills necessary for participants to obtain employment based on current 

and projected job opportunities in the region. Please provide evidence these skills and 

knowledge are employer identified and necessary for economic growth in the local area. 

(IIIC) 

 

Response: Employment opportunities in the WORKFORCE plus service area require 

basic educational reading and math skills. The Ready to Work (RTW) credentialing is an 

employee credentialing program that tests and scores Applied Mathematics, Reading for 

Information, and Locating Information. Earning this nationally recognized credential 

gives jobseekers a competitive edge – a Credential that proves to employers that 

jobseekers have the right skills for the job. For employers, RTW takes the guesswork out 

of hiring, saving time and money. Florida Ready to Work is sponsored by the State of 

Florida. There is no cost for employers or jobseekers to participate in the program. 

WORKFORCE plus promotes the use of the RTW program by employers and job 

seekers. During the program year 2011/2012, 808  job seekers earned the Ready to Work 

credential (Gold-103, Silver-464, and Bronze-241). For job seekers who require 

remediation, the WIN courseware is available to improve their scores. Also, due to the 

prevalence of college graduates in the area, competition for jobs leading to economic 

self-sufficiency is keen. A prime example includes service-related jobs that require 

stronger and/or enhanced customer service skills and indicate the continued need for 

job preparedness and employability skills. WORKFORCE plus provides numerous 

workshops to improve employability skills. These include: resume writing, dress for 

success, and interviewing techniques among others. Our Training Academy provides 

Microsoft Office program training. All of these workshops provide job seekers with the 

skills required to give them a competitive edge in the job market while providing 

employers with a skilled and work mature pool of job seekers. Some employment 

opportunities will require formal training and state certifications. Specialized and 

specific skills will continue to be developed through On-the-Job Training (OJT) contracts 

and customized training opportunities where appropriate. 

 

Plan Development 

WIA Section 118 requires that each local board, in partnership with the appropriate chief elected 

officials, develop and submit a comprehensive five year local plan to the Governor, which 

identifies and describes certain policies, procedures and activities that are carried out in the 
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local area consistent with the State Workforce Investment Plan.  The plan must be developed in 

collaboration with local partners. Describe the steps for developing the local plan, including:  

 
1. Timeline;  

 

Response: Development of the local plan was initiated on July 17, 2012 by attending a 

webinar sponsored by the Department of Economic Opportunity entitled: Workforce 

Investment Act – Local Plan Instruction. The purpose of the webinar was to review the 

Local Plan instructions which had been distributed earlier in July. The day following this 

webinar, key staff met to determine the timeline needed to write the plan in order to 

achieve success in meeting both internal and external deadlines. The timeline for this 

process follows: 

 July 18 – August 8:  Create draft 

 August 9 – August 15:  Draft reviewed by key board and service provider staff 

 August 16 – 21: Incorporate suggested changes / additions into the plan 

document 

 August 21 – August 27: Review by CEO 

 August 28 – August 31: Incorporate suggested changes / additions into the plan 

document 

 September 4: Complete document and attachments 

 September 4: Submit plan to Local Elected Officials 

 September 2012: Board approval of plan achieved 

 October 1: Submit plan to State 

 October 29, 1:00 PM: WORKFORCE plus local plan conference call. 

 November 16: Submit revised plan to state 

 January 2013: Approval of plan expected 

 
2. Consultation process with local elected official(s), local Workforce Investment Board, 

members of the public including representatives of businesses and representatives of 

labor organizations, and other partners 

 

Response: WORKFORCE plus affords an opportunity for comments related to the local 

Workforce Services Plan through the organization’s website, promotion through social 

media and direct contact with the Local Elected Officials in the three county area. The 

Plan was provided to each Local Elected Official two weeks prior to the actual approval 

date. The Plan was posted on the organizational webpage for 30 days. Notice of posting 

on the website was sent out via the organization’s Twitter and Facebook accounts. 

 

3. Actions taken to acquire other input into the plan development process; 
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Response: WORKFORCE plus provides an opportunity for comments related to the 

local Workforce Plan through the use of the organizational website and direct contact 

with the Board of Directors and  Local Elected Officials in the three county area. The 

Plan is provided to each Local Elected Official two weeks prior to the actual approval 

date. The Plan is provided to the WORKFORCE plus Board of Directors prior to 

submittal and a review and comments are requested. The Board of Directors is 

representative of private businesses, business lead organizations such as the Chambers 

of Commerce and Economic Development Councils, educational providers, community 

based organizations and local labor organization representatives. Additionally, the Plan 

is posted on the organization’s web site at all times with the opportunity for review. 

 

4. Dates plan was posted electronically to local website; 

 

Response: WORKFORCE plus posted the Workforce Plan on the organizational website, 

Tuesday, September 4, 2012. 

 

5. A summary of comments received (including comments from businesses and labor 

organizations) should be included in the Attachment section 

 

Response: At this time, comments have not been received for the local Workforce 

Services Plan. However, should comments be received, each one will be evaluated and 

changes/comments will be incorporated into the Plan. Any changes made to the local 

Plan will be submitted to the Local Elected Officials for their information. 

 

6. Strategies for RWBs that are designed as significant migrant and seasonal farmworker 

(MSFW) to ensure individuals/organizations serving the MSFWs are informed of the 

plan and are provided the opportunity to comment on the local Workforce Services 

Plan. 

 

Response: To address the MSFW population in Gadsden County, a direct letter was sent 

to the Panhandle Area Education Consortium – Migrant Program to inform them of the 

availability of the plan on the organizational website and to request comments at their 

earliest convenience. 

 

ADMINISTRATIVE SECTION 
The administrative section of the local plan shall include responses to federal requirements, as 

well as the following: 

 Florida Statutes 

 RWB Accountability Act 

 Final Guidance Implementing Changes 

 State Workforce Policies and Procedures 
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Organization 

A. Chief Elected Official 

1. Identify the chief elected official by name, address, phone number, and email. 

 

Response:  

Sherrie Taylor, Chairperson 

Gadsden County Board of County Commissioners 

PO Box 1799 

Quincy, Florida 32353 

Telephone Number:  (850) 875-8650 

Facsimile Number:  (850) 875-8655 

E-mail Address: staylor@gadsdencountyfl.gov 

 

Akin Akinyemi, Chairman 

Leon County Board of County Commissioners 

301 South Monroe Street, 5th Floor 

Tallahassee, Florida 32301 

Telephone Number:  (850) 606-5369 

Facsimile Number:  (850) 606-5303 

E-mail Address: akinyemia@leoncountyfl.gov 

 
Alan Brock, Chairman 

Wakulla County Board of County Commissioners 

PO Box 1263 

Crawfordville, Florida 32326-1263 

Telephone Number:  (850) 926-0919 

Facsimile Number:  (850) 926-0940 

E-mail Address: abrock@mywakulla.com 

 

2. Describe the process utilized to secure the chief elected official agreement. 

Current interlocal agreements for the time period of the plan submission must be 

submitted with the plan. The required elements of the interlocal agreements are 

available at http://www.floridajobs.org/PDG/LPI’s/LPIsCEO-RWBInterlocal 

Agreement.docx 

 

Response:  The process utilized to secure the chief elected official agreement is to 

provide formal notification to the Board of County Commission of the workforce 

board’s desire to have the agreement come before them for approval.  In the 

interim, the legal counsel that represents the local elected body, confers with the 

workforce board staff regarding concerns or questions that may be present.   
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B. Workforce Investment Board 

1. Describe the structure, including the nomination process of the Workforce 

Investment Board. A current agreement between the chief elected official and the 

Workforce Investment Board, a Workforce Investment Board member list, and 

current Workforce Investment Board By-Laws are required attachments of the 

final local plan. 

 

Response: Nominations for the private sector seats shall be submitted to the 

respective County Commissions or their designee by local business organizations 

including local chambers of commerce, downtown merchants associations, area 

business associations, etc., but must be compliant with the WIA and State of 

Florida Workforce Act of 1996 as amended, the State of Florida Workforce 

Innovation Act of 2000 and the Workforce Board Accountability Act. 

 

2. Describe how the business members of the Workforce Investment Board play a 

leading role in ensuring the workforce system is demand-driven. 

 

Response: The business membership of the Workforce Investment Board plays a 

leading role towards ensuring that the local workforce system is demand-driven. 

This is evidenced through their active participation in board committees that 

target the following:  service delivery design, strategic planning and reviewing 

initiatives that are designed to create a quality workforce, spur job creation and 

lower unemployment.  Additionally, their involvement in overall policy and 

governance serves as a key indicator of the leadership role held by these private 

sector individuals. 

 

3. In accordance with State policy, identify the circumstance which constitutes a 

conflict of interest for any local Workforce Investment Board member.  

 

Response: Circumstances which constitute a conflict of interest for Board 

members are: 

 Potential to benefit financially  

 Has a relationship with the contracting vendor 

Board members must complete a Statement of Financial Interests form and abide 

by the conflict of interest policy contained in WORKFORCE plus’ By-Laws. Any 

Board member who has a conflict of interest will be required to abstain from 

voting on that matter, as well as recuse himself/herself from discussion on the 

matter. Compliance with the conflict of interest policy will be monitored at least 

once during the year. 
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4. Describe how the RWB shall coordinate and interact with local elected official(s). 

 

Response: WORKFORCE plus coordinates and interacts with local officials using 

both informal and formal methods. The informal method is outlined through an 

inter-local agreement held between the workforce board and the CEO’s.  Under 

this agreement, the roles and responsibilities outlined for each entity include the 

requirements established through the WIA regulations along with other state 

laws.  Additionally, placement on their meeting agenda is a common practice 

followed to provide updates and communicate changes. Note, this method also 

affords an opportunity to secure their thoughts regarding the item under 

discussion.  The informal method of coordination and interaction includes 

extending invitations to the CEO’s for their participation in activities taking place 

in their respective counties and extending to workforce discussions that impact 

both our region and local constituencies. 

 

5. Explain how the RWB shall ensure nondiscrimination and equal opportunity. 

 

Response:  WORKFORCE plus has a designated Equal Opportunity (EO)Officer 

who has been trained by the Florida Office for Civil Rights and has appropriate 

access to theChief Executive Officer(CEO).  The identity of the EO Officer is 

made known to employees via the employee handbook and to applicants via the 

employment application process.  Additionally, all program participants are 

made aware of their rights through WORKFORCE plus’ comprehensive Notice 

of Nondiscrimination and Complaint and Grievance Procedures document. Each 

WORKFORCE plus office has a designated Complaint Officer who serves as a 

liaison to the EO Officer for the reporting and processing of complaints from 

participants.   

 

The Interpretive Services poster is prominently displayed at the entrances to each 

career center and entrances to resource rooms within each WORKFORCE plus 

office. An individual is stationed at the sign-in area to assist customers.  

Pamphlets provided to customers contain the appropriate equal opportunity 

notice and the TTD/TTY contact information for hearing impaired customers.  

The Equal Opportunity is the Law and Florida Law Prohibits Discrimination notices 

are prominently displayed.  WORKFORCE plus ensures that all employees 

within the region are trained to be sensitive to the needs of customers with 

disabilities.  WORKFORCE plus conducts annual training related to hostile work 

environment and disability awareness for staff.   

 

Bilingual staff members are available within the offices.  WORKFORCE plus has 

a contract with a sign language interpreter. All WORKFORCE plus locations 
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have accessible entrances with low-powered automatic doors.  Workstations are 

wheelchair accessible.  At least one workstation in each one-stop facility is 

equipped with auxiliary aides, including Zoom Text software.  All presentations 

provided in WORKFORCE plus classrooms are electronically accessible for 

individuals with vision or hearing impairments using Zoom Text. 

 

All WORKFORCE plus locations including the administrative office have 

handicap accessible restrooms which are in compliance with applicable 

regulations.  All locations also have designated parking spaces for disabled 

customers.  

 

Notice of the provision of reasonable accommodation is provided to participants 

on workshop calendars and workshop registration forms. 

 

6. Explain what strategies the CEO and local Board shall create to utilize the 

leadership of faith-based and neighborhood partnerships. 

 

Response:  WORKFORCE plus has engaged the following strategies to utilize the 

leadership of faith-based and neighborhood partnerships along with taking into 

account the guidance and feedback offered by CEO’s: 

 Distribution of surveys directed to CBO’s, FBO’s and CEO’s to garner 

feedback regarding current services offered to include their perception of 

overall effectiveness 

 Conducting outreach  designed to target specific groups 

 Targeted participation in community events that afford an opportunity to 

reach individuals who desire/need  the services offered inclusive of training 

and employment assistance 

 

C. Administrative Entity 

1. Identify the administrative entity and their staff; describe their responsibilities in 

carrying out the work of the local board. 

 

Response:  The administrative entity is Big Bend Jobs & Education Council, Inc., 

d/b/a WORKFORCE plus, serving Gadsden, Leon and Wakulla counties.  The 

administrative entity is governed by a Board of Directors comprised of private 

businesses, key stakeholders and mandated partners. 

 

The staff include the following positions: 

 

Chief Executive Officer – The Chief Executive Officer is responsible for overall 

accountability, responsibility and authority for the management of the business 
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and affairs of the organization. The acts carried out under this position must be 

in accordance with the strategic plan and objectives adopted and approved by 

the Board of Directors and subject to oversight by the Board. The Chief Executive 

Officer ensures that the organization meets the requirements and complies with 

applicable laws and regulations. Additionally, the Chief Executive Officer 

provides the Board assurance that the proper systems are in place to identify and 

manage business risks and that such risks are acceptable to the organization and 

are within the guidelines established by the Finance Committee, the Audit 

Committee and Board of Directors. 

 

Chief Financial Officer – Assists the Chief Executive Officer with the formulation 

of the organizational and financial goals of the organization.  Guides and directs 

financial activities of the organization in a manner designed to protect assets, 

meet reporting requirements, provide timely, meaningful reporting of fiscal 

operations and effectively plan for audits of the financial statements of the 

organization.  The Chief Financial Officer controls, posts, and maintains all 

subsidiary ledgers to the general ledger and  manages all contracts for multiple 

facility locations.  Additionally, the Chief Financial Office manages cash draw 

downs and reporting of disbursements on the state system;  designs, operates 

and controls the budget preparation, status, analysis and reporting;  and 

implements and maintains accounting policies and procedures in accordance 

with State of Florida, Workforce Florida, Inc., financial policy directives and 

applicable OMB circulars governing accounting for federal funds.  The Chief 

Financial Officer ensures that all expenditures are in accordance with federal and 

state  law and are allowable costs, which are properly documented, and charged 

to the appropriate cost categories. 

 

Workforce Development Programs Director – The Workforce Development 

Programs Director assists the CEO in program planning; compliance with 

federal, state, local regulations and internal policies; contract management, 

inclusive of programmatic contracts and procurement of program 

services/activities; grant funded programs; and a variety of tasks related to the 

internal operational functions of the organization to meet and exceed the 

WORKFORCE plus Board of Directors’ expectations.  This position exists to 

enhance the organizational processes and infrastructure that will allow 

WORKFORCE plus to continue to grow and fulfill its mission. Other 

responsibilities: Assists with negotiating and writing of formal contractual 

agreements for the provision of customer services.  Assists in maintenance of 

such agreements by conducting periodic review and modifications as necessary 

to insure quality of customer services, achievement of prescribed outcomes and 

compliance with federal, state and local regulations.  Coordinates and interacts 
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with contractors to ensure the quality and continuity of programs and services to 

customers.  Coordinates, provides, or ensures training to the service provider for 

all program areas.  Assists with formulation of programmatic goals and 

objectives and provides appropriate reports.  Coordinates the development of 

and prepares State required plans and other Board plans, using the analysis of 

labor market information and other factors.  Develops and directs the 

maintenance of internal policies and procedures relating to WORKFORCE plus 

administered initiatives; trains appropriate staff in the interpretations and 

application of same.  Identifies, designs, and implements recommendations for 

continuous quality improvement. At the direction of the CEO, the Workforce 

Development Programs Director interfaces with entities such as the Department 

of Economic Opportunity, Workforce Florida Inc. and other state agencies with 

regard to WORKFORCE plus activities, including but not limited to monitoring, 

planning, contracts, proposals, and Memorandums of Understanding.    

 

Performance Unit Manager - This position is responsible for the oversight of 

performance for all workforce programs including Wagner-Peyser (WP), 

Veterans, Welfare Transition (WT), Workforce Investment Act (WIA), Food 

Stamp Employment & Training (FSET), Migrant Seasonal Farm Worker (MSFW), 

Ticket to Work (TtW) and Disability Program Navigator (DPN).  Other 

responsibilities: Provides monitoring services for all WIA Programs, Ticket to 

Work, and Disability Program Navigator.  Provides oversight for the monitoring 

services performed by the Workforce Program Specialist for the WP, Veterans, 

WT, MSFW, and FSET Programs.  The Performance Unit Manager is also 

responsible for performing duties associated with the review and authorization 

of invoice payments for all workforce programs and routing them to the Chief 

Finance Officer as well as the tracking and approval of all Individual Training 

Account and Purchase Order expenditures associated with the WIA and WT 

programs for individuals who are receiving occupational skills training.   The 

Performance Unit Manager is responsible for reviewing monthly gas/gift card 

reports for the WIA Programs to ensure that all expenditures are allowable.  The 

Performance Unit Manager also prepares directives related to the WIA, TtW, and 

DPN Programs.  The Performance Unit Manager serves as the backup Regional 

Security Officer for Employ Florida Marketplace and is responsible for reporting 

system issues through the appropriate process.  The Workforce Program 

Specialist also provides training to the service provider for all program areas for 

which oversight is maintained.  The Performance Unit Manager also serves as the 

supervisor for the Disability Program Navigator and the Workforce Program 

Specialist positions. 
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Workforce Program Specialist - This position is responsible for the development 

of directives for the WP (Wagner Peyser), Veterans, WT (Welfare Transition), 

MSFW (Migrant Seasonal Farm Workers), and FSET (Food Stamp Employment 

and Training) Programs and is also responsible for providing monitoring 

services for the programs as well.  The Workforce Program Specialist is 

responsible for reviewing all WT invoices, gas/gift cards reports, and Purchase 

Orders to ensure that the expenditures are allowable and have the appropriate 

backup documentation.  The Purchase Orders are forwarded to the Performance 

Unit Manager for final approval.  These payment authorizations include the WT 

portion of the monthly billing as well as the gas/gift card reports and any 

purchase orders submitted.     The Workforce Program Specialist provides 

guidance and technical assistance to the Assessment Unit to ensure that all 

federal, regional and state regulations are being adhered to.  The Workforce 

Program Specialist also provides training to the service provider for all program 

areas for which oversight is maintained.   

 

Data Analyst – This position develops and/or maintains processes for data 

analyses related to performance measures, surveys, etc. associated with 

WORKFORCE plus databases/systems and the Employ Florida Marketplace.  

Other responsibilities: Identifies, acquires, analyzes, interprets and reports on 

data relating to program performance, customer satisfaction, demographic and 

labor market changes. Works with management and other end users to identify 

data elements required for analysis of issues/problems for root cause 

identification and trend analysis. Monitors, analyzes and evaluates systems, 

goals, and performance standards in collaboration with Performance Unit staff, 

Program Managers, and Quality Assurance Staff. Analyzes internal and external 

monitoring reports for improvement opportunities and assists in the 

development, review, and submission of Corrective Action Plans (CAP). Creates 

strategic recommendations to improve organizational performance and 

productivity. Captures and reports on historical statistics. Regularly provides 

reporting and analysis to leadership team. Assists with managing the integrity of 

workforce data.  Identifies and resolves data issues.  Provides routine and 

specialized training for WORKFORCE plus staff related to use of Employ Florida 

Marketplace.  Acts as liaison between database vendor and WORKFORCE plus.  

This position will perform other related duties to support department and 

organizational goals as needed. 

 

Accountant – Under the supervision of the Chief Financial Officer, this position 

is responsible for assisting with all aspects of accounting to include:  process and 

maintain accounts payable invoices; prepare routine cash analysis and 

drawdown reports to ensure compliance with funding sources; prepare and 
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monitor operational budgets and expenditure reports for submission to the State 

of Florida, Chief Executive Officer, and WORKFORCE plus Board of Directors; 

assist with general ledger entries and preparation of financial statements; 

prepare information required by monitors and external auditors; and assist with 

payroll, calculation of employee leave balances; cost distribution of labor hours; 

etc.  Additionally, this position is responsible to function as the Receptionist 

when necessary and assist the Human Resource department in the areas of 

Staffing Management, Benefits Administration, Training and Development, 

Compensation, Compliance and Policy Development, and other Human 

Resource programs. This position will perform other related duties to support 

department and organizational goals as needed.   

 

Human Resource Specialist – The Human Resource Specialist manages the 

administration of the human resources policies, procedures and programs and 

serves as the organization’s Equal Opportunity Officer. The Human Resources 

Specialist oversees the processing of applicants, maintenance of employee status 

records, employee compensation, employee relations and other Human Resource 

functions; provides information to a variety of individuals/organizations; 

documents information and ensures processing of required reports; monitors 

assigned programs and processes; and ensures that personnel procedures 

conform to organizational policies. The Human Resource Specialist carries out 

responsibilities in the following functional areas: equal opportunity, 

departmental development, employee relations, training and development, 

benefits, compensation, organizational development, and employment. 

 

Business Services Manager - This position addresses the needs of businesses and 

employers by providing expertise and serves as a valuable resource. 

WORKFORCE plus provides a wide variety of no-fee services to employers, 

including exposure of job vacancies, recruitment assistance, labor market 

information, tax credit information, and many more.  This position meets with 

local chambers of commerce, economic development councils, educational 

institutions and business/professional associations to evaluate employer needs 

and respond with strategic workforce solutions. This position will expand 

consumer choice in addressing the needs of people seeking employment 

opportunities through the WORKFORCE plus system and will have expertise 

regarding the workforce partner programs, services, information and other 

employment support programs focused on improving employment 

opportunities. This position is intended to increase opportunities for the 

employment of job seekers by linking them to employers and by facilitating 

access to other services. This position requires an ability to independently plan 
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strategically, direct staff, manage change, as well as directly serve business 

customers. 

 

Business Consultant – The Business Consultant is responsible to develop, plan 

and implement strategies designed to promote and advertise WORKFORCE plus 

services to businesses within the region. Additional responsibilities: , seek out 

new business prospects, schedule and host promotional and recruiting events, 

advertise events, identify and meet with business leaders to promote 

WORKFORCE plus programs, facilitate employer presentations and training, 

and ensure that promotional events and services utilized by businesses are in 

alignment with and comply with applicable federal programs and regulations. 

Services offered by WORKFORCE plus include but are not limited to job posting, 

recruitment assistance, labor market information, tax credit information, etc. This 

position is also responsible for analyzing labor market data for trends; selecting 

businesses to target and community committees with which to connect; writing 

reports and business plans designed to identify targets; generating 

recommendations for expanding the number and variety of services provided to 

businesses; and planning and executing recruiting events for employers in all 

industries and diverse job seekers.  

 

Executive Center Career Consultant -The Executive Center Career Consultant is 

responsible for recruitment, referral, and placement of highly qualified 

jobseekers for vacant professional and executive level positions with employers.  

Recruitment of jobseekers will be through conventional and nonconventional 

recruiting methods.  In addition, this position will assist professional and 

executive level job seekers with assessments, job search strategies, resume and 

cover letter development, and job matching.  This position will create, develop 

and conduct workshops for the job seeker population which include topics such 

as resume writing, interviewing skills, job search techniques, networking, and 

other related professional development classes.  This position is responsible for 

recording activities in Employ Florida Marketplace, as well as in internal 

databases for data collection and jobseeker and employer tracking, and prepares 

various reports and correspondence as necessary. Additionally, the Executive 

Center Career Consultant participates in local networking and business events, 

career fairs and other recruiting events. 

 

Executive Assistant – This position provides secretarial and administrative 

support to the Chief Executive Officer, including composing and editing of 

correspondence, maintaining files and independently planning and coordinating 

meetings, calendars and agendas. Additional responsibilities:  Provides 

administrative support to other staff members with secretarial services as the 
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workload dictates. Organizing, coordinating and implementing a variety of 

special programs, events or functions, marketing promotions and public 

relations for the organization. Assists in the implementation of marketing 

programs including preparation of copy and layouts of advertisements, 

brochures, flyers, etc. Assists in procuring needed services for advertising, 

printing brochures, mailing service and other related matters. 

 

Receptionist/Office Assistant - The Receptionist/Office Assistant position 

provides reception and clerical support to the Board staff.  Responsible for 

answering and directing telephone calls as well as greeting and directing all 

visitors, including vendors, clients, and customers.  Responsible for the 

appearance of the organization’s lobby area and common areas and office 

supplies. The Receptionist/Office Assistant maintains solid customer 

relationships by handling customer questions and concerns with speed and 

professionalism.  Also may require research skills to trouble shoot customer 

problems. Additional responsibilities: Performs data entry and uses software 

programs. Administrative and clerical support in a variety of areas including 

receiving, transferring and placing telephone calls, reception, copying, filing, 

record keeping, data entry and routine correspondence and reports. Maintains a 

professional work relationship with management, co-workers, employers and job 

seeker customers. 

 

Local Vision, Goals, and Priorities 

The local vision, goals and priorities must be consistent with the State Plan and demonstrates a 

broader strategic planning approach as called by the U.S. Department of Labor’s Employment 

and Training Administration’s (ETA) in TEGL 21-11.  

 
A. CEO and RWB Collaboration 

1. Outline the vision, goals, and priorities for all local workforce programs 

including WT/TANF, TAA, and SNAP that reflect the strategic direction 

articulated in Sections I and II of the State Workforce Investment Plan 

 

Response:  WORKFORCE plus has a strong, clear vision for local workforce 

development that has primarily developed in parallel with its vision for 

economic development.  WORKFORCE plus has set forth goals consistent with 

those of the state and federal guidance.  Additionally, we have worked to 

incorporate goals that are specific to the local region as we are tasked with 

continuing to ensure progress. Our primary goal is geared to meeting the 

employer’s immediate and emerging skill needs while preparing the available 

workforce to provide the solution to employment needs.  Some key goals and 

guiding principles to meet our regional needs are 1) Continue to build strong, 
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focused partnerships with the business and educational community throughout 

all aspects of the service delivery process.  2) Align the local workforce 

development system with local economic development initiatives. 3) Continue to 

pursue partnerships and grants that create alternative sources of revenue that 

will enhance workforce development. 4) Continue to expand and improve upon 

the integrated approach to marketing and branding initiatives that will increase 

awareness of the services provided and enhance the image of WORKFORCE plus 

within the community. 5) Create new value added partnerships and strengthen 

existing partnerships with community organizations to enhance workforce 

development. 6) Attract and retain top talent.  These goals were 

created/implemented with the intent of enhancing the services and outcomes for 

all programs operated by WORKFORCE plus which include, but are not limited 

to WIA, Welfare Transition, Wagner-Peyser, and other programs as well as 

partner goals.  The Region has continued to build strong partnerships with the 

education and training institutions in the area as these are key players in the 

overall success of our customers.  Our system has been greatly improved with 

the development and implementation of the Employ Florida Marketplace (EFM), 

which creates both a self-assisted and staff-assisted approach to providing 

services.  WORKFORCE plus has created a focused approach to the delivery of 

workforce services to youth.  The program, First Connect, focuses on the 

connection to job skills, education, careers, local businesses, and learning more 

about themselves.  First Connect serves as the first connection between education 

and employment for many youth. This early connection to job skills will enable 

youth to learn new skills and prepare them to gain employment and become a 

contributor to our economic base.  Connecting to education will assist the youth 

in gaining confidence while they are employed to complete a high school 

diploma or earn a GED and to pursue post secondary education opportunities.  

Youth will learn about many careers that will give them the opportunity to grow 

and earn money.  Learning about themselves, likes and dislikes, how they think, 

traits they possess, will allow them to learn what they have to offer in the 

workplace.  Connecting to local businesses, learning how to market their skills, 

and discovering what skills and talents employers are seeking will enable the 

youth to gain employment and be productive employees.  The vision, goals and 

objectives of the region’s programs both support and complement the vision, 

goals and objectives identified in the Workforce Florida Strategic Plan. 

 

2. Identify “action steps” the RWB and delivery system will take to contribute to 

reaching the local vision, goals, and priorities. 

 

Response: The action steps for WORKFORCE plus are: 1) Support the 

development of a trained and skilled workforce possessing the skills needed to 
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attract new businesses to the area. 2) Provide customized training to enable 

existing businesses to expand. 3) Focus on high growth, in demand occupations 

which will add value to the local economy. This would include industries such as 

health care and social assistance; engineering, IT, professional, scientific, and 

technical services 4) WORKFORCE plus will continue to work closely with the 

economic development community in Gadsden, Leon, and Wakulla counties to 

communicate all matters relating to workforce development. 5) Work 

collaboratively with local educational institutions to ensure that we create the 

dynamics necessary to retain the talent being produced among the institutions.  

6) Ensure that initiatives are in place that will meet the individual needs of 

Gadsden, Leon, and Wakulla counties.  WORKFORCE plus has not only aligned 

with, but has intertwined with the goals of economic development within the 

workforce system.  The region works with educational partners, economic 

development partners, and employers to ensure that the area continues to 

identify the needs of the workforce and improve the skill levels of the workforce 

which helps ensure the region maintains its competitiveness in the global 

market. 

  

3. Describe RWB process to prepare their proposed performance for the nine 

Common Measures to be negotiated with the State. 

 

Response:  WORKFORCE plus , the chief elected official, and the Governor 

negotiate and reach an agreement on the local performance measures as 

described in section 136(c) of the Workforce Investment Act.  Levels of 

performance are based on the State adjusted levels of performance.  

 

WIA Adult/Dislocated Worker measures (measured separately): 

 Entered Employment Rate 

 Employment Retention Rate 

 Average Six Month Earnings 

Youth measures: 

 Placement in Employment or Education 

 Attainment of Degree or Certificate 

 Literacy or Numeracy Gains 

 

4. One Stop Delivery System/Services 

 

Response: Our regional workforce, employers, and economic development 

partners work together to identify the workforce skills that will be necessary to 

prepare the workforce for success in forecasted areas of growth (demand 
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occupations). WORKFORCE plus promotes job creation and economic growth by 

providing employers with current information concerning tax incentives and 

training opportunities that include programs such as On-the-Job-Training (OJT), 

and Employed/Incumbent Worker Training programs.  These training programs 

enable employers to retain employees with up to date skills and maintain a 

quality workforce.  Specific job training programs identified through our local 

employers and in concert with Workforce Florida, Inc. (WFI) will be supported 

by WORKFORCE plus’ workforce delivery system. Strong coordination with 

state and local partners will encourage economic growth, skilled workers, and 

career advancement.  Job placement and job retention is critical to our region’s 

success and will be measured against the established performance standards and 

reported on the Balanced Score Card (BSC) report.   Our workforce system will 

provide access to the full continuum of workforce development services, using a 

variety of delivery systems and methods, and will serve as the hub for all 

workforce activities. Additionally, WORKFORCE plus will continue to 

coordinate services between all programs to eliminate unwarranted duplication.  

This will result in a seamless system that is efficient, effective and accountable. 

Job placement, job retention, and return-on-investment will serve to direct 

workforce development expenditures and be a part of the measure used to 

measure ongoing successful attainment of goals established by WORKFORCE 

plus.  WORKFORCE plus will be the major source of information distribution to 

Welfare Transition applicants, recipients and former recipients, Veterans, 

MSFWs and Wagner-Peyser customers.  The RWB has implemented a yearly 

strategic planning session that includes all stakeholders within the community. 

The goal of this meeting is to formulate strategies that address the needs of all 

programs. Priorities formulated include: 1) Build strong partnerships with the 

business and educational community throughout all aspects of the service 

delivery process.  a) Continue to create new relationships within the employer 

and educational communities in Gadsden, Leon, and Wakulla counties.  b) 

Implement a demand driven model based on the needs of the employer 

community. c) Identify the areas where there are differences between the skills of 

the existing workforce and the requirements of the employer community.  

Provide customized training that will eliminate the gap and meet the needs of 

the business community. d) Tailor screening processes to meet the needs of 

individual employers to ensure that only qualified applicants are referred.  e) 

Promote job retention through just in time training to incumbent workers that 

will ensure they have the skills needed to keep pace with the needs of employers.  

f) Create partnerships and programs with the educational community to help 

ensure that the future workforce is job ready.  g) Actively involve the employer 

and education community as a true partner in the development of new 

initiatives. 2) Align the local workforce development system with local economic 
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development initiatives.  a) Support the development of a trained and skilled 

workforce that has the skills needed to attract new businesses to the area.  b) 

Provide customized training that will enable existing businesses to expand. c) 

Focus on high growth; in demand occupations that will add value to the local 

economy including industries such as healthcare and social assistance; 

engineering; information technology; professional, scientific, and technical 

services.  d) Work closely with the economic development community in 

Gadsden, Leon, and Wakulla counties to maintain open lines of communication 

in all matters relating to workforce development.  e) Ensure that initiatives are in 

place that will meet the individual needs of Gadsden, Leon, and Wakulla 

counties. 

 

 

The establishment of a One-Stop delivery system is a cornerstone of the reforms contained in 

Title I of WIA. The One-Stop system is designed to enhance access to services and improve 

long-term employment outcomes for individuals seeking assistance. The regulations define the 

system as consisting of one or more comprehensive, physical One-Stop center(s) in a local area 

that provide the core services specified in WIA. 

 

A. Design 

 

1. Describe the process for the selection of One-Stop operator(s), including the 

competitive process or the agreement process between the local board and a 

consortium of partners 

 

Response: Service providers will be selected competitively in accordance with 

applicable federal, state and local regulations. Non-competitive or sole source 

procurement will be minimized, but may be authorized if justified and 

documented in compliance with applicable federal, state and local regulations. 

When procuring services by a competitive solicitation over $50,000, 

WORKFORCE plus will use a Request for Proposal (RFP) process. Public notice 

of the RFP will be provided through newspaper advertising and a notice will be 

mailed to all agencies or individuals on the current bidders list, including 

minority organizations. Upon receipt of proposals by the published deadline, 

WORKFORCE plus’ Planning Committee will review, rate, and make 

recommendations to the Executive Committee, prior to approval by the full 

WORKFORCE plus Board of Directors, which will vote on the matter. When 

possible, state approved contracts maybe utilized for the purchase of equipment, 

goods and services. The primary consideration in the selection of service 

providers shall be the effectiveness of the agency or organization in delivering 

comparable or related services based on demonstrated performance, likelihood 
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of meeting performance goals, cost, staffing, training focus and overall 

familiarity with the customer groups who make up the region. In addition, 

consideration will be given to demonstrated performance in making available 

appropriate supportive services including childcare. Special consideration will be 

given to proposals submitted by public educational agencies and community 

based and minority organizations; however, this consideration will in no way 

prevent WORKFORCE plus from choosing alternative organizations to provide 

services. Where applicable, factors used in the proposal evaluation process will 

include, but not be limited to include demonstrated ability, a satisfactory record 

of past performance, organizational experience, programmatic design, and 

reasonableness of cost. Request for Proposals will contain detailed specifications 

for program activities to be funded. Staff is appointed by the Chief Executive 

Officer to serve in the selection process. The Planning committee consists of 

Board members who have been appointed to the Planning Committee. Selected 

Board staff review each proposal for completeness, total the ratings and present 

the staff recommendation to the Planning Committee. The Planning Committee 

will evaluate service provider proposals based on criteria, which includes 

feasibility, value, and appropriateness of proposed activities to customers. Once 

the Planning Committee has reviewed the proposals they are presented to the 

Executive Committee. Upon approval from the Executive Committee and the 

Board of Directors, the recommendation is brought before the quarterly Board 

meeting for approval. A contract or vendor agreement will be executed with each 

service provider recommended by the Board of Directors for funding contingent 

upon successful completion of contract negotiations. Each contract will include a 

statement of work detailing services to be provided under the contract. 

 

2. Describe the appeals process to be used by entities not selected as the One-Stop 

operator 

 

Response: In accordance with applicable regulations, proposers who are denied 

funding have the right to appeal. The following steps must be taken for 

organizations to appeal funding decisions: 

 Submit a letter within 3 business days from the date of the contract award 

to the Chief Executive Officer of WORKFORCE plus stating that an 

appeal to the contract award is being filed and the specific reasons for the 

appeal based on the four criteria below. 

o Clear and substantial error or misstated facts by the review team 

upon which the decision was made by the Board 

o Unfair competition or conflict of interest in decision making 

process 

o Any illegal or improper act or violation of law 
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o Other legal basis on grounds that may substantially alter the 

Board’s decision 

 

The Chief Executive Officer will review the appeal and respond within 10 days. 

 In the event the Chief Executive Officer’s response is not satisfactory to 

the proposer, an appeal to WORKFORCE plus Executive Committee may 

be requested. The request must be addressed in writing within 15 days 

from receipt of response from WORKFORCE plus. 

 

The appeal will be heard at a time set by the Chair after consultation with 

counsel. 

 

3. Provide overview of the One-Stop Delivery system, including physical site 

location, operator, personnel, and participating partners. Include organizational 

chart for the comprehensive One Stop site 

 

Response: The Workforce Investment Act of 1998 provided a continuum 

opportunity for WORKFORCE plus to operationalize its strategic vision by 

creating a demand-driven workforce system. In this system, services are 

provided to prepare workers for new and growing job opportunities in high 

growth/high demand occupations in economically vital industries and sectors of 

the area’s economy. The foundation of this effort is a workforce development 

system which serves as a catalyst in linking employers, economic development 

organizations, public agencies, and the educational community for the purpose 

of building and delivering innovative answers to workforce challenges. 

Becoming demand-driven represents a major transformation for this system, 

which for more than forty years has been primarily supply- driven. The goals, 

objectives, and core performance measures establish common outcome objectives 

to drive concerted planning and coordinating activities among employers, 

education, training, employment and support service providers. The local system 

is designed with the thought that each county needs a workforce presence in 

their community. Therefore, there are three (3) full service workforce offices in 

which customers can access services in person or seek services for job search and 

employment needs via Employ Florida Marketplace (EFM) 

(www.employflorida.com). Additionally, the WORKFORCE plus Executive 

Center affords professional job seeker candidates an opportunity to meet their 

employment objectives by linking them with high skill/high wage opportunities. 

These workforces offices are located at: Gadsden Location - 1140 W. Clark Street 

Quincy, Florida 32351 at (850) 875-4040; Leon Location - 2525 S. Monroe Street 

Suite 3A Tallahassee, Florida 32301 at (850) 922-0023; Wakulla Location - 3278 

Crawfordville Highway Unit G Crawfordville, Florida 32327 at (850) 926-0980; 
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Executive Center - 325 John Knox Road B100 Tallahassee, Florida 32303 at (850) 

414-6085. A range of services support the workforce development system within 

the WORKFORCE plus service area. These services are available to adults, youth, 

and dislocated workers. The range of services available to any eligible applicant 

is based on an assessment of the individual’s needs and individual service 

strategies. Specific activities incorporated into the WORKFORCE plus system 

include: JOB SEEKER SERVICES - Orientation to services; Job Search Resource 

Room – resources include up-to-date job listings, on-line job search, resume 

development and resume posting; Career Exploration and Assessment; Resume 

Writing and other job training seminars; Linkages to job banks; Information on 

training provider performance and costs; Referral to training and education 

providers to include occupational skills training, OJT, adult education and 

literacy, and post-secondary and technical training; local and state labor market 

information including forecasting data from CIDS, FREIDA, OIS, ALMIS, 

OSMIS, EFM, and LMI; Information on and referral to supportive services such 

as child care, transportation and domestic violence, from partner agencies and 

other community-based organizations; Procedures for unemployment insurance 

registration; Referral to potential employment opportunities; Determination of 

eligibility for federal workforce programs; Data regarding Region 5’s WIA 

Performance Standards; Comprehensive skill assessment and service needs; Case 

Management; ITA’s for training; Veteran’s Employment Assistance Information; 

Older Worker Program information; Migrant and Seasonal Farm Worker 

information and counseling in both English and Spanish; Welfare Transition 

Program information and counseling; Counseling and referral for individuals 

with disabilities; Information regarding HUD training programs; Career 

Management; Individual Responsibility Plan(IRP) development; Wagner-Peyser 

services, including pre-employment services; Food Stamp Employment and 

Training (FSET) program; Training opportunities provided through specific 

grants awarded to WORKFORCE plus; Universal workshops designed to 

address a variety of workforce issues. EMPLOYER SERVICES - Receipt, posting 

and filling of job orders; Employed Worker Programs; Screening and referral of 

qualified candidates for employment; Verification of basic skills, occupational 

skills and work experience; Assistance in accessing state and national job banks 

and automated labor market information; Providing current local labor market 

data and FAWI projection data including occupational growth Welfare 

Transition rates and wage rates; Information regarding training incentives and 

programs, tax incentive programs and other economic development programs 

offering assistance for new and/or expanded business; General and updated 

information regarding unemployment, insurance, and worker’s compensation; 

Customized recruitment, qualification and assessment screening of applicants; 

Rapid Response and/or Outplacement services for downsizing companies; 
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Development of On-the-Job-Training programs; Assistance with business 

expansion and relocation; Human Resource Management services which may 

include assistance with developing policies, compensation and benefits 

administration, and affirmative action activities ; Customized training; 

Specialized assessment; In the Spotlight series; "Power Hour" Lunch and Learn 

seminars. The following resources will be pooled within the One-Stop System to 

provide services: 1) Workforce Investment Act Funds 2) Welfare Transition 

Program Funds 3) Wagner-Peyser Funds 4) Food Stamp Employment & Training 

Funds 5) Unemployment Compensation Funds 6) DVOP Funds 7) LVER Funds 

8) Other appropriate funds. WIA funds will be expended for Core, Intensive and 

Training services. Workforce funds will be expended for the set-up of the offices 

as well as on-going services to keep the offices running efficiently and will also 

be expended primarily for Intensive services. Wagner-Peyser funds may be 

expended for Core and Intensive services.  

 

WORKFORCE plus under the mandate of CS/SB 252 has accepted the transfer of 

Wagner-Peyser funds and required services to its authority. Increased effort has 

been taken to encourage the involvement of faith-based and community-based 

groups to collaborate in a shared focus of serving out-of-school and at-risk youth. 

The designated comprehensive workforce offices in Region 5 were a result of a 

competitive selection process. When procuring services by a competitive 

solicitation over $50,000, WORKFORCE plus uses a Request for Proposal (RFP) 

process. Public notice of the RFP is provided through our website, newspaper 

advertisements, and a notice mailed to all agencies/individuals on the current 

bidders list, including minority organizations. WORKFORCE plus’ 

comprehensive workforce system integrates the services of MSFW, TAA, 

WT/TANF, FSET, Veterans, and Wagner-Peyser programs. These services are 

provided through physical and electronic linkages and are handled via referrals 

from one partner to another as appropriate depending on (A) Service needs, 

education and literacy, and post-secondary and technical training (B) Local and 

state labor market information including forecasting data from CIDS, FREIDA, 

OIS, ALMIS, OSMIS, EFM, and LMI (C) Information on and referral to 

supportive services such as child care, transportation and domestic violence, 

from partner agencies and other community-based organizations (D) Procedures 

for unemployment insurance registration (E) Referral to potential employment 

opportunities (F) Determination of eligibility for federal workforce programs (G) 

Data regarding Region 5’s WIA Performance Standards (H) Comprehensive skill 

assessment and service needs (I) Case Management (J) ITA’s for training (K) 

Veteran’s Employment Assistance Information (L) Older Worker Program 

information (M) Migrant and Seasonal Farm Worker information and counseling 

in both English and Spanish (N) Welfare Transition Program information and 
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counseling (O) Counseling and referral for individuals with disabilities (P) 

Information regarding HUD training programs (R) Career Management (S) IRP 

development (T) Wagner-Peyser services, to include pre-employment services. 

Food Stamp Employment and Training (FSET) program (U) Training 

opportunities provided through specific grants awarded to WORKFORCE plus 

(V) Universal workshops designed to address a variety of workforce issues. 

EMPLOYER SERVICES – 1) Receipt, posting and filling of job orders 2) 

Employed Worker Programs 3) Screening and referral of qualified candidates for 

employment 4) Verification of basic skills, occupational skills and work 

experience 5) Assistance in accessing state and national job banks and automated 

labor market information 6) Providing current local labor market data and FAWI 

projection data including occupational growth Welfare Transition rates and 

wage rates 7) Information regarding training incentives and programs, tax 

incentive programs and other economic development programs offering 

assistance for new and/or expanded business 8) General and updated 

information regarding unemployment, insurance, and worker’s compensation 9) 

Customized recruitment, qualification and assessment screening of applicants 

10) Rapid Response and/or Outplacement services for downsizing companies 

11) Development of On-the-Job-Training programs 12) Assistance with business 

expansion and relocation 13) Human Resource Management services which may 

include assistance with developing policies, compensation and benefits 

administration, and affirmative action activities 14) Customized training 15) 

Specialized assessment 16) In the Spotlight series 17) "Power Hour" Lunch and 

Learn seminars. 

 

4. Identify and describe any affiliate site or agents or specialized centers to be 

established in the local area. Include any remote sites accessed through the use of 

technology. 

 

Response: Not Applicable 

 

5. Describe how the Workforce Investment Board shall engage employers and 

organized labor in the One-Stop delivery system. 

 

Response: WORKFORCE plus engages employers and organized labor in the 

One-Stop system by identifying qualified representatives.  Representatives from 

private business must be individuals who are owners, chief executive officers, or 

other individuals with optimum policymaking or hiring authority who are 

nominated by local business organizations and business trade associations. 

Representatives of labor must be nominated by local labor federations (or, for a 
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region in which no employees are represented by such organizations, other 

representatives of employees).  

 

6. Describe services offered to businesses. Include a description of how the RWB 

ensures physical and programmatic accessibility for individuals with disabilities 

at One-Stop centers. 

 

Response: The WORKFORCE plus Center for Business & Employer Services 

offers many services to local businesses including: 

 On-site recruiting, interviewing and hiring 

 Employer/employee matching 

 Wage and labor market information 

 Customized training programs 

 Employee layoff assistance 

 Information on training and tax incentive programs 

 Job fairs 

 Linkage to Employ Florida Marketplace for online job posting 24/7 

 

In regards to persons with disabilities, all forms, flyers, media releases and 

postings include the required EEO information. Additionally, each office is 

equipped with the latest software/hardware to be used by persons with 

disabilities when navigating the computer. Lastly, staff is available to assist 

customers when necessary. 

 

7. Describe any innovative initiatives or service delivery strategies 

 

Response:  WORKFORCE plus is dedicated to providing real-time solutions to 

our business community. Through special initiatives such as Employed Worker 

Training, Customized Training and On-The-Job Training opportunities, we look 

to meet the employer’s needs to be more competitive in the marketplace.  

 

The EWT Training Program is an employer based training project for current 

(including new hires in need of skills training) employees of a company. The 

training is generally for job specific skills to assist incumbent workers with job 

retention and/or advancement within the organization. The employer has the 

choice of an outside vendor to provide the training. In-house employees can 

provide the training if demonstrated to be a subject matter expert.  Employer 

must pay wages if training is conducted during work hours. Soft Skills training is 

not funded. The length of training should be considered short-term training and 

cannot exceed ninety days. 
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On-the-Job Training (OJT) is an opportunity for job seekers to obtain skills and 

work experience that will improve their productivity and success in the 

workplace. Employer must create new, full-time jobs (32-hours or greater). All    

positions created must be posted on the no-cost Employ Florida Marketplace 

(EFM) site.  Further, employers who agree to participate must provide on-the-job 

training that will   prepare their new hire for successful job retention.  In return, 

the employer will receive a wage reimbursement as determined by 

WORKFORCE plus. All new hires must currently be unemployed/laid off and 

the length of training should be considered short-term and cannot exceed 8 

weeks.  

 

Customized Training opportunities are delivered by our Regional Training 

Coordinator and specifically look at soft skills such as Customer Service, 

Leadership, Time Management, Interpersonal and Communication Skills, 

Retention and Etiquette. 

 
8. Describe examples of strategic partnering with required and optional One-Stop 

partners and other organizations to provide services. 

 

Response: WORKFORCE plus looks to provide enhanced coordination, 

cooperation, collaboration, and outcomes, by and between the several entities, 

both public and private, which are involved at the local level in providing youth 

and adults with opportunities to develop and continuously upgrade their 

knowledge and skills in order to advance economically and socially throughout 

their lifetime, and in providing employers with the skilled workforce necessary 

to be competitive in local, state, national, and/or international markets. 

 

9. Describe universal access and what services shall be provided. Include the 

strategy for outreach and recruitment. Explain how customer groups are 

identified and describe services that are necessary to meet their needs: 

 Dislocated workers 

 Displaced homemakers 

 Individuals training for non-traditional employment 

 Migrants seasonal farmworkers 

 Older individuals 

 Public assistance recipients 

 People with disabilities 

 People with limited English-speaking proficiency 

 Veterans 

 Women General Policy 
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Response: Customer groups are identified at initial sign-in through triaging by 

Customer Service staff. Once staff determines the appropriate program to address 

the customer’s needs, program referrals are provided. To aid in our outreach efforts 

to customers, signage is placed at the front desk/KIOSK or in the Resource Room. 

Additionally, Resource Room staff make periodic announcements regarding special 

projects and/or programs. If customers are interested, a program referral will be 

provided. Additionally, WORKFORCE plus also employs social media or website 

updates as a means to recruit or outreach to potential customers. The following 

services are provided depending on the needs of the customer. 

 

 Adult-basic education, literacy, and post-secondary & technical training  

 Local and state labor market information including forecasting data from 

CIDS, FREIDA, OIS, ALMIS, EFM, and LMI  

 Information on and referral to supportive services such as child care, 

transportation and domestic violence, from partner agencies and other 

community-based organizations  

 Procedures for applying for  unemployment insurance  

 Referral to available employment opportunities  

 Determination of eligibility for federal workforce programs  

 Data regarding Region Five’s WIA Performance Standards  

 Comprehensive skill assessment and service needs  

 Case Management services  

 ITA’s or Purchase Orders (P.O.) for training  

 Veteran’s Employment Assistance Information  

 Older Worker Program information and referral  

 Migrant and Seasonal Farm Worker information and counseling in both 

English and Spanish  

 Welfare Transition Program information and counseling  

 Counseling and referral for individuals with disabilities  

 Information regarding HUD training programs  

 Career Management  

 Wagner-Peyser services, to include pre-employment services.  

 Food Stamp Employment and Training (FSET) program  

 Training opportunities provided through specific grants awarded to 

WORKFORCE plus  

 Universal workshops designed to address a variety of workforce issues. 
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RWBs are required to develop similar policy for several different programs. The policy 

generally guides who is eligible to receive program service, determines the administrative 

procedures for training services, and directs which program benefits and funding staff can issue 

to participant enrolled in training or other allowable activities. 

 

1. Self-sufficiency may be based on the Lower Living Standard Income Level (LLSIL) or 

wages. If the self-sufficiency level for employed workers is over 250% of the LLSIL and 

above the average wage in the region, the board must provide acceptable justification 

that the level is required for an individual to provide for him/herself and family. 

Provide the local definition(s) of self-sufficiency” for: 

 Adult employer workers 

 Dislocated workers who are working in an income maintenance job 

 

Response: WORKFORCE plus defines self-sufficiency as criteria for determining 

whether current employment of an employed worker leads to self-sufficiency. The 

employed worker will be determined by an individual whose earnings per hour are 

at or below 150% of the Lower Living Standard Income Level (LLSIL) prior to 

application for services. For an individual who is served with WIA Dislocated 

Worker funds, self-sufficiency is defined as income of not less than 80% of the 

earnings prior to job separation. 

 

If self-sufficiency is defined differently for the following populations in the region, 

please describe: 

 Recipients of public assistance, and people with disabilities and other barriers to 

employment 

 If this definition of self-sufficiency does not apply to WT/TANF and SNAP 

programs, please provide a definition that applies to these programs. 

 

Response: For an individual participating in the Welfare Transition Program, self-

sufficiency is defined as a person who obtains employment and is earning a wage at 

or above 200% of the federal poverty level. 

 

2. Describe the process for providing support services including the type, dollar 

amount, conditions, and duration under which these services will be made available to 

participants enrolled in a workforce service programs. The description of the supportive 

services may include a general description of the supportive services to be provided to 

participants of each of the programs. Attach a copy of the local operating procedure: 

 Describe the process for providing support services to target populations such as 

the homeless, ex-offenders, migrant and seasonal farm-workers, individuals with 

disabilities, older workers, limited English Proficiency, and other target groups. 
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 Support services may be prioritized due to limited funding. Please describe how 

services are to be limited by type and dollar amount. 

 Support services for a particular program that are not listed above, please 

describe the services, prioritization for such services, and attach a corresponding 

policy for each. 

 

Response: For WIA services, WORKFORCE plus informs customers of the 

availability of supportive services during the enrollment process. Supportive 

services are targeted toward those who are most in need and indicate that the 

services are required in order to participate. Under WIA, transportation services are 

available for the training component. Customers in need of child care assistance are 

referred to a partner agency. Individuals with disabilities are served by their 

program specific career specialist in conjunction with the services of the Disability 

Navigator. The role of the Disability Navigator is to ensure that individuals with 

disabilities are referred to all available services for which they are in need. The 

combined efforts of the staff help to ensure that the customer is on the pathway to 

self-sufficiency with all possible resources at their disposal. The maximum amount 

of transportation assistance allowed is based on the total miles traveled from the 

customer’s home to the training location. Documentation of the mileage from the 

odometer is provided for the round trip and compared to data retrieved from 

MapQuest. The customer is required to submit completed and signed Time and 

Attendance Records for days of attendance in the training program. The customer 

can only receive transportation assistance for documented days of attendance in the 

program. Supportive services are based on funding availability and expenditures are 

reviewed on a monthly basis in order to ensure that limitations are being adhered to. 

 

3. Describe the local procedure for handling any WIA grievance from a 

customer/participant. 

 

Response: If a customer using any workforce program operated within the 

WORKFORCE plus offices experiences a problem arising in connection with workforce 

programs, the customer is asked to submit a formal written grievance to WORKFORCE 

plus within 180 days of the occurrence. The person to receive the grievance is the service 

provider’s Director of Operations. An attempt will be made to clear up the matter 

informally within 10 working days. If the grievance is not cleared up informally, a 

hearing shall be held and a decision rendered by the CEO within 60 days from the 

receipt of the grievance. The customer is notified of the date and location for the hearing 

as well as the process that will be followed. If the customer is not satisfied with the 

outcome of the hearing or does not receive a hearing within the specified timeframe, the 

customer may appeal to DEO’s Office of General Counsel. 
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4. Describe how individuals seeking occupational skills training are assisted if training 

funds are not available at the time of their request. 

 

Response: Customers seeking occupational skills training when training funds are not 

available are served under Intensive services until such time that training funds are 

available. The customer may receive referrals to local partner agencies to address their 

need in the interim. 

 

5. Describe how Customized Training, On the Job Training (OJT), and work experience 

activities are used locally. Provide a description of the process for developing work sites 

and training agreements with employers. Attach local operating procedure. 

 

Response: In developing customized training sites and agreements the Business Services 

Unit will identify and market customized training to potential employers who may be in 

need of skills upgrade opportunities for their staff. These employers will provide 

information to WORKFORCE plus regarding their needs for skills upgrade training.  

Additionally, these employers will identify those employees in need of the skills 

upgrade in order to maintain/retain their current employment and to help the employer 

to remain competitive in the marketplace.  

 

OJT sites and agreements for all participants enrolled in workforce programs at 

WORKFORCE plus are developed as the BES Unit identifies and markets to potential 

OJT employer partners. OJT is provided under a contract with an employer in the 

public, private non-profit, or private sector. Through the OJT contract, occupational 

training is provided for customers in exchange for the reimbursement of up to 50 

percent of the wage rate to compensate for the employer’s extraordinary costs. 

WORKFORCE plus has a process in place to ensure that contracts are not developed 

with employers that have previously exhibited a pattern of failing to provide OJT 

participants with continued long-term employment with wages, benefits, and working 

conditions that are equal to those provided to regular employees working a similar 

length of time and doing the same type of work. The length of the OJT contract is limited 

to the period of time required for a customer to become proficient in the occupation for 

which the training is being provided.  

 

The process WORKFORCE plus uses to develop work experience sites is based on the 

needs of the customer groups. The region closely reviews the needs of the populations 

served and in coordination with the Business Services Unit and Job Developer, develops 

worksite agreements with employers. Worksites are developed to meet the needs of 

youth, adults, dislocated workers, and TANF recipients needing to learn the skills 

required in a workplace to gain self-sufficiency. Work Experience contracts are 

established with appropriate agencies to establish approved community service 
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worksites. Each site will be evaluated annually to ensure appropriate customer 

placements and the quality of the placement site. The agencies are public or not for 

profit. These agencies work with a customer on a temporary basis to provide training in 

work etiquette and basic job skills. The Job Developer is responsible for contacting 

public and non-profit agencies which are not workforce partners to develop 

partnerships for assisting customers in achieving self-sufficiency through Work 

Experience. These work site arrangements are coordinated through the Career 

Specialist’s relationship with the Job Developer and the Business and Employer Services 

Unit. The day following a customer’s appointment for an interview at the Work 

Experience site, the Career Specialist calls the contact person to verify that the customer 

attended the interview and that the desired outcome has been reached. Once the 

customer has been placed at a site, contact is made at a minimum of weekly to verify 

continued progress. At the onset of establishing a work site agreement, Work Experience 

site representatives are informed that a customer who fails to attend two consecutive 

days of volunteer assignment must contact the Career Specialist or Job Developer to 

determine if a good cause reason applies.  

 

6. Explain the process used by the board for determining whether adult formula funds are 

not limited and therefore priority of services is not required to apply. Are adult formula 

funds currently limited so that priority of services does not apply in the region? Any 

change to this process as well as deactivation and reactivation of priority of services 

requires a modification of the local plan with submission to WFI. 

 Describe the criteria to be used for providing priority of services in employment 

and training to veterans across all workforce programs. 

 

 Describe the strategies used to provide priority of service under the WIA Adult 

program. 

 How will priority of service be provided to low-income individuals and public 

assistance recipients? 

Response:  

 How are Welfare Transition and other training funds taken into account when 

establishing these strategies 

 How do employed workers fit in the priority of service strategies? 

 

Response: The process used to determine if adult formula funds will be limited is based 

on the WIA Public Law 105-220 – Aug. 7, 1998 112 STAT.997 (4) Training Services (E) 

Priority. This law states that the appropriate local Board and the Governor shall direct 

the one-stop operators in the local area with regard to making determinations related to 

such priority. To serve a greater number of customers using the WIA Adult funding, 

WORKFORCE plus applies priority of service for Adult Funding to intensive and 

training services only. Priority of service for WORKFORCE plus is defined as recipients 
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of public assistance, low-income individuals, and veterans and/or spouses of veterans 

for intensive and training services. Veterans and spouses of veterans shall receive first 

priority for training services, provided they are low income or are receiving public 

assistance. Verification of public assistance, low income and veteran status must be 

collected at the point of intensive services. The documentation collected must verify the 

customer’s status as of the registration date into WIA.  

 

Assisted Core Services are available to any WIA Eligible Veteran Adult who has 

received at least one (1) Core One-Stop Service and has demonstrated a need for 

additional service to obtain employment at a self-sufficient wage. The self-sufficient 

wage shall be determined annually by WORKFORCE plus based upon the adjusted 

Lower Living Standard Income Level (LLSIL) percentage goal for the region as 

appropriate. Priority of service means the right of eligible veterans (Wagner-Peyser 180-

days or greater (LVER/DVOP), one-day for other USDOL funded programs) and 

covered persons to take precedence over eligible non-covered persons for the receipt of 

employment, training and placement services provided under new or existing qualified 

job training programs. Veterans and eligible spouses will be made aware of: 1) Their 

entitlement to priority of service 2) The full array of programs and services available to 

them, and 3) Any applicable eligibility requirements for those programs and/or 

services. To ensure priority of service is observed, eligible veterans and covered persons 

are identified at the point of access in WORKFORCE plus offices and shall be notified of 

programs and/or services available. Point of access includes physical locations, such as 

WORKFORCE plus offices, as well as web sites and other virtual service delivery 

resources. Provider staff and veteran’s staff will use a needs-based approach to identify 

veterans with special needs, i.e. disabled veterans, recently separated veterans, etc., and 

they will be subsequently referred for the appropriate services. All veterans and covered 

persons who are pursuing employment will be registered in the EFM system. Veterans 

with barriers to employment will be provided with the necessary initial assessment and 

the required documented intensive case management services. Priority shall be given to 

recipients of public assistance and low-income individuals. Income must be verified for 

the 6 months prior to the date of registration and will be multiplied by two (2) to 

determine the allowable annual salary as outlined in the Federal Poverty Level 

Guidelines issued annually. As funds allocated to the local area for intensive and 

training services are limited, priority shall be given to recipients of public assistance, and 

low-income individuals, along with veterans and/or spouses of veterans for intensive 

and training services. Veterans and spouses of veterans shall receive first priority for 

intensive and training services, provided they are low income or are receiving public 

assistance. Verification of public assistance, low income and veteran’s status must be 

collected at the point of intensive services.  
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Assisted Core Services are available to any WIA Eligible Adult who has received at least 

one (1) Core One-Stop Service, and has demonstrated a need for additional service to 

obtain employment at a self-sufficient wage. Self-Sufficient wage shall be determined 

annually by WORKFORCE plus based upon 150% of the adjusted Lower Living 

Standard Income Level (LLSIL) percentage goal for the region. Priority shall be given to 

recipients of public assistance and low-income individuals. Income must be verified for 

the six months prior to the date of registration and will be multiplied by two (2) to 

determine the allowable annual salary as outlined in the Federal Poverty Level 

Guidelines issued annually. As funds allocated to the local area for intensive and 

training services are limited, priority shall be given to recipients of public assistance, and 

low-income individuals, along with veterans and/or spouses of veterans for intensive 

and training services. Veterans and spouses of veterans shall receive first priority for 

intensive and training services, provided they are low income or are receiving public 

assistance. Verification of public assistance, low income and veteran’s status must be 

collected at the point of intensive services. Employed workers fit into the priority of 

service strategies to enable customers who are employed, but in need of skills upgrade 

training, to retain or advance in their occupation.  

 

7. Describe the need for employment, training and supportive services to individuals with 

limited English Proficiency in your area. Describe current and planned strategies for 

increasing access to ESL training; providing services and materials in multiple 

languages; increasing cultural awareness among staff serving customers and current and 

planned partnerships to improve the local area’s ability to serve individuals with limited 

English proficiency. 

 

Response: See attachment (Language Assistance for Limited English Proficiency (LEP) 

Customers, ADM-PN-0108) 

 

B. Memorandum of Understanding (MOU) 

Please describe customer service improvements or operational efficiency gained from 

recent updates to the MOUs described in Section 121( c) of WIA between the RWB and 

each of the mandatory and/or optional one-stop partners. Each MOU must contain the 

following: 

 A description of methods for referral of individuals between the One-Stop 

operator and the one-stop partners, for the appropriate services and activities. 

 A description of the services and how these services will be provided through 

the One-Stop delivery system. 

 A description of the funding arrangements for services and operating costs of the 

One-Stop delivery system.  

 The duration of the memorandum and the procedures for amending the 

memorandum during the term of the memorandum. 
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Response: The MOU’s held between WORKFORCE plus and the mandatory and 

optional one-stop partners remains unchanged from prior years. The primary reason 

being that the recently revised MOU was published after the current program year had 

already begun and the old MOU had already been executed with the appropriate 

entities. Moving forward, the revised MOU will be utilized when engaging partners. 

With respect to the anticipated benefits, it believed that by outlining the referral process 

of each entity, describing the services to be offered under the agreement, determining 

funding considerations and the duration of the agreement this will result in improved 

customer services to the extent that one-stop staff and partner staff will be in a position 

to make appropriate referrals based on their understanding of the process and their 

awareness of the services offered. Additionally, implementing the revised MOU will 

also lead to greater internal efficiencies in that all variables are being taken into account 

when developing the partner agreement which should reduce or do away with 

completely the need to update the MOUs throughout the year. 

 

C. Fiscal Controls and Reporting 

1. Describe the competitive and non-competitive processes that will be used by the 

local area to award grants and contracts for activities under Title I of WIA 

including how potential bidders are being made aware of grants and contracts. 

 

Response: All vendors and sub recipients will be selected competitively in 

accordance with applicable federal, state, and local regulations. When procuring 

services by a competitive solicitation over $50,000, WORKFORCE plus will use a 

Request for Proposal (RFP) process. Public notice of the RFP will be provided 

through newspaper advertising, and a notice will be mailed to all agencies or 

individuals on the current bidders list, including minority organizations. Upon 

receipt of proposals by the published deadline, WORKFORCE plus will review, 

rate, and make recommendations to the Executive Committee, prior to approval 

by full WORKFORCE plus Board of Directors, which will vote on the matter. 

 

Noncompetitive proposal / sole source may be used when the award of contract 

under competitive or small purchase procedures is not feasible. WORKFORCE 

plus considers all purchases less than $50,000 to be small purchases. Although 

not required, other procurement procedures such as bids and proposal 

solicitation may be used by WORKFORCE plus for any procurement whose 

estimate cost is less than the small purchase threshold. WORKFORCE plus small 

purchases procedures, while competitive, are considered simple and informal.  
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2. Describe the procurement process for purchasing goods and services in the local 

area. 

Response: The following thresholds have been established by WORKFORCE 

plus for procurement of goods:  

 Unit price up to $1,000.00 – no bid required 

 Unit price between $1,000.01 and $49,999.99 – three telephone bids required  

 Unit price of $50,000.00 or over – advertisement for competitive proposal or 

bids  

The following thresholds have been established by WORKFORCE plus for 

procurement of services: 

 Unit price up to $2,000.00 – no bid required 

 Unit price between $2,000.01 and $49,999.99 – three telephone bids required  

 Unit price of $50,000.00 or over – advertisement for competitive proposal or 

bids 

  

3. Identify (if applicable) the process to be used to procure training services that are 

made as exceptions to the Individual Training Account (ITA) process. 

 

Response: To be consistent with exceptions contained in WIA, WORKFORCE 

plus’ only funds training services through the use of an Individual Training 

Account (ITA). The only exceptions WORKFORCE plus allows for not using an 

ITA is for Customized Training and On-the-Job Training regarding which the 

Workforce Investment Act states:  

 

Sec. 134(d)(4)(G)(ii) Exceptions.--Training services authorized under this 

paragraph may be provided pursuant to a contract for services in lieu of an 

individual training account if the requirements of subparagraph (F) are met and 

if:  

 

Sec. 134(d)(4)(G)(ii)(I) such services are on-the-job training provided by an 

employer or customized training;  

 

Sec. 134(d)(4)(G)(ii)(III) the local Board determines that there is a training 

services program of demonstrated effectiveness offered in the local area by a 

community-based organization or another private organization to serve special 

participant populations that face multiple barriers to employment.  
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WORKFORCE plus will follow the same procurement guidelines as outlined in 

this document for all award grants and contracts. Customized training will be 

offered through employed worker training grants in accordance with state and 

federal guidance. On-the-job training will be offered to employers through a 

Training Agreement in accordance with all state and federal guidance.  

 

4. Identify what system will be used to collect data, track and report local 

performance measures and program activity. 

 

Response: Performance for WIA, WP, Veterans, and MSFW is tracked through 

EFM with case notes, activity codes, number of job orders entered and filled. 

Performance for WT and SNAP is tracked through OSST with case notes and 

activity codes. 

 

5. Describe system/mechanism that will be included for consumer reporting. 

 

Response: Jobseekers and employers are provided customer satisfaction surveys 

as a mechanism for consumer reporting. Jobseekers can receive surveys at any 

point of service within WORKFORCE plus. Employers are provided surveys 

during WORKFORCE plus led events as well as annually through an e-blast or 

by mail. Surveys are used by customers (employers and jobseekers) to report 

whether they are satisfied with the services provided, offer suggestions for 

improvement, make requests for additional services and provide general 

comments. The comments are maintained on a spreadsheet along with the results 

of each survey and analyzed on a monthly basis by the Board. 

 

Job seekers may list their contact information to request that management 

contact them regarding their experience at WORKFORCE plus. In the event a 

jobseeker requests follow-up regarding their experience, an Office Manager or 

Program Manager must make contact with the customer within 48 hours to 

determine their reason for requesting said contact. Follow-up will also need to be 

conducted at least 30 days from the initial correspondence with the customer. 

Jobseekers who feel they have been discriminated against or treated unfairly will 

be advised of their right to file a complaint or grievance and the necessary steps. 

Jobseekers choosing to file a complaint or grievance will be contacted as directed 

in the “Notice of Nondiscrimination and Complaint & Grievance Procedures”.  

 
D. Oversight Plan 

“The local board, in partnership with the Chief Elected Official, shall conduct oversight 

with respect to local programs of youth activities authorized under Section 129, local 
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employment and training activities authorized under section 134, and the one-stop 

delivery system in the local area.” 

1. Identify the plan for conducting monitoring of sub-recipients (if applicable) 

 

Response: WORKFORCE plus will establish policies and procedures to assist in 

meeting the state-approved standards. Through monthly internal monitoring, 

the service provider staff will ensure that all program standards are on target. If 

any standard appears to be in jeopardy, corrective action will be taken to ensure 

that program customers are meeting the criteria established by the State. 

Program measures will be established by WORKFORCE plus and will be based 

on the ability to assist in reaching state-level performance measures. The 

Performance Unit reviews documentation, operating procedures, and practices 

relative to compliance guidelines established. The monitoring review consists of 

an on-site monitoring review, desk audit review and, when necessary, an 

impromptu monitoring review. Following the review, a report is compiled 

reflecting the purpose and scope of the review. The report will identify all 

findings, systemic issues, observations, and required corrective actions to be 

submitted to the Board staff. Written monitoring reports will be structured to 

assist the service provider through feedback regarding program compliance, and 

performance issues. Technical Assistance training will also be available to service 

providers upon their request for new programs and initiatives, or to correct 

minor deficiencies identified during monitoring visits.  Every effort will be made 

to submit reports to the service provider within five working days of the exit 

debriefing. The service provider will be required to respond in writing to the 

findings, systemic issues and observations with a Corrective Action Plan within 

ten workdays of the receipt of the report. Additionally, the response should state 

the process by which the issues cited are being tracked to ensure that there is no 

reoccurrence. Samples will be maintained as documentation of internal service 

provider monitoring for local/state/federal reviews. WORKFORCE plus’ 

Performance Unit Manager or designee will review the service provider’s 

internal Corrective Action Plans to ensure that appropriate corrective actions 

have been taken and are in full compliance with Workforce Development 

Programs and contract agreements. All financial records, reports, source 

documents and correspondence are retained until approved for destruction by 

appropriate State or Federal agencies.  

 

2. Address how the Local Workforce Investment Board shall be engaged in 

oversight activities (if applicable) 

 

Response: Oversight of the all programmatic activities is the responsibility of the 

Performance Unit. Duties performed by the Performance Unit as oversight are: 
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 Conducting bi-annual monitoring reviews of all workforce programs 

 Conducting impromptu reviews of all workforce programs, if warranted 

 Provision of directives and technical assistance to ensure compliance of 

Local/State/Federal guidance 

 Orchestrating yearly programmatic training for front-line staff  

 Conducting a monthly review of work samples 

 Overseeing the ITA/PO process to include a review of documentation to 

confirm that an ITA/PO is warranted  

 Final approval for ITA/POs 

 Monitoring performance/performance data for State and Federal 

reporting 

 At a minimum of monthly, providing an on-site presence in each office 

operated by WORKFORCE plus  

 Completing performance data analysis to provide guidance for areas of 

opportunity 

 MIS error reporting 

 Conducting process reviews to ensure the needs of the customer are 

being met 

 By conducting customer satisfaction surveys 

 

WORKFORCE plus will perform monthly financial monitoring of sub recipient 

agencies. The goal of the monitoring practice is to make certain that adequate 

internal controls, policies and procedures are in place to ensure appropriate 

expenditure of federal and state pass-through funds, as well as to maintain 

contractual compliance of the sub recipient agency.   

 

If the monitoring discloses incidents of noncompliance, WORKFORCE plus will 

inform the sub recipient and prescribe the appropriate corrective action. 

 

3. Describe evaluation tools used to assess effectiveness of services to customers 

and ensure continuous improvement of the One-Stop delivery system, including 

local satisfaction surveys (if applicable) 

 

Response: WORKFORCE plus understands that customer service is a key 

element in any business regardless of the type of services provided. Additionally, 

it is understood that collecting feedback from the customers served is just as 

important to providing great customer service. Conducting customer service 

surveys allows WORKFORCE plus to determine the customer’s current attitude 

towards the services provided, measure the customer’s satisfaction for those 

services, and ascertain whether the services provided met their needs. 

WORKFORCE plus has created a customer satisfaction survey for use in 
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measuring customer satisfaction. These surveys allow WORKFORCE plus to 

analyze each pulse point within the system to see if what we are doing is having 

the desired effect with customers. Customer Satisfaction surveys are provided to 

customers on a rotating schedule based in various programs (i.e. Mondays – 

Welfare Transition, Tuesdays – Veterans, etc). In addition, there may be instances 

when a customer may solicit the opportunity to complete a survey regarding 

their experience. For this reason, surveys will be housed are available at each 

Career Specialist’s desks. Other than in this instance, surveys should be are 

distributed to customers based on the schedule above. 

 

At the end of each month, the surveys are collected and analyzed. A report is 

created from the analyzed information and presented to management during 

monthly performance meetings. In that report, average ratings are provided for 

each office as well as the regional average. Suggestions/recommendations for 

improvements are included in the report for consideration by management. Also, 

comments provided by the customer about staff are highlighted in the “Shout 

Out” section of the report. The report is provided to office managers 

electronically so that it may be shared with front-line staff. This method is used 

as a way to recognize staff for their efforts. 

 

Employers are provided satisfaction surveys at each WORKFORCE plus led 

event (i.e. recruitments, trainings, etc). Also, employers are provided surveys 

either through an email blast or by mail annually. The results of the surveys are 

compiled and analyzed to determine goals for the next program year.  

 

E. Partner Involvement 

Pursuant to Florida law and policy, the funding of one-stop core services and intensive 

services is to be determined by a local MOU between the one-stop partners, and no one 

partner is presumed to be the sole source of funding for any of the core services. 

Additionally, using youth formula funds at the local level is to fulfill the mandate of 

providing universal services through the network of One-Stop Career Centers. 

Providing services to youth ages 14-21 goes beyond the doors of the One-Stop Career 

Centers through partnerships with schools, adult education centers, post-secondary 

education providers, juvenile justice providers, community youth centers, health 

departments, and referrals from a host of other organizations that provide workforce 

development related services. 

1. Describe the relationship of the One-Stop Career Center with Job Corps and the 

manner in which referrals are made. 
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Response: WORKFORCE plus does not have a Job Corps representative co-

located in the offices. Staff provides interested customers the necessary 

information to contact a Job Corps representative for information or services.  

 

2. Describe partner’s involvement and role in the one-stop system. 

 

Response: Please refer to the proceeding response 

 

3. Describe the partnership/involvement that the RWB will have or has with the 

Florida Farmworker Jobs and Education Program (WIA Section 167 grantee) and 

how the local provider for this program will be integrated into the one-stop 

system. 

 

Response: WORKFORCE plus coordinates with the Panhandle Area Education 

Consortium who is the Farmworker Jobs and Education Program (FJEP) grantee 

for the local area. Funds will be leveraged between the two agencies to meet the 

training needs of shared customers. 

 

4. Describe the partnership/involvement that the RWB will have or has with faith-

based and community-based initiatives and how these entities will be integrated 

into the one-stop system.  

 

Response: WORKFORCE plus partners with several community based agencies 

to provide services to their customers and leverage resources. One of the 

partners is the Department of Juvenile Justice. The Youth Career Specialists 

actively recruit and enroll at risk youth in an effort to steer them on a positive 

path towards education and employment opportunities. Other partners include 

the Adult Education Programs in Gadsden, Leon and Wakulla counties which 

afford our customers the ability to obtain General Education Diplomas (GED) 

such as Adult and Community Education, Lively Technical Center, Gadsden 

Technical Institute, Wakulla Adult Education and Tallahassee Community 

College. WORKFORCE plus also recruits for and participates in Career Fairs at 

local educational institutions in an effort to increase the awareness of 

WORKFORCE plus services and engage individuals in our system. The WT 

Program continues to partner with Forward March to provide life and coping 

skills in addition to employment services as required through their contract 

deliverables. Additionally, several faith and community based organizations are 

contracted to provide work experience to WT and FSET participants. Other 

organizations housed in our offices include Refuge House which provides 

domestic violence counseling and other services, Big Bend Cares which provides 

HIV/AIDS services,  and the Early Learning Coalition which provides childcare 
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resources and referral services to our customers. A partnership with Appalachee 

Mental Health helps to provide more services to persons with mental disabilities.  

Vocational Rehabilitation continues to maintain their presence in our offices 

working with individuals identified by staff that can benefit from the services 

they provide. Partnering with Department of Corrections, WORKFORCE plus is 

assisting in  training potential employees for positions in Corrections. 

 

5. Describe the local use of the Partners Meeting in aiding with the oversight and 

function of the local one-stop system. Desiree – pull from Consortium roles & 

responsibilities. 

 

Response: The Regional Consortium is the one-stop services committee 

responsible for reviewing and providing recommendations to the WORKFORCE 

plus Board of Directors on policies, procedures and processes related to the 

operations of the three one-stop service locations throughout Gadsden, Leon and 

Wakulla counties. 

 

The Regional Consortium is comprised of a representative from each 

WORKFORCE plus referring partner agency as described in the Memorandum of 

Understanding. The representative should be a lead decision maker within the 

organization and have knowledge of the referral process and partnership. 

 

All members of the Regional Consortium are required to attend bi-monthly 

meetings, provide updates regarding their agency/organization as it relates to 

program offerings and projects, assist in providing solutions for any challenges 

and work with fellow partners to provide services to the community.  
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WAGNER-PEYSER 

Wagner-Peyser is a labor exchange program that brings together individuals who are seeking 

employment and employers who are seeking employees. The State shall administer a labor 

exchange that has the capacity to assist job seekers with finding employment; to assist 

employers in filling jobs; to facilitate the match between job seekers and employers; to 

participate in a system for clearing labor between the States, including the use of standardized 

classification systems issued by the Secretary of Labor under Section 15 of the Act; and to meet 

the work test requirement of the State Unemployment Compensation system.  

 

Self-services are available to all job seekers and employers. Services may be accessed from 

computer workstations at One-Stop Career Centers and personal desktop computers through 

the Internet. In addition to accessing information electronically, customers can choose to receive 

information in more traditional forms such as printed material which will be available at One-

Stop Career Centers. Attach a copy of the local operating procedure for the following processes.  

 

1. Describe how Section 7(a) of the WIA will be implemented in the local One-Stop Career 

Centers. The description must include job search and placement services to job seekers, 

including counseling, testing, occupational and labor market information, and referral to 

employers; recruitment services and special technical services for employers, including on-

site employer visits; and One-Stop Career Center plans for meeting the requirement of the 

basic labor exchange system, including a narrative of how the local center will match job 

seekers and employers. (V.G.1.a)  

 

Response: The local One-Stops match job seekers and employers utilizing the Employ 

Florida Marketplace (EFM) system, as well as with local employers through outreach and 

job development.  The EFM system creates an opportunity to become proactive in 

identifying job seekers who possess the skills that employers are looking for.  This system 

has the ability to match the skill levels of registered job seekers with the needs of registered 

employers.  The staff of the local One-Stops will utilize the EFM system to the maximum of 

its potential in this area. Core Services offered: determination of eligibility to receive 

assistance; outreach, intake, and orientation to workforce services; initial assessment of skill 

levels, aptitudes, and abilities; career counseling , job search, and placement assistance; 

provision of employment statistics information; provision of performance and program cost 

information on eligible providers of training services, eligible providers of youth activities, 

providers of dislocated worker education activities, post-secondary education activities, and 

vocational rehabilitation program activities; provision of accurate information relating to the 

availability of supportive services; provision of information regarding filing claims for 

unemployment compensation; assistance in establishing eligibility for programs of financial 

aid for training and education not funded under WIA; and follow-up services for 

participants who are placed in unsubsidized employment for not less than 12 months.  The 

WORKFORCE plus model for its workforce One-Stops holds that there are two customers: 
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the employer and the job seeker.  Through the WORKFORCE plus One-Stops, employers 

have a single point of contact providing the information that is necessary for their success.  

Information concerning current and future skills, job openings, wage data, and the 

availability of a job-ready pool of applicants are just a few of the services provided to 

employers through the workforce one-Stops.  Job seekers also find a wide array of services 

available to them.  This information includes, but is not limited to, an assessment of skills, 

aptitudes and support services needed, information concerning education and training 

providers, assistance in filing claims and eligibility determination for intensive and training 

services, up-to-date labor market information about both local, regional and national 

employment trends and job-search assistance.  WORKFORCE plus provides direct services 

or access to services for customers through the physical and electronic network of partners.  

WORKFORCE plus serves to consolidate and streamline services that include, but are not 

limited to, the following:  

 

JOB SEEKER SERVICES - Orientation to services; Resource Room – resources include up-to-

date job listings, on-line job search, resume development and resume posting; Career 

Exploration and Assessment; Resume Writing and other job training seminars; access to 

various job banks; information on training provider performance and costs; referral to 

internal and external training opportunities and education providers to include 

occupational skills training, OJT, adult education and literacy, post-secondary and technical 

training; local and state Labor Market Information (LMI) including forecasting data from the 

Florida Research and Economic Information Database Application (FREIDA),  EFM and 

LMI; information and referrals to supportive services such as child care, transportation and 

domestic violence, provided by partner agencies and other community-based organizations; 

procedures for unemployment insurance registration; referral to potential employment 

opportunities; determination of eligibility for federal workforce programs; comprehensive 

skill assessment and service needs; case management; ITA’s for training; Veteran’s 

Employment Assistance information; Older Worker Program information; Migrant and 

Seasonal Farm Worker information and counseling in both English and Spanish; Welfare 

Transition Program information and counseling; Counseling and referral for individuals 

with disabilities; information regarding HUD training programs; career advising; IRP 

development; Wagner-Peyser services, to include pre-employment services; Food Stamp 

Employment and Training (FSET) program; and training opportunities provided through 

specific grants awarded to WORKFORCE plus.   

 

EMPLOYER SERVICES - Receipt, posting and filling of job orders;  Employed Worker 

Programs; screening and referral of qualified candidates for employment; verification of 

basic skills, occupational skills and work experience; assistance in accessing state and 

national job banks and automated labor market information; providing current local labor 

market data and the Department of Economic Opportunity projection data including 

occupational growth;  information regarding training incentives and programs, tax 
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incentive programs and other economic development programs offering assistance for new 

and/or expanded business; general and updated information regarding unemployment 

insurance, and worker’s compensation;  customized recruitment, qualification and 

assessment screening of applicants; Rapid Response and/or outplacement services for 

downsizing companies; development of On-the-Job-Training programs; Florida’s Ready to 

Work Credential;  assistance with business expansion and relocation; Human Resource 

Management services which may include assistance with developing policies, compensation 

and benefits administration, and affirmative action activities;  customized training; 

specialized assessments;  “In the Spotlight” series; and “Power Hour” Lunch and Learn 

Seminars.  

 

The following resources will be pooled within the One-Stop System to provide services: 

Workforce Investment Act Funds; Welfare Transition Program Funds; Wagner-Peyser 

Funds; Food Stamp Employment & Training Funds; Unemployment Compensation Funds; 

DVOP Funds; LVER Funds; and other appropriate funds. WIA funds will be expended for 

Core, Intensive and Training services.  Workforce Center funds will be expended for the set-

up of the centers as well as on-going services to keep the center running efficiently.  Funds 

will be expended primarily for Intensive services.   Wagner-Peyser funds may be expended 

for Core and Intensive services. WORKFORCE plus, under the mandate of CS/SB 252, has 

accepted the transfer of Wagner-Peyser funds and required services to its authority. 

 

2. Notice of the strike or lockout is required for applicants who are referred to positions that 

are not affected by the strike. Describe the One-Stop Career Centers’ procedures to ensure 

that applicants will not be referred to a job at a company that is on strike or lockout status 

for a particular position. (V.G.1.b)  

 

Response: WORKFORCE plus’ Business Services Unit will ensure that job referrals are not 

made to companies on strike or in a lockout status.  Upon notification of a labor dispute by 

DEO, worker’s representatives, or an employer, WORKFORCE plus Job Order Control 

(JOC) or Business and Employer Services (BES) staff will place the employer’s EFM account 

on hold to verify the existence of the labor dispute and determine its significance with 

respect to each vacancy listed in the job order(s).  Since this is the primary unit responsible 

for coordination of referrals, all issues associated with companies on strike/lockout status 

will be noted in the EFM comments section in order to allow staff to easily identify when 

there are issues with the company, and thus avoid making referrals.  BES and JOC staff are 

responsible for immediately notifying local staff that provide pre-screening and/or referrals 

of the labor dispute and any affected job orders, via e-mail.  A separate e-mail will be sent to 

the Performance Unit Manager who will notify Wagner-Peyser personnel at the Department 

of Economic Opportunity by e-mail at DEO.Information@deo.myflorida.com.   The Code of 

Federal Regulation 20 CFR 652.9 states that state agencies shall make no job referral on job 

orders which will aid directly or indirectly in the filling of a job opening which is vacant 
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because the former occupant is on strike, or is being locked out in the course of a labor 

dispute, or the filling of which is otherwise an issue in a labor dispute involving a work 

stoppage. 1) Written notification shall be provided to all job seekers referred to jobs not at 

issue in the labor dispute that a labor dispute exists in the employing establishment and that 

the job to which the job seeker is being referred is not at issue in the dispute (WORKFORCE 

plus staff will complete the Labor Dispute Notification Form, the customer and staff person 

will sign the form.  The original will be provided to the customer and a copy of the 

completed signed form will be sent to the Performance Unit Manager to be stored 

electronically).   2) When a job order is received from an employer reportedly involved in a 

labor dispute involving a work stoppage, state agencies shall: a) Verify the existence of the 

labor dispute and determine its significance with respect to each vacancy involved in the job 

order; and b) Notify all potentially affected staff concerning the labor dispute. 3) State 

agencies shall resume full referral services when they have been notified of, and verified 

with the employer and workers' representative(s), that the labor dispute has been 

terminated. 

 

3. The One-Stop Career Centers will not be prohibited from referring an applicant to the 

private employment agency as long as the applicant is not charged a fee by the private 

agency in accordance with the Wagner-Peyser Act, Section 13(b)(1). Describe the procedures 

to ensure that applicants referred to private employment agencies will not be charged a fee. 

(V.G.1.c)  

 

Response: The procedure used to ensure that applicants who are referred to a private 

employment agency are not be charged a fee is to clearly state in the job order “Position 

offered by a no-fee agency.”  WORKFORCE plus staff will not refer job seekers to private 

employment/staffing agencies who charge a fee.  Job Order Control or Business Services 

staff will follow up with employers to ensure no fees are charged when inputting the job 

order into the EFM system.  WORKFORCE plus adheres to the Department of Economic 

Opportunity’s Job Orders from Private Agencies Memorandum dated July 31, 2007. Which 

states: According to the Wagner-Peyser Act of 1933, as amended by the Workforce 

Innovation Act of 1998, the employment service is not to accept any job order from a 

company that charges a fee to obtain the job. Specifically, Section 13 (a) states, “The 

Secretary is authorized to establish performance standards for activities under this Act 

which shall take into account the differences in priorities reflected in State plans.  (b)(1) 

nothing in this Act shall be construed to prohibit the referral of any applicant to private 

agencies as long as the applicant is not charged a fee.” In order to comply with the law, it is 

necessary for the one-stop staff person inputting or reviewing a private employment agency 

job order to assure that no fee is being charged to the job seeker. Employers generally 

contract with private employment agencies for temporary services, therefore, private 

employment agencies that charge the employer a fee and list a job in EFM are acceptable. 

The employer also has the option to list job orders in EFM without a fee. Each private 
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employment agency job order needs to have this statement included in the job order 

description: “Position offered by no-fee agency.” 

 

4. The One-Stop Career Centers may, from time-to-time, advertise in the newspaper for hard-

to-fill job openings which pay up to $50,000 per year as part of the overall economic 

development effort of the State of Florida. For jobs above this level, the One-Stop Career 

Center will seek prior approval in accordance with the Wagner-Peyser Act, Section 13(b)(2). 

Describe the procedures to ensure that the One-Stop Career Center will seek prior approval 

from the DEO to advertise hard-to-fill job openings which pay over $50,000 per year. 

(V.G.1.d)  

 

Response: Wagner-Peyser Act, Section 13(b) (2) states “No funds paid under this Act may 

be used by any State for advertising in newspapers for high paying jobs unless such State 

submits an annual report to the Secretary beginning in December 1984 concerning such 

advertising and the justifications therefore, and the justification may include that such jobs 

are part of a State industrial development effort.”  WORKFORCE plus does not use the 

newspaper to advertise hard to fill positions.     

 

5. Describe how counseling services (under Section 7(a)(1) and Section 8(b) in the WIA of 1998) 

will be delivered to Wagner-Peyser program job seekers (V.G.1.i)  

 

Response: Employment counseling is provided to WORKFORCE plus customers by Career 

Specialists to discuss barriers to employment which include employment changes, choices, 

and adjustments.  Counseling can take place in a group or individual setting. Counseling 

services will be provided depending on the needs of the customer. The services will be 

provided in a one-on-one setting and include developing an Employability Development 

Plan (EDP) that will be kept on file for future references. The Career Specialist will enter a 

case note to document the services provided. The services will include, but are not limited 

to: resume development, assessment, workshops, and if needed, community referrals to 

both private and public agencies. 

 

6. Identify the screening process for referrals to job openings on suppressed job orders, include 

a narrative of how the local centers manage the Referrals Pending Review list (V.G.1.j)  

 

Response: When a job seeker is interested in job orders when specific employer information 

is not available, the job seeker can obtain such information at any WORKFORCE plus 

location in the region, or the job seeker can select self-referral to the job order on-line in 

EFM. If the job seeker selects a suppressed job order through self-referral, the job seeker will 

receive a message stating that they “will be contacted within 48 hours” regarding the 

suppressed job order. The job seeker will be contacted by a Career Specialist, and if the job 

seeker meets the qualifications, the specific employer information and application 
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procedures will be provided. Customers that opt to visit a WORKFORCE plus location will 

sit with a Career Specialist to perform an assessment of their work history via resume. This 

process will help determine the suitability and the appropriateness of referring customers to 

job openings and suppressed job orders. 

 

The Referrals Pending Review lists are worked daily by staff located at each WORKFORCE 

plus location.  Each referral is screened to ensure that the customer meets the eligibility 

criteria of the job order using the customer’s EFM resume and background history if 

needed.  Customers who are determined suitable for referrals are contacted and provided 

with the system generated job referral which lists the name of the employer and the 

application process.  Customers who do not meet the eligibility requirements are notified 

that they have not been referred due to not meeting the minimum requirements of the job 

order. 

 

A. Reemployment Services  

1. Describe the reemployment services that will be provided to unemployment insurance 

claimants. Include a narrative about how the region will serve the reemployment and 

training needs of (V.G.1.f):  

 Priority Re-Employment Planning claimants  

 Reemployment and Eligibility Assessment (if applicable) claimants  

 Long term unemployed, under employed and dislocated workers.  

 

Response: WORKFORCE plus follows the process as outlined in Reemployment Services, 

Department of Economic Opportunity, UC Reemployment Services DEO-FG-067.  UC 

claimants have always been a priority population for the WORKFORCE plus Wagner-

Peyser (WP) Program. On November 24, 1993, President Clinton signed into law the 

Unemployment Compensation Amendments of 1993, Public Law (PL) 103–152 which 

requires states to establish and implement a system that identifies new claimants of 

Unemployment Compensation benefits. Subsequently, Florida passed legislation, codified 

in Section 443.091, F.S., which requires claimants who are identified as most likely to 

exhaust their benefits to participate in reemployment services as a condition of UC 

eligibility.  

 

In 1994, Florida established a system of profiling those claimants who were most likely to 

exhaust their benefits. The profiled claimants were then required to participate in an 

orientation to services and receive an assessment of what additional services would be 

helpful for the claimants to secure employment. In 1999, the profiling methodology and 

name changed to become the Priority Reemployment Planning Program (PREP) and the 

determination of claimants most likely to exhaust became the responsibility of the RWBs. In 

2003, the PREP system was converted to the internet-based One-Stop Management 

Information System (OSMIS) which had become the labor exchange system for Florida. 
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With the elimination of UC One-Stops in the regions, the PREP became mainly a WP 

function. 

 

Outlined below are the steps used when serving PREP participants: 

1) The first step is to identify those claimants most likely to exhaust UC benefits.  

Specifically, those individuals who may have barriers to employment and may benefit 

from re-employment services need to be identified.  

2) Selection and Referral - Utilizing the PREP Scheduler Screen in the MIS each week, our 

Career Specialists use the EFM/MIS application to view the number of claimants 

identified. PREP identifies a large number of potential UC candidates that potentially 

may have barriers to employment. In order to serve the claimants most likely to exhaust 

benefits, a large number of claimants are scheduled to attend orientation and are 

provided with career management if necessary.   

3) Re-employment Services - Orientation includes the availability and benefits of re-

employment services.  The WORKFORCE plus PREP process is as follows: record 

attendance; explain the program of re-employment services; provide an overview of 

workforce services provided in the WORKFORCE plus One-Stops; identify those 

candidates who have been incorrectly selected and referred; and enter the services 

scheduled and completed into the MIS System. Immediately following the orientation 

session, each candidate not eligible for exemption is scheduled for a career assessment 

interview with staff. This assessment interview provides the candidate with an analysis 

of their strengths and weaknesses relative to securing career opportunities based on 

education level, work history, vocational skills, and helps to identify   potential barriers 

to employment.  

 

Once the assessment interview is complete, our Career Specialists are able to identify 

potential barriers to employment and apply the full array of resources available at 

WORKFORCE plus to assist the customers in securing employment.  Long term 

unemployed customers are evaluated to determine if their skills are still relevant and 

referred to partner programs such as the WIA and FSET for additional case management 

and retraining considerations.  WORKFORCE plus does not operate a Reemployment 

Eligibility Assessment program. 

 

2. Describe how the RWB will use the scores obtained from the initial skills review (ISR) to 

provide employment and training services to Reemployment Assistance claimants. 

(V.G.1.g)  

 

Response: A query will be used to extract a list of Initial Skills Review scores for claimants 

in the region. Customers that do not attain a three or better on the skills review will be 

engaged for remediation in order to increase their potential to find employment. Customers 

will be engaged based upon the approved calendar of activities (Unemployment 
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Compensation Skills Enhancement Program Calendar of Activities) depending on the 

servicing location. Activities can include workshops, additional assessments, career 

guidance, coaching, job clubs, etc. Unemployment Compensation claimants who score 

greater than a three in all categories of the Initial Skills Review are only required to 

complete either five job searches per week for Leon County, three job searches per week for 

Gadsden and Wakulla Counties, or receive a service from WORKFORCE plus staff. Staff 

providing services to UC claimants are required to document the service(s)/activities via 

EFM. Claimants will be referred for additional services as needed. 

 

3. Describe how the RWB will administer the unemployment insurance work test and how 

feedback requirements (under Sec. 7(a) (3)(F) of the Wagner-Peyser Act) for all 

Unemployment Compensation claimants are met. (V.G.1.h)  

 

Response: Unemployment Compensation customers will complete the skills review after 

applying for UC benefits.  The staff person working with the UC customer will check in the 

EFM system under the assessment menu to review the customer’s scores.  If the customer 

scores below a level three in any of the categories and the customer elects to meet with 

WORKFORCE plus staff for reemployment services in lieu of completing the weekly job 

searches, they will be required to follow the guidelines of the UC plan.  This plan 

incorporates a series of workshops and basic skills remediation to better prepare the 

customer to reenter the job market.  All claimants that attend Priority Reemployment 

Planning Program (PREP) orientation may take credit for the staff assisted service during 

the week they completed orientation.  Staff will provide the UC claimant their first and last 

name, job title, services provided, location, and dates of service. The claimant will be 

instructed to document this information on their work search form. This information is 

important as it will be reported to UC when the claimant claims benefit weeks. Any staff 

person providing a service will enter the applicable services into EFM supported by a case 

note. 

 

4. Describe how the RWB plans to serve claimants seeking to fulfill the weekly work search 

requirement by meeting with One-Stop Career Center staff. (V.G.1.h)  

 

Response: All claimants that attend Priority Reemployment Planning Program (PREP) 

orientation may take credit for the staff assisted service during the week they completed 

orientation.  Staff will provide the UC claimant their first and last name, job title, services 

provided, location, and dates of service. The claimant will be instructed to document this 

information on their work search form. This information is important as it will be reported 

to UC when the claimant claims benefit weeks. Any staff person providing a service will 

enter the applicable services into EFM supported by a case note. 
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If the customer scores below a level 3 in any of the ISR categories, and the customer elects to 

meet with WORKFORCE plus staff for reemployment services in lieu of completing the 

weekly five job searches, they will be required to follow the guidelines of the UC plan.  The 

plan states: Customers who elect to meet with WORKFORCE plus staff for reemployment 

services in lieu of completing the weekly job searches will be provided services from the 

schedule in Appendix A and B of this document. Unemployment Compensation claimants 

that have scored three or higher on the Initial Skills Review are not required to complete the 

activities listed in Appendix A, however, they must either complete five job searches weekly 

or receive a staff reported service. All claimants that attend Priority Reemployment 

Planning Program (PREP) orientation may take credit for the week they completed 

orientation. Staff will provide the UC claimant their first and last name, job title, services 

provided, location, and dates of service. The claimant will need to document this 

information on their work search form. This information is important as it will be reported 

to DEO when the claimant claims benefit weeks. There will not be a change in the process 

staff follows to document their interactions with a customer. Any staff person providing a 

service will enter the applicable services into EFM supported by a case note. 

 

1. Executive Center  

a. Week One:  

i. Initial Skills Training for two hours  

ii. Orientation/Building Momentum in Your Job Search Workshop  

iii. Enhanced Resume Writing Workshop  

iv. Complete E-Choices Assessment  

v. Meet with Career Specialist for staff-assisted job search  

b. Week Two:  

i. Initial Skills Training for three hours  

ii. Successful Interviewing Techniques Workshop  

iii. Keys to Effective Networking Workshop  

iv. Complete Prove-It! Assessment  

c. Week Three:  

i. Initial Skills Training for three hours  

ii. Resume Critique Workshop  

iii. Complete Prove-It! Assessment  

iv. Independent Job Search  

d. Week Four:  

i. Initial Skills Training for two hours  

ii. Independent Job Search  

iii. Meet with Career Specialist for staff-assisted job search  

e. Week Five:  

i. Initial Skills Training for two hours  

ii. 5 Steps to Rapid Employment/Training Academy courses  
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iii. Independent Job Search  

f. Week Six:  

i. Initial Skills Training for two hours  

ii. 5 Steps to Rapid Employment/Training Academy courses  

iii. Independent Job Search  

g. Week Seven:  

i. Initial Skills Training for two hours  

ii. Independent Job Search  

h. Week Eight:  

i. Initial Skills Training for two hours  

ii. Independent Job Search  

iii. Meet with Career Specialist for staff-assisted job search  

 

2. Gadsden One-Stop  

a. Week One:  

i. Initial Skills Training for two hours  

ii. Application How To & Using Employ Florida in Your Job Search 

Workshop  

iii. Complete E-Choices Workshop  

iv. Meet with Career Specialist for staff-assisted job search  

b. Week Two:  

i. Initial Skills Training for three hours  

ii. Cover Letter Basics Workshop  

iii. Resume Writing I Workshop  

iv. Independent Job Search  

c. Week Three:  

i. Initial Skills Training for three hours  

ii. Social Media & Your Employment Search Workshop  

iii. Interviewing Techniques & Dress for Success Workshop  

iv. Independent Job Search  

d. Week Four:  

i. Initial Skills Training for two hours  

ii. Resume Feedback Workshop  

iii. Mock Interview Workshop  

iv. Meet with Career Specialist  

e. Week Five:  

i. Initial Skills Training for two hours  

ii. 5 Steps to Rapid Employment/Training Academy courses  

iii. Independent Job Search  

f. Week Six:  

i. Initial Skills Training for two hours  
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ii. 5 Steps to Rapid Employment/Training Academy courses  

iii. Independent Job Search  

g. Week Seven:  

i. Initial Skills Training for two hours  

ii. Independent Job Search  

h. Week Eight:  

i. Initial Skills Training for two hours  

ii. Meet with Career Specialist for staff-assisted job search  

 

3. Leon One-Stop  

a. Week One:  

i. Initial Skills Training for two hours  

ii. Application How To & Using Employ Florida in Your Job Search 

Workshop  

iii. Complete E-Choices Assessment  

iv. Meet with Career Specialist for staff-assisted job search  

b. Week Two:  

i. Initial Skills Training for three hours  

ii. Cover Letter Basics Workshop  

iii. Resume Writing I Workshop  

iv. Independent Job Search  

c. Week Three:  

i. Initial Skills Training for three hours  

ii. Social Media & Your Employment Search Workshop  

iii. Interviewing Techniques & Dress for Success Workshop  

iv. Independent Job Search  

d. Week Four:  

i. Initial Skills Training for two hours  

ii. Resume Feedback Workshop  

iii. Mock Interview Workshop  

iv. Meet with Career Specialist for staff-assisted job search  

e. Week Five:  

i. Initial Skills Training for two hours  

ii. 5 Steps to Rapid Employment/Training Academy courses  

iii. Independent Job Search  

f. Week Six:  

i. Initial Skills Training for two hours  

ii. 5 Steps to Rapid Employment/Training Academy courses  

iii. Independent Job Search  

g. Week Seven:  

i. Initial Skills Training for two hours  

Attachment #1 
Page 66 of 493

Page 99 of 959 Posted at 9:00 p.m. on September 11, 2012



WORKFORCE plus Region 5 
2012-2016 Regional Workforce Board Strategic & Operating Plan 

Big Bend Jobs & Education Council, Inc. d/b/a WORKFORCE plus – Region 5 
Page 67 of 166 

ii. Independent Job Search  

h. Week Eight:  

i. Initial Skills Training for two hours  

ii. Meet with Career Specialist for staff-assisted job search  

 

4. Wakulla One-Stop  

a. Week One:  

i. Initial Skills Training for two hours  

ii. Application How To & Using Employ Florida in Your Job Search 

Workshop  

iii. Complete E-Choices Assessment  

iv. Meet with Career Specialist for staff-assisted job search  

b. Week Two:  

i. Initial Skills Training for three hours  

ii. Cover Letter Basics Workshop  

iii. Resume Writing I Workshop  

iv. Independent Job Search  

c. Week Three:  

i. Initial Skills Training for three hours  

ii. Social Media & Your Employment Search Workshop  

iii. Interviewing Techniques & Dress for Success Workshop  

iv. Independent Job Search  

d. Week Four:  

i. Initial Skills Training for two hours  

ii. Resume Feedback Workshop  

iii. Mock Interview Workshop  

iv. Meet with Career Specialist for staff-assisted job search  

e. Week Five:  

i. Initial Skills Training for two hours  

ii. 5 Steps to Rapid Employment/Training Academy courses  

iii. Independent Job Search  

f. Week Six:  

i. Initial Skills Training for two hours  

ii. 5 Steps to Rapid Employment/Training Academy courses  

iii. Independent Job Search  

g. Week Seven:  

i. Initial Skills Training for two hours  

ii. Independent Job Search  

h. Week Eight:  

i. Initial Skills Training for two hours  

ii. Meet with Career Specialist for staff-assisted job search  
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5. Executive Center  

a. Week Nine:  

i. Initial Skills Training for two hours  

ii. Enhanced Resume Writing Workshop (Repeat)  

iii. Meet with Career Specialist for staff-assisted job search  

b. Week Ten:  

i. Initial Skills Training for two hours  

ii. Complete Prove-It! Assessment  

c. Week Eleven:  

i. Initial Skills Training for two hours  

ii. Resume Critique Workshop  

iii. Complete Prove-It! Assessment  

iv. Independent Job Search  

d. Week Twelve:  

i. Initial Skills Training for two hours  

ii. Independent Job Search  

iii. Meet with Career Specialist for staff-assisted job search  

e. Week Thirteen:  

i. Initial Skills Training for two hours  

ii. Successful Interviewing Techniques Workshop (Repeat)  

iii. Independent Job Search  

f. Week Fourteen:  

i. Initial Skills Training for two hours  

ii. Independent Job Search  

g. Week Fifteen:  

i. Initial Skills Training for two hours  

ii. Keys to Effective Networking Workshop  

iii. Independent Job Search  

h. Week Sixteen:  

i. Initial Skills Training for two hours  

ii. Independent Job Search  

iii. Meet with Career Specialist for staff-assisted job search  

 

6. Gadsden One-Stop  

a. Week Nine:  

i. Work Readiness Workshops Refresher  

ii. Referral to Training Academy courses (customer choice)  

iii. Meet with Career Specialist for staff-assisted job search  

iv. Independent Job Search  

b. Week Ten:  

i. Work Readiness Workshop Refresher  
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ii. Referral to take Ready to Work  

iii. Meet with Career Specialist for staff assisted job search  

iv. Independent Job Search  

c. Week Eleven:  

i. Work Readiness Workshop Refresher  

ii. Meet with Career Specialist for staff assisted job search  

iii. Independent Job Search  

d. Week Twelve:  

i. Resume Feedback Workshop  

ii. Meet with Career Specialist for staff assisted job search  

iii. Independent Job Search  

e. Week Thirteen:  

i. Independent Job Search  

f. Week Fourteen:  

i. Meet with Career Specialist for staff-assisted job search  

ii. Independent Job Search  

g. Week Fifteen:  

i. Independent Job Search  

h. Week Sixteen:  

i. Meet with Career Specialist for staff-assisted job search  

ii. Independent Job Search  

 

7. Leon One-Stop  

a. Week Nine:  

i. Connect with WIA Career Specialist  

ii. Independent Job Search  

b. Week Ten:  

i. Referral to Ready to Work Testing  

ii. Independent Job Search  

c. Week Eleven:  

i. Prove-It Testing  

ii. Independent Job Search  

d. Week Twelve:  

i. Prove-It Testing  

ii. Independent Job Search  

iii. Meet with Career Specialist for staff-assisted job search  

e. Week Thirteen:  

i. Prove-It Testing  

ii. Meet with Career Specialist for staff-assisted job search  

iii. Independent Job Search  

f. Week Fourteen:  

Attachment #1 
Page 69 of 493

Page 102 of 959 Posted at 9:00 p.m. on September 11, 2012



WORKFORCE plus Region 5 
2012-2016 Regional Workforce Board Strategic & Operating Plan 

Big Bend Jobs & Education Council, Inc. d/b/a WORKFORCE plus – Region 5 
Page 70 of 166 

i. Resume Feedback Workshop (Repeat)  

ii. Meet with Career Specialist for staff-assisted job search  

iii. Independent Job Search  

g. Week Fifteen:  

i. Mock Interview Workshop (Repeat)  

ii. Independent Job Search  

h. Week Sixteen:  

i. Independent Job Search  

ii. Meet with Career Specialist for staff-assisted job search Programs 

 

8. Wakulla One-Stop 

a. Week Nine:  

i. Initial Skills Training for two hours  

ii. Prove-It Testing  

iii. Independent Job Search  

b. Week Ten:  

i. Initial Skills Training for two hours  

ii. Prove-It Testing  

iii. Independent Job Search  

c. Week Eleven:  

i. Initial Skills Training for two hours  

ii. Prove-It Testing  

iii. Interviewing Techniques & Dress for Success Workshop (Repeat)  

iv. Independent Job Search  

d. Week Twelve:  

i. Initial Skills Training for two hours  

ii. Prove-It Testing  

iii. Resume Feedback Workshop (Repeat)  

iv. Mock Interview Workshop (Repeat)  

v. Meet with Career Specialist for staff-assisted job search  

e. Week Thirteen:  

i. Initial Skills Training for two hours  

ii. Prove-It Testing  

iii. Independent Job Search  

f. Week Fourteen:  

i. Initial Skills Training for two hours  

ii. Prove-It Testing  

iii. Independent Job Search  

g. Week Fifteen:  

i. Initial Skills Training for two hours  

ii. Prove-It Testing  
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iii. Resume Feedback Workshop (Repeat)  

iv. Mock Interview Workshop (Repeat)  

v. Independent Job Search  

h. Week Sixteen:  

i. Initial Skills Training for two hours  

ii. Prove-It Testing  

iii. Meet with Career Specialist for staff-assisted job search  

iv. Independent Job Search 

 

B. Rapid Response  

The rapid response unit is the State’s central point for identifying layoffs and plant closings. 

This includes receiving the Worker Adjustment Retraining Notification notices from employers 

as required by federal law. Key strategies in Florida’s system are to provide occupational 

information and skills training to include incumbent workers who are at risk of losing their jobs 

and to provide immediate reemployment assistance for dislocated workers. These efforts are 

intended to enable workers to make the transition to new employment as quickly as possible 

and to lessen the period of unemployment, thereby decreasing the need for unemployment 

compensation and other supportive service benefits for workers.  

 

1. Describe the procedures for the following rapid response activities and attach a copy of the 

local operating procedures for the rapid response activities below.   

 

Response: Attachments - WP-DR-0123 Rapid Response and NAFTA TAA Program 

Directive Effective Date: 03/14/2012 

 

2. Describe the process for meeting the minimum service level and Equity Ratio Indicators (see 

the Employ Florida Marketplace System at https://www.employflorida.com/). (V.G.4.a)  

 Arranging on-site employer/employee visits and informational sessions;  

 Developing rapid response visit reports;  

 Administering employee surveys;  

 Developing event response plans;  

 Coordinating reemployment services with One-Stop Career Centers;  

 Reporting the employment situation of State employees;  

 Rapid response-related performance measures and goals;  

 Rapid response dislocated worker unit staffing; and  

 Public awareness.  

 

Response: The Worker Adjustment and Retraining Notification Act (WARN) was enacted 

on August 4, 1988 and became effective on February 4, 1989.  WARN offers protection to 

workers, their families, and communities by requiring employers to provide notice 60 days 

in advance of covered plant closings and covered mass layoffs.  This notice must be 
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provided to either affected workers or their representatives (e.g., a labor union); to the State 

dislocated worker unit; and to the appropriate unit of local government.    When there are 

less than 50 affected workers, the state dislocated worker unit will immediately notify the 

workforce One-Stop and/or regional workforce Board to coordinate services to workers and 

employees in an expeditious manner.  However, WORKFORCE plus may respond to 

dislocation within small and medium sized companies under the 50 affected workers 

threshold for rapid response where such dislocation constitutes a substantial proportion of 

the state and local economic base.   When WORKFORCE plus is notified of business 

closures with an identified need for rapid response activities,  the Business Services Unit 

will contact the employer to arrange an on-site employer/employee visits to provide an 

informational session.  The on-site rapid response team includes partner agencies that 

provide information which may be considered valuable to the customer (staff to assist with 

unemployment claims filing, educational/training institutions, WIA staff, child care 

assistance for job search activities, etc.).  As part of the informational sessions, employee 

surveys will be given to all affected employees, and at the conclusion of the session, the 

surveys will be gathered.  Based on the assessment of need, a determination will be made as 

to the number of on-site informational visits that will be provided.  As a result of the request 

for rapid response activities, and the subsequent delivery of services, a rapid response visit 

report will be developed by the Business Services Unit and furnished to the CEO of 

WORKFORCE plus.  This report will outline services offered and the needs of the 

individuals/employers.  If it is determined there is a need for WIA training services, these 

individuals will also be included in the WIA performance measures (Adult, Dislocated 

Worker, and/or Youth). WORKFORCE plus’ approach to providing Rapid Response 

services in the service area ensures a seamless transition to workforce activities offered in 

the various One-Stops.  The constant on each Rapid Response Team is a specialist from the 

WIA Dislocated Worker team, ensuring continuity across the service area.  The remaining 

members all represent partners from the appropriate local area:  Wagner-Peyser; 

Unemployment; TAA (as appropriate) and Training Providers (as appropriate).  The Rapid 

Response team encourages utilization of workforce services prior to actual separation.  All 

information the team obtains from the employer, as well as worker surveys, is shared with 

local partners.  The worker survey is designed to collect the characteristics, work history, 

interests and needs of workers to assist with continued service delivery (e.g., workshops, 

basic skills upgrading or GED preparation, computer literacy, occupational retraining, etc.).  

The survey is also designed to accommodate job registration through EFM in order to 

facilitate matching affected workers with job openings as quickly as possible. The WorkKeys 

assessment will also be provided as a Rapid Response service.  This will better equip One-

Stop staff with information needed for job development or retraining considerations.      

WORKFORCE plus approaches Rapid Response as a business service.  The team partners 

with state and local economic development staff to ensure that rapid response services are 

linked to the State's business retention and expansion services.   
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3. Describe the process used to ensure that rapid response assistance and appropriate core and 

intensive services as described in Section 134 of the WIA are made available to all dislocated 

workers, including for those whom a petition for TAA has been filed.  

 

Response: During the rapid response event, when employees are identified as Trade 

Affected (TA) workers, WORKFORCE plus staff will provide core and intensive services.  

These services may be provided by a Workforce Investment Act Career Specialist if the TA 

customer is dually enrolled or by Merit Wagner-Peyser staff.  The TAA Specialist will 

provide core services by completing TAA intake documentation and by providing case 

management services.    

 

C. Business Services  

Business partnerships are essential to training Florida’s workforce to meet the current and 

future needs of diverse business sectors. The workforce system has successfully partnered with 

business and industry. Current employer penetration data indicate a tremendous opportunity 

exists to develop additional business partnerships. Both business and workforce have a vested 

interest in partnering. Ease of access to Florida’s workforce services via the Employ Florida 

Marketplace is just a start. Provide a description of the processes for implementing the 

following business services strategies in the region. Attach a copy of the local operating 

procedures for the following processes:  

 

1. How the region will aggressively market/communicate, internally and externally, the 

workforce business value proposition to significantly increase awareness and stimulate 

workforce system usage (including the Employ Florida Marketplace) (V.G.16a)  

 

Response: The region will aggressively market/communicate internally and externally to 

increase awareness and stimulate workforce system usage.  A significant amount of 

emphasis has been placed on informing local employers and/or community organizations 

about the advantages of utilizing the EFM.  Also, our participation in the local Chambers of 

Commerce and Economic Development Council events has provided numerous 

opportunities to inform local businesses of the value of the services that WORKFORCE plus 

provides.  Businesses are made aware of the system and offered training on EFM. They are 

also provided information about how our other services (Customer Service Training, 

Assistance with Business Incentives, etc.) can enhance their ability to operate successfully 

within the region.  

 

2. How employer services will be delivered/conducted to employers (including agricultural 

employers), such as employer visits to obtain job orders for veterans, MSFWs, and other job 

seekers (V.G.16.b)  
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Response: Employer services are delivered/conducted to employers, through a primary 

focus of the Business and Employer Services Unit to ensure that special emphasis is placed 

on contacting a wide variety of employers and community organizations (including 

employer visits to obtain job orders for veterans, MSFWs, Agricultural Employers, and other 

job seekers).  Employers who create registrations within the Employ Florida system are 

immediately contacted and provided a brief overview of the services that WORKFORCE 

plus has to offer.  In addition, employers are briefed on the diverse group of employers who 

utilize our services.  Federal Contractors are briefed about our Veteran Program and the on-

site Veteran Representatives are made aware of those companies that are being marketed by 

the Business and Employer Services Unit.  Employers are made aware of the job matching 

services offered.  Additionally, employers are briefed on how each job seeker’s work history 

and educational achievements are individually reviewed and how determinations are made 

by each Career Specialist as to whether or not the job seeker meets the minimum 

qualifications of the position.  Our ability to perform job matching typically motivates 

employers to list their job orders with us.  In addition, our ability to provide quality 

customer service training, assistance with different business incentives/grants, and 

conducting labor market research, demonstrates to employers that WORKFORCE plus is 

dedicated to being a valuable resource for local businesses.   

 

3. Describe the process the One-Stop Career Center uses in conducting recruiting agreements 

and job fairs. (V.G.1.k)  

 

Response: Employer Recruiting Agreements are on-going arrangements with employers 

which permit their applicants to be sent to the WORKFORCE plus One-Stops for 

prescreening and subsequent referrals to the employer as job openings occur. Recruiting 

agreements may cover all of a company's jobs, or only selected occupations. When 

processing recruiting agreements, WORKFORCE plus’ Business Consultants make an 

assessment of the employers needs. This may include the development of job orders or the 

provision of customized training. Upon completion of this assessment, the Business 

Consultant team outlines the expectations and responsibilities of both parties under this 

agreement. With recruiting agreements, WORKFORCE plus may also maintain the 

employers’ applications collected from job seekers. The recruiting agreement process is as 

follows: 1) A Business Consultant is assigned to the employer according to industry sector. 

2) The Business Consultant meets with the employer to assess employer needs, customize 

recruiting to fit the employer, determine applicants’ potential eligibility for tax incentive 

programs, and complete the Employer Contact Form which includes pertinent information 

about the company. 3) The recruiting agreement is developed and outlines both parties’ 

expectations and responsibilities. The recruitment must meet the federal definition for 

placements. 4) A determination is made with the employer regarding how applications will 

be taken (via fax, phone, email, etc.). 5) Job orders are entered into EFM before the 
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recruitment begins. 6)  Business consultants also perform follow-up every two weeks with 

the employer to assess changes and progress of the job order.  

 

Job Fairs - WORKFORCE plus hosts three major job fairs per program year. One specifically 

targets youth, another targets job seekers that reside in North Florida. The third job fair 

focuses on our rural community of Gadsden County.  The Gadsden event has transitioned 

into a resource event linking customers to community agencies that assist with overcoming 

barriers to employment.  Throughout the year WORKFORCE plus hosts “In the Spotlight” 

events that bring employers and job seekers together.  In these events job seekers provide an 

introduction of themselves and a short presentation of their skills and background.  

Employers may contact the job seekers for interviews if they are interested in their 

qualifications and skills.  “In the Spotlight” events have been very successful at connecting 

employers and job seekers. WORKFORCE plus also hosts employer recruitment events.  

Employer recruitments are conducted for employers that are expanding or are new to the 

area.  Employer recruitments help the employer fill critical vacancies in a short period of 

time and provide access to an active pool of quality job seekers.  The objectives of the job 

fairs are to attract employers from all targeted industries for the purpose of providing a 

wide variety of employers for job seekers to engage. All job fairs and recruitments are 

posted on the WORKFORCE plus website, and radio announcements and television 

commercials are created to increase public awareness of these events. The Business 

Consultant Unit works one on one with employers to develop agreements for recruitment 

related to job fairs. Through our varying levels of sponsorships, we are able to provide the 

job fairs as a no-cost event for employers and community partners. Business Consultants 

maintain a close relationship with employer(s) in order to determine the outcomes resulting 

from a job fair. Employer follow-up plans are developed to help maintain communication 

with employers. Written or electronic communication regarding hiring outcomes is 

exchanged between the employer(s) and the Business Consultants. 

 

4. How the region will identify and evaluate the most effective local Business Services team. 

(V.G.16.c)  

 

Response: How the region identifies and evaluates the most effective local Business Services 

team is based on a number of measures.  Those measures include the following: 1) number 

of job orders received from employers. 2) number of job orders received from employers at 

an hourly wage at or above the Lower Level Standard Income Level (LLSIL). 3) number of 

employers who list job openings that have not previously utilized our services. 4) number of 

individuals placed by job orders received via Employer Services personnel. 5) results of 

employer satisfaction surveys. 6) number of job seekers  utilizing the services of the 

Executive Center who obtain employment. 
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5. How the region will institutionalize and replicate proven outreach tactics, core processes 

and performance matrices (V.G.16.d/e)  

 

Response: The region will institutionalize and replicate proven outreach tactics, core 

processes and performance matrices through the region’s Business and Employer Services 

Unit’s continuing outreach efforts to employers by offering quarterly and annual events that 

are developed for employers in order to maintain their awareness of employment trends 

and  the available pool of job seekers.. Core processes are reviewed and updated on a 

quarterly basis to ensure that all procedures are implemented correctly and efficiently. 

These processes are proven successful through the execution of daily activities and 

outcomes. Performance is tracked through EFM with case notes, activity codes, and number 

of job orders entered and filled. On a weekly and monthly basis, sample case files are 

reviewed to ensure appropriate service delivery. Employers are randomly surveyed to 

determine if the services provided have yielded the desired results. Once practices, 

activities, processes, etc. have been identified as meeting or exceeding the developed 

standard, it is documented and replicated throughout the region. 

  

The region will expand outreach and availability of the following value added, business 

focused training programs during each employer visit, when businesses are provided 

information regarding the following incentive opportunities:  Incumbent Worker Training, 

Quick Response Training and Employed Worker Training.  Also, during outreach activities 

(i.e. Chamber of Commerce functions, Small Business Development meetings, Economic 

Development Council presentations) testimonials from previous training grant recipients 

are provided to employers to inform them of the benefits of accessing one or more of these 

programs.  Special emphasis is placed on encouraging businesses to evaluate the usefulness 

of the training program and on submitting completed applications for the different 

programs.  Each employer folder disseminated by the Employer Service unit contains 

information about each training program and grant.  In addition, electronic copies of 

program fact sheets and applications are readily available for transmission to prospective 

employers upon their request. 

 

6. How the region will expand outreach and availability of the following value-added, 

business-focused training programs:  

 Incumbent Worker Training;  

 Quick Response Training;  

 Employed Worker Training  

 Trade Adjustment Assistance  

 In partnership with economic development organizations, how will the region build on 

existing or establish local, industry-specific workforce business consortiums (V.G.16.f)  
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Response: The region will expand outreach and availability of the following value added, 

business focused training programs during each employer visit when businesses are 

provided information regarding the following incentive opportunities:  Incumbent Worker 

Training, Quick Response Training,  Employed Worker Training, and Trade Adjustment 

Assistance.  Also, during outreach activities (i.e. Chamber of Commerce functions, Small 

Business Development meetings, Economic Development Council presentations) 

testimonials from previous training grant recipients are provided to employers to inform 

them of the benefits of accessing one or more of these programs.  Special emphasis is placed 

on encouraging businesses to evaluate the usefulness of the training program and  on 

submitting completed applications for the different programs.  Each employer folder 

disseminated by the Employer Service unit contains information about each training 

program and grant.  In addition, electronic copies of program fact sheets and applications 

are readily available for transmission to prospective employers upon their request.   

 

7. How the region will prioritize target industry clusters by One-Stop Career Center; 

(V.G.16.g);  

 

Response: WORKFORCE plus will prioritizes target industry clusters by using information 

compiled by the Department of Economic Opportunity LMI unit specific to the region and 

the industries represented.  Additionally, feedback will be sought through the following 

entities to ensure that our resources and focus are dedicated to providing real time 

responses regarding the needs of our business: Business and Industry, Chamber of 

Commerce, Economic Development Councils and Education Partners. In ensuring that all 

stakeholders are included with our prioritization efforts, we will be in a better position to 

respond to the different and changing needs of business with solutions and resources that 

can provide a positive impact for the region. 

 

8. How the region will provide a platform for creation or technical input of industry specific 

training programs—leverage expertise of strategic partners (Education, Training Providers) 

(V.G.16.h)  

 

Response: The region will provide a platform for creation or technical input of industry 

specific training programs by leveraging the expertise of strategic partners (Education, 

Training Providers) through collaboration with educational partners which will act as a 

conduit for connecting business with the training/technical input for the business 

community regarding changes in the industry.   

 

9. How the region will institutionalize local, regional and statewide “voice of the customer” 

business forums to keep abreast of current and emerging workforce needs (e.g., through 

Employ Florida Banner Centers and other similar business-led initiatives) (V.G.16.i)  
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Response: The region will institutionalize local, regional and statewide “voice of the 

customer” business forums to keep abreast of current and emerging workforce needs (e.g., 

through all Employ Florida Banner Centers and other similar business-led initiatives)  

through WORKFORCE plus’  service delivery system in order to ensure there is constant 

emphasis on the “voice of the customer” utilizing a variety of regional business forums 

during which we will solicit the current and emerging needs of the business community. 

Additionally, WORKFORCE plus will participate in opportunities offered at the state level 

to ensure that the local “voice of the business customer” resonates, and that due 

consideration is given to developing a system that speaks to the business community as a 

whole. 

 

10. How the region will increase workforce awareness via visibility at target industry specific 

events (V.G.16.j)  

 

Response: The region will increase workforce awareness via visibility at target industry 

specific events by maintaining an active presence in the local industry roundtable meetings 

administered by the Economic Development Councils of the region.  These roundtable 

discussions are divided up into industry-specific groups i.e. Healthcare roundtable, 

Manufacturing roundtable, Information roundtable, etc.  Maintaining a presence at these 

discussions allows us to provide valuable input concerning the issues surrounding the 

targeted industries.  Also, having a presence at the respective roundtables provides 

WORKFORCE plus an opportunity to create a relationship with different employers. As a 

result of these relationships, we are in a position to gauge the needs of each employer.  

Having a common knowledge of the employer’s needs affords WORKFORCE plus an 

opportunity to actively identify qualified job seekers for vacant positions and to identify 

training programs or incentives that may be beneficial to a specific employer or industry. 

 

11. Showcase successful workforce/business partnerships at local economic development 

business events. (V.G.16.k)  

 

Response: Opportunities that showcase or highlight successful workforce/business 

partnerships at local economic development business events include, but are not limited to, 

the following: 1) Small Business Assistance Fairs; 2) Business Forums; 3) Chamber of 

Commerce led events; 4) Economic Development Council events and 5) WORKFORCE plus 

marketing collateral. 
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MIGRANT AND SEASONAL FARMWORKERS (MSFW) OUTREACH AND 

SERVICES 

 

Review required for significant MSFW One-Stop Career Centers 

 The Wagner-Peyser Act contains specific requirements for services to MSFWs as outlined in 20 

Code of Federal Regulations (CFR), Part 651, 653 and 658 Services for MSFWs.  These 

regulations require each significant MSFW One-Stop Career Center to develop an Outreach 

Plan designed to contact MSFWs not reached by usual One-Stop Career Center intake.  The 

Outreach Plan should reflect the policies contained in 20 CFR, Part 653, Subpart 3, Section 

653.107 and its specific guidelines for completing the Outreach Plan. 

 

Significant bilingual One-Stop Career Centers: 

 Belle Glade One-Stop Career Center—RWB 21 

 Bradenton One-Stop Career Center—RWB 18 

 Port Saint Lucie One-Stop Career Center—RWB 20 

 Homestead One-Stop Career Center—RWB 23 

 Immokalee One-Stop Career Center—RWB 24 

 Plant City One-Stop Career Center—RWB 15  

 Quincy One-Stop Career Center—RWB 5 

 Sebring/Wauchula One-Stop Career Centers—RWB 19 

 Winter Haven One-Stop Career Center—RWB 17 

 

MSFW Outreach 

Using the format found here: http://sitefinity.floridajobs.org/PDG/LPI’s/MSFWOutreachPlan, 

please develop the MSFW Outreach Plan.  If the region has local operating procedures for 

serving MSFWs, please provide a copy to the attachment section of the plan.  Each MSFW 

outreach specialist is required to have a minimum of five "quality" contacts of MSFWs per staff 

day.  A quality contact is defined as a contact with an MSFW where a reportable supportive 

service is provided and documented with the MSFW's name and social security number. The 

requirement of five MSFW contacts per staff day applies only to the MSFW outreach specialists 

and not to other staff resources utilized. 

1. Describe the process for providing the required services and activities, such as outreach to 

the MSFWs, Agricultural Employers, and employer job orders. Also provide the following:  

 Assessment of Needs must include a review of the agricultural and MSFW activity in 

the area and an assessment of the challenges/barriers faced by the MSFWs. (A)  

 Assessment of Available One-Stop and Partner Resources (B) 

 Proposed Outreach Activities (C); shall be designed to meet the needs determined in 

subpart a. of this section and shall include the tools to be used to conduct outreach 

activities. 

 Complete the MSFW Outreach Plan  
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 Affirmative Action Plan (D) 

 Bilingual Office Plan (E) 

 

Response: Gadsden County is located in the northwestern part of Florida. Currently the 

county is approximately 32 miles long and 22 miles wide. A humid climate prevails, and 

rainfall is abundant. The county is one of the foremost agricultural counties in northwest 

Florida. Gadsden County has a rich farming and agricultural heritage. Gadsden County 

produces beans, cucumbers, eggplant, greens, cantaloupe, watermelon, okra, onions, 

peas, peppers, potatoes, squash, corn, tomatoes, and mushrooms. The area is a top ten 

producer of tomatoes and squash for Florida. Farm workers harvest, plant, and pack 

many of the vegetables that are produced locally.  

 

Gadsden County has seen a decline in the production of vegetables and fruits in the last 

year due to extreme weather. In many instances this delayed production of the crop  

while hastening the harvesting process. The number of seasonal farm workers greatly 

decreased in the area because of strict immigration laws passed in several key 

agricultural states. The concern over immigration laws being passed dictated whether 

farm workers would migrate or remain in areas where they felt less likely to be 

negatively impacted by the new immigration laws.  

 

WORKFORCE plus continues to experience issues that are unique to this region. 

Relationships with agricultural employers in Gadsden County have been strained for a 

number of years due to policy changes made by WORKFORCE plus relative to 

employment eligibility verification. This has made it very difficult to meet performance 

standards. In addition, the Outreach Specialist position was vacant for a period of 2-3 

months. Once the position was filled, training needed to occur which resulted in lost 

momentum during the transition. The region has developed an agricultural plan to seek 

out and attract other employers with positions that are classified as agricultural. 

Additionally, there is renewed emphasis being placed on conducting job developments 

for seasonal farm workers that are willing to transition into non-agricultural work.  

Through an agreement with Region 3, WORKFORCE plus will outreach to MSFWs 

residing in Liberty, Holmes and Jackson counties in an attempt to provide services. 

 

The region has developed a list of available resources for the MSFWs. The list includes 

an extensive network of local organizations such as faith based groups and social service 

agencies which provide direct services to farm workers. Below is a list of service 

providers for WORKFORCE plus. Services offered include the following: medical 

assistance, food assistance, legal services, literacy/education training, housing, 

transportation, and additional support services. If there is a situation for which there is 

no known local provider, the Outreach Specialist assumes responsibility for researching 
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the area to determine if other providers are available to meet the customer’s needs. The 

resource list is reviewed and updated annually. 

 

a. Catholic Social Services     850-627-4371 
27 North Shadow Street, Quincy FL 32351  
 

b. North Florida Legal Services  850-875-9881 
8 W Jefferson Street, Quincy, FL 32351 
  

c. Jessie Furlow Medical Center    850-875-9500 
1249 Strong Road, Quincy, FL 32351 
 

d. Gadsden County Public Health  850-875-7200 
278 Lasalle Lefall Drive, Quincy, FL 32351 
 

e. PAEC Migrant Education   850-875-3806 
500 W King Street, Quincy, Fl 32351 
 

f. Department of Children and Families   850-627-7666 
6 South Key Street, Quincy, FL 32351 
 

g. Women, Infant and Children (WIC)    850-875-7200 
278 Lasalle Lefall Drive, Quincy, FL 32351 
 

h. Pre-K Program   850-627-3861 
523 W King Street, Quincy, FL 32351       
 

i. Gadsden Technical Institute   850-627-6775 
201  M L King Jr Boulevard, Quincy, FL 32351 
 

j. Triple Oaks/ Omega Villas  850-875-2109 
1500 Strong Road, Quincy 32351 
 

k. Big Bend Transit  850-627-9958 
305 B W Crawford Street, Quincy, FL 32351 
 

l. Gadsden Community Action  850-875-4250 
104 N Adams Street, Quincy, FL 32351 
 

m. Mexican Consulate 407-422-0514  
100 W Washington Street, Orlando Fl 32801 
 

n. Internal Revenue Service   850-942-8995   
227 N. Bronough Street, Quincy, Fl  32351 
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o. Department Of Hwy Safety 850-627-3497 
18290 Blue Star Hwy, Quincy, Fl 32351 
 

p. Red Cross Of Tallahassee   850-878-6080 
1115 Easterwood Drive, Tallahassee, Fl 32311   
 

q. Unemployment Compensation   1-866-778-7356 
 

r. United States Citizenship and Immigration Services    
1-800-375-5283    1-800-767-183 

 

The Outreach Specialist’s primary responsibility is to visit MSFWs and their families in 

their communities and provide them with the 511-N form advising them of the services 

and resources offered by WORKFORCE plus. The Outreach Specialist makes referrals 

for supportive services, distributes brochures to community agencies, promotes 

WORKFORCE plus services, determines if there are complaints and logs them as 

required on the Wagner Peyser Complaint Log, refers MSFWs to non-agricultural jobs, 

documents services via the MIS and submits monthly logs to the Monitor Advocate. 

Logged complaints will be forwarded to the appropriate person and/or agency for 

resolution based on the type of complaint received. During outreach, eligibility 

questions are asked to determine if the customer is an MSFW. These questions include 

the following: 1) Do you travel to different cities to work in any type of agricultural 

work?  2) Do you stay in town year round, but work in agricultural work? If yes, is your 

work seasonal? 3) Have you worked more than 25 days or more in agriculture in the last 

year?  5) Have you earned at least half of your income in agricultural work in the last 12 

months?  

 

Once a determination is made regarding the eligibility of the Migrant Seasonal Farm 

Worker, a one on one assessment is performed to determine the needs of the customer. 

Assistance is offered in completing applications, providing referrals to jobs for which  

the customer is deemed eligible, and in conducting job developments to help the 

customer locate employment.  The services noted are reportable and staff assisted. 

Provision of the services to the customer is considered a quality contact and is 

documented in the Management Information System (MIS).  The log of daily outreach 

activities is completed, summarized and compiled into the Log Review Form to be 

submitted along with 1303 & 1659 Forms to the State Monitor Advocate at the end of 

each month. WORKFORCE plus does not currently have established agreements with 

any agricultural employers. Nevertheless, the Outreach Specialist conducts visits to 

maintain communication with agriculture employers or labor contractors to learn about 

the type of crops that will be planted, identify the beginning the season, determine when 

harvest activities will begin, find out the number of workers needed and offer services 

such as placing a job order.  These visits also serve as a means to determine the needs of 
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MSFWs in Gadsden County. All services to both jobseekers and employers are 

annotated in the state reporting system, Employ Florida Marketplace.  

 

WORKFORCE plus makes every effort to ensure equitable access to services in the 

language the customer feels most comfortable communicating. The farm workers in 

Gadsden are mostly Spanish speaking/reading. The Outreach Specialist is bilingual and 

is fluent in Spanish. If it is determined that a customer has a language barrier, the 

supervisor will identify internal staff that are proficient in the language to assist the 

customer. There are staff in the Gadsden One Stop that can assist Spanish speaking 

customers entering the office for assistance. Additionally, if needed, there is also a staff 

member that speaks Japanese. In our largest One Stop, located in Leon County, there are 

two staff members who speak Spanish and one that speaks Persian. In situations where 

it is determined that there are no staff fluent in the desired language, then the LLE-LINK 

(telephonic interpretive service) will be used. 

 

2. Describe the process for meeting the Equity Ratio Indicators and Minimum Service Level 

Indicators. (V.G.3.d.) 

Equity Ratio Indicators: 

 Referred to employment 

 Referred to supportive services 

 Received staff assisted services 

 Job development contacts 

 Career Guidance 

Minimum Service Level Indicators 

 Placed in a job 

 Placed $0.50 above minimum wage 

 Placed in long-term non-agricultural job 

 

Response: The Minimum Service Level and Equity Ratio Indicators refer to having 

sufficient staff to provide an equitable level of service to the migrant seasonal farm workers 

as all other customers. This is determined by having sufficient bilingual (English/Spanish) 

speakers available in the region so this target group may avail themselves of all the services 

provided through our service delivery system. A bilingual MSFW Outreach Specialist is 

mandatory in order to reach the migrant seasonal farm worker community. The minimum 

service level indicators will be met through job developments, referrals to job orders, and 

outreach activities at gathering sites. Additionally, the Outreach Specialist will provide 

leads to the Business Services Unit for follow-up to include current vacancies, potential 

vacancies, training services, job developments and hires. The Business Services Unit will be 

responsible for follow-up with the employer to secure positions where MSFWs have met the 

minimum qualifications. This process will aid in placing MSFWs in jobs. Moreover it is the 

goal of WORKFORCE plus’ to place MSFWs in jobs that are long term and provide a self-
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sufficient wage. Additionally, the Business Services Unit has compiled a list of employers 

with agricultural positions located within the WORKFORCE plus service area in order to 

conduct targeted outreach and employer focused activities to promote hiring of qualified 

MSFWs. 

 

The Equity Ratio Indicators will be met by performing outreach and ensuring that 

participants are being referred to employment, offered supportive services, provided staff 

assisted services and given career guidance. All activities performed in the field will be 

documented on the Outreach Daily Log and entered in the MIS, in addition to capturing the 

data on mandatory reporting tools.  

 

WORKFORCE plus has developed a targeted outreach strategy that is reassessed on a 

monthly basis to ensure maximum penetration into the MSFW community. Performing 

targeted outreach allows the Outreach Specialist to make the best use of time spent in the 

field as well as increase engagement in areas not historically utilized in order to advance the 

purpose of the MSFW program. 
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TRADE ADJUSTMENT ASSISTANCE (TAA) 

The State Workforce Agency is required to ensure that effective strategies are utilized to help 

trade-affected workers obtain new employment. It is essential that the RWBs move trade-

affected workers into new jobs as quickly and effectively as possible so that they continue to be 

productive members of the workforce. To this end, the intervention strategies used for program 

benefits and services will be aimed toward rapid, suitable, and long-term reemployment for 

adversely affected workers. Under the Trade Act, the RWBs must:  

 Increase the focus on early intervention, upfront assessment and reemployment 

services for adversely affected workers;  

 Use One-Stop Career Centers as the main point of participant intake and delivery of 

benefits and services; and  

 Maintain fiscal integrity and promote performance accountability.  

 

1. Describe local procedures to ensure timely response to trade-affected dislocations, including 

coordination with Rapid Response, provision of technical assistance for the filing of 

Petitions, and conducting TAA Information sessions to affected workers. (V.G.5.b)  

 

Response: The local procedures to ensure timely responses to trade-affected dislocations 

include a Rapid Response team that ensures a seamless transition to workforce activities 

offered in the various offices.  The constant on each Rapid Response Team is a specialist 

from the WIA Dislocated Worker team.  The remaining members all represent partners from 

the appropriate local area:  Wagner-Peyser, Unemployment, TAA and Training Providers, 

as appropriate.  The Rapid Response team encourages utilization of workforce services prior 

to actual separation.  All information the team obtains from the employer, as well as worker 

surveys, is shared with local partners.  The worker survey is designed to collect the 

characteristics, work history, interests and needs of workers to assist with continued service 

delivery (e.g., workshops, basic skills upgrading, GED preparation, computer literacy, 

occupational retraining, etc.).  The team provides informational presentations to market 

Rapid Response services.  WORKFORCE plus is notified in advance of impending state 

layoffs.  All efforts are made to match the skills of the dislocated workers to the needs of 

employers in the service area.  The affected workers can receive assistance in upgrading 

their resumes to include all current skills prior to submitting job applications for new 

positions.  Trade Adjustment affected workers may receive assistance with filing a petition 

if the Company Official, Union Official, or other authorized representative has not filed a 

petition.  The TAA Specialist will ensure that the petition is submitted to the Department of 

Economic Opportunity for an eligibility determination. When the TAA Specialist receives 

notification of eligibility (certification), the employee is contacted to complete the enrollment 

worksheet.  Core and intensive services as described in Section 134 of the WIA will be made 

available to workers covered under a certified petition.  Historically, WORKFORCE plus has 

only provided services to TAA customers who have relocated to this area, but we are 

prepared to handle a TAA rapid response.   
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2. Describe local procedures to ensure that trade-affected workers receive a timely 

comprehensive assessment for all TAA services and benefits for which they qualify. 

(V.G.5.C)  

 

Response: The local procedure to ensure timely service to trade-affected workers eligible to 

receive all TAA services and benefits for which they qualify begins with DEO notifying 

WORKFORCE plus of TAA affected employees. DEO will send each affected employee a 

TAA/Trade Readjustment Allowance Notification packet which outlines the available 

services and benefits. The customer then completes the petition and submits the document 

to the One Stop Centers for review by a Merit Staff TAA Career Specialist. Once the review 

is complete, the petition will be forwarded to DEO for an eligibility determination. When 

the TAA Career Specialist receives notification of eligibility, the employee is contacted to 

complete the enrollment worksheet. 

 

3. Describe coordination with the Wagner Peyser and/or WIA programs to provide joint case 

management services to trade-affected workers who are co-enrolled. Note: Core and 

Intensive services including training should be properly reflected by the respective 

program(s) in the state management information system (EFM) for which the worker is 

enrolled. Also, TAA funds will be used first for eligible trade-affected workers, when 

available.  

 

Response: WORKFORCE plus encourages partner programs to serve Trade Adjustment 

Assistance (TAA) program participants.   While co-enrollment into the Workforce 

Investment Act (WIA) is no longer required, WORKFORCE plus will continue to co-enroll 

TAA customers when the customer is suitable for the WIA program.  Being dually enrolled 

in the WIA program will enable the customer to receive Core and Intensive levels of services 

such as support services, case management, workshops, job placement and follow-up 

services in order to better prepare them for placement upon completion of training.   WIA 

can also assist the TAA customer with Adult Basic Education (ABE), obtaining their General 

Equivalency Diploma (GED), English as a second language (ESL), and adult literacy 

assistance.  TAA participants are served through the Wagner-Peyser program and receive 

assistance with job search activities and resources including access to computers and 

fax/copy machines.  

 

4. Describe the process for ensuring that eligible trade-affected workers receive approval for 

training based on the (6) program criteria. Approval of training should be based on the 

allowable training types: Occupation Skills, Customized, On-the-Job, Remedial, and 

Prerequisite.  
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Response: The WORKFORCE plus TAA Career Specialist will complete the following 

process to ensure the TAA participant meets the Six Program Criteria prior to approval of 

training:  

 Verify separation date from trade-affected employer and reason for separation 

 Verify Petition number that covers the affected worker 

 Establish 8 or 16 week deadline for enrollment in training for Petitions filed prior to May 

18, 2009 (Petition number 69999 or lower) for TRA 

 Establish 26-week deadline for enrollment in training for Petitions filed on or after May 

18, 2009 (Petition number 70000 or higher) for TRA 

 Verify that the trade-affected worker has filed for regular unemployment insurance 

 Conduct  an initial assessment 

 Complete  a TAA Bona fide Application  

 Conduct  a comprehensive assessment  

 Provide Employment  and Case Management services 

 Apply the six program criteria for training eligibility 

 

Six program criteria: 

1. There is no suitable employment available to the worker 

2. The worker would benefit from training 

3. There is a reasonable expectation of employment following completion 

4. Training is reasonably available to the worker 

5. The worker is qualified to undertake and complete the training 

6. Training is suitable and available at a reasonable cost 

a. Note: There is no entitlement to receive training. All six (6) program criteria must 

be met before training is approved. 

b. Note:  Under the 2009 Amendment, the assessment process can be provided by 

staff using TAA case management funds. 

Once it is determined that the six program criteria are met, the following steps will be taken: 

 Select  appropriate training 

 Determine the length of time needed to complete the training program 

 Identify prerequisites that are required for the training program 

 Determine the total cost of training to be completed (tuition, fees, books, supplies, 

transportation and/or subsistence, etc.) 

 Verify the date the individual will begin participating in training 

 Ensure that the approval date (enrollment in the TAA program) is within 30 days of 

the training start date 

 

The TAA Career Specialist will ensure the following: that there is no suitable employment 

available for the worker (either within or outside of the commuting area); that there is no 

reasonable prospect of suitable employment becoming available for the worker in the 
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foreseeable future;  that the worker has the mental and physical capabilities to undertake, 

make satisfactory progress, and complete the training;  that there is a reasonable expectation 

that the worker will find a job using the skills acquired while in training;  that training is 

reasonably accessible (either within or outside of the commuting area) at any governmental 

or private institution or facility (which may include area vocational schools or adult basic 

education providers) including On-the-Job-Training with an employer ;and that training is 

suitable for the worker.  The TAA Career Specialist will evaluate the worker's personal 

qualifications including his/her capabilities, educational background, work experience and 

financial resources.  The evaluation of the worker's financial resources will include the 

worker's remaining weeks of UI and TRA payments in relation to the duration of the 

training program.  A determination as to whether the costs of a particular training program 

are reasonable will be considered. First consideration will be given to the lowest cost 

training available within the commuting area.  When training, substantially similar in 

quality, content, and results is offered at more than one training provider, the lowest cost 

training will be approved Training at facilities outside the worker's normal commuting area 

that involves transportation or subsistence costs that add substantially to the total costs will 

not be approved if other appropriate training is available.  Training may be approved for a 

more expensive training program if it is of higher quality and is expected to produce better 

results for the worker in quickly returning to suitable employment. 

 

The TAA Career Specialist will need to complete the appropriate Enrollment in Training 

Worksheet to identify the enrolled in training deadline date for each trade-affected worker. 

The enrolled in training deadline is based on the later of the separation or petition 

certification date. To meet the deadline, a worker must be enrolled in training or receive a 

waiver of the training requirement as follows: 

• within 8 weeks of certification or 16 weeks of layoff date (Petition # 69999 or lower) 

• within 26 weeks of certification or layoff date (Petition #70000 or higher). 

 

Performance Measures and Goals  

Based on petitions certified within a regional workforce board area, the region must provide 

information regarding the number of petitions certified and the percentage of the trade-affected 

workers enrolled in the TAA program. This information will be calculated based on the total 

number of workers identified by the company versus the number of individuals who actually 

received a TAA reportable service. Specifically, those reportable services include (1) training, (2) 

waiver of training requirements (3) job search and (4) relocation allowances where training 

funds are utilized. These services not only allow the program to meet certain performance 

measure goals but give a basis for ensuring that we are concentrating on expending the training 

funds for which the United States Department of Labor has allocated to the State of Florida.  
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1. What plan of action will be implemented within your RWB to capture the number of 

petitions certified, total number of potential workers covered and percentage of those 

workers enrolled in the TAA program?  

 

Response: The plan of action implemented within WORKFORCE plus to capture the 

number of petitions certified, total number of workers covered and the percentage of 

workers enrolled in TAA will be accomplished by providing Trade Adjustment affected 

workers with assistance when filing a petition if the Company Official, Union Official, or 

other authorized representative has not filed a petition.  The TAA Specialist will ensure that 

the petition is submitted to the Department of Economic Opportunity for an eligibility 

determination. The TAA Career Specialist captures the number of certified petitions 

received from the DEO as they are approved by the U.S. Department of Labor.  Once the 

notification of eligibility (certification) is received, the employee is contacted to complete an 

enrollment worksheet.  Core and intensive services, as described in Section 134 of the WIA, 

will be made available to workers covered under a certified petition.  Historically 

WORKFORCE plus has only provided services to TAA customers who have relocated to 

this area, but we are prepared to handle a TAA rapid response.   

 

The employer provides DEO with a list of affected workers covered under the certified 

petition; this provides the total number of potential workers that are covered. The 

percentage is determined by the total number of TAA participant enrollments divided by 

the total number of covered workers.  The TAA/TRA Notification packet is then sent to the 

workers by the Unemployment Insurance Special Payment Unit of DEO. 

 

2. How will you report those training funds expended by participant?  

 

Response: Participants are identified by using a query that has been provided by the DEO 

Performance Unit.  This query pulls the names of TAA participants who have completed 

training or have an open training on the Trade Activity Participant Report (TAPR).   

 

As invoices are received for TAA participants, the receptionist stamps the date onto the 

invoices and places them into the Chief Financial Officer’s (CFO) mailbox.  The Chief 

Financial Officer then reviews the invoices and draws down the money from the State’s 

accounting system (OSMIS). Each invoice must receive prior approval from the Performance 

Unit Manager before being entered into the accounting system.  

 

Once invoices have been deemed reasonable and necessary, and the proper approval has 

been indicated on each invoice, a cover sheet is prepared by the Accounting Assistant.  This 

cover sheet includes the invoice number, invoice date, description, amount, check number, 

object code, vender name, the accounting systems session ID being used, and the fund or 

distribution code. When all invoices have been approved, they are entered into the 
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accounting system by the Accounting Assistant. The accounting system does not allow 

payment of duplicate invoice numbers for any given vendor. Once all the information from 

each invoice as indicated on the cover sheet matches the information in the accounting 

system, the Accounting Assistant then posts the session to the accounting systems general 

ledger and prints the checks.  

 

Once the checks are printed, a check stub is retained to go along with the backup 

documentation for each invoice. After the Chief Financial Officer signs each check ($2,500 

and under), the checks, invoices, and backup documentation are given to the Chief 

Executive Officer who reviews all back-up documentation and quotes prior to signing 

checks. The checks ($2,500 and under) are then given back to the Accounting Assistant to 

mail to each vendor. Checks over $2,500 must obtain the signature from the Board Treasurer 

or Chair prior to being mailed. 

 

Quarterly the Trade Act Participant Report (TAPR) expenditure report is completed by the 

CFO.  The CFO forwards the report to the WORKFORCE plus Performance Unit Manager 

who sends it to the DEO Performance Unit and the State Trade Act Coordinator. 

 

TAA expenses are tracked in the EFM/MIS as expenditures are made using the Trade 

Readjustment Allowance (TRA) payment link. This link allows for each expense to be 

categorized i.e. training, job search allowance, etc. 

  

3. What percentage of TAA training funds will your RWB expend on eligible trade-affected 

workers covered under a certified petition who qualify for training, job search and/or 

relocation allowances?  

 

Response: WORKFORCE plus has a $10,000 Individual Training Account (ITA) cap for all 

programs, including TAA.   
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WELFARE TRANSITION PROGRAM/TANF 

For the WT/TANF section, please provide short narratives responding to the following 

informational requests.  Where requested, please provide assurances and/or short 

explanations of local processes.  If the RWB has a local operating procedure that meets all 

required elements of the section, the RWB may attach the document and simply refer to the 

local operating procedure. 

 

Customer Notifications (V.G.8.b.1) (b, c, d, and e) 

1. Please describe the regional process for notifying customers of their rights:  

I. The right to be treated equitably under the anti-discrimination laws  

II. The right and the process to have their case reviewed by a supervisor  

III. The right to file a grievance  

IV. The right to report good cause for failing to participate in a required activity 

 

Response: During the orientation and follow-up appointments customers are informed of 

their right to have a supervisor review their case; the right to be treated equitably under the 

anti-discrimination laws; the right to file a grievance; and the right to report good cause for 

failing to participate in a required activity. These rights are discussed during orientation at 

which time the customer acknowledges through signing that they understand their rights as 

they have been explained to them. At follow-up appointments, the customer may be 

provided a copy of the Rights & Responsibilities for their records. Customers are advised to 

contact their assigned Career Specialist in the event they need to reschedule an appointment 

or if they are unable to attend the assigned activity. At the time of contact, the customer is 

asked to provide the reason for their inability to attend the appointment. The options for 

rescheduling include (1) phone message (2) email or (3) office visit. Customers are informed 

that only 10 excused absences (or a total of 80 hours) are allowed in a federal fiscal year. 

After the allowable absences have been exceeded, customers must submit documentation to 

establish good cause such as a physician note. 

 

2. Describe how customers are provided information about the One-Stop Career Center. 

 

Response: Customers are provided information regarding workforce services upon entering 

the office. Customers are given an overview of Center partners and services during WT 

Orientation. Individuals who are interested in training or have advanced 

training/credentials, are referred to WIA for additional leveraging of available program 

funds and services.  The Primary Service Provider, as well as the Wagner-Peyser Career 

Specialist, assists job seeker customers in obtaining employment information by providing 

them with Labor Market Information and a brochure of the various services that are offered. 

Customers can also receive information about One-Stop Career Center services via the 

WORKFORCE plus website and various social media outlets. Additionally, all program 

orientations include an overview of available services. 
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3. Describe the RWB’s process for notifying customers of their opportunity to receive support 

service. 

 

Response: Customers are provided information regarding available resources and services 

at multiple points. Information regarding services is provided during the initial interaction 

with the customer, programmatic orientations, the initial assessment appointment, and on 

an ongoing during follow-up appointments and correspondence. Furthermore, through the 

assessment process (informal and formal), it is determined what services are needed in 

order to address employment barriers. 

 

4. Describe the RWB’s process for informing customers of their Opportunities and Obligations. 

 

Response: During the work registration process, an overview of the Opportunities and 

Obligations is conducted. Customers are encouraged to ask questions to ensure 

understanding of the rules and responsibilities under the program. Customers are asked to 

sign the Opportunities and Obligations form attesting to their understanding and agreement 

to comply with the rules as set forth in the document. All future written correspondence 

includes an Opportunities and Obligations Form for their records. 

 

Grievances and Hearings (V.G.8.c.4 a, b, and d) 

1. Describe the steps a customer must take to file a local grievance. 

 

Response: Customers are provided copies of the local grievance procedures during the 

work registration process. The procedures are explained and customers are asked to sign 

their agreement & understanding. If a customer using any workforce program operated 

within the WORKFORCE plus offices experiences a problem which arises in connection 

with workforce programs, the customer is asked to submit a formal written grievance to 

WORKFORCE plus within 180 days of the occurrence. The contact person to receive the 

grievance is the service provider’s Director of Operations. An attempt will be made to clear 

up the matter informally within 10 working days. If the grievance is not cleared up 

informally, a hearing shall be held and a decision shall be rendered by the CEO within 60 

days from the receipt of the grievance. The customer is notified of the date and location for 

the hearing as well as the process that will be followed. If the customer is not satisfied with 

the decision of the hearing or do not receive a hearing within the specified timeframe, the 

customer may appeal to DEO’s Office of General Counsel. 

 

2. Describe the steps a customer must take to request supervisory review of actions taken on 

their case 

 

Response: A customer may request a supervisory review of actions taken regarding their 

case at any time. Customers may provide the request in person, by phone, email or letter. 
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Customers may submit the request through the Customer Service Specialist, Office 

Manager, Career Specialist, other staff member, or other applicable means. Once the request 

is made, the Supervisor will conduct a review of the customer’s electronic/hard copy case 

file, interview the assisting Career Specialist and customer in order to familiarize themselves 

with the case, and review applicable procedures and policies. The supervisor’s role in this 

process is to determine if the  Career Specialist followed local policies and if the customer 

has a basis for their concern. The Supervisor will conduct an unbiased review of the case. If 

it is determined  the Career Specialist did not follow local policy, the  Career Specialist will 

be counseled and required to make corrections as necessary. If it is determined  the Career 

Specialist followed policy, the supervisor will convey the results and reiterate the policy to 

the customer and inform the customer of their next steps if they do not feel their concern(s) 

was handled fairly. 

 

3. Describe the RWB’s process for preparing for local Fair Hearings 

 

Response: To prepare for the hearing process, there is a supervisory review of the case for an 

evaluation of actions taken. During the review process, the Supervisor examines the case to 

verify whether all policies and program guidelines were followed. The Welfare Transition 

Career Specialist will adhere to the following procedures in preparation of the hearing: 1) 

Copies of the customer’s case file are to be reproduced. The copies become exhibits during the 

presentation of the case. 2) WT Career Specialist collects all correspondence leading up to the 

penalty request (i.e., request for penalty, etc.) including all correspondence to and from the 

customer.  3) Directives and other written procedures are provided as they represent the basis 

for taking the action. 

 

4. Describe the type of documentation the RWB presents at Local Fair Hearings 

 

Response: Documentation provided during the hearing includes: 1) Copies of case notes and 

other relevant MIS data (screen shots of the JPR screen, support services issued, etc.) to support 

issues of the case. 2) WT Career Specialist collects all correspondence related to the adverse 

action (i.e., request for penalty, etc.) this includes all correspondence to and from the customer.  

3) Directives and other written procedures are provided as they represent the basis for taking 

the action. 

 

5. What program staff is required to attend Local and DCF Administrative Hearings 

 

Response: The Program Manager and/or the Career Specialist assigned to the case  are 

required to attend the hearing, provide documentation and testimony, and participate in the 

hearing process. If neither the Program Manager or assigned Career Specialist are able to 

attend the fair hearing, another  staff member may be designated to attend as dictated in local 

operating procedures. 
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Applicant Services  

1. Describe the types of services that the region provides to applicants. 

 

Response: Applicants may receive a 30-day childcare referral in order to complete the 10-

day work registration process.  In addition, information regarding community resources is 

disseminated.  Applicants are also screened for and provided diversionary services, where 

applicable. During the provision of this service, customers are introduced to employability 

workshops intended to provide the customer information to assist in their gaining 

employment without delay. 

 

2. Describe the process customers must follow to access applicant services (V.G.8.a.1.1)(b –  

 

Response: The first step in completing the work registration process is attending WT 

orientation. In order to assist the customer in completing the work registration process, 

applicants can receive childcare services. The customer must provide verification that they 

have applied for cash assistance. When verification is provided, the customer receives a 30 

day childcare referral with the start date identified as the date they plan to attend the 

orientation. During the work registration process, customers are assessed for diversion 

services. If it is determined that the customer meets the qualifications to receive a diversion 

service,  the Career Specialist will take the necessary steps to assist the customer in applying 

for the services.   

 

3. Describe the region’s Work Registration Process 

 

Response: All applicants that seek public assistance from DCF are directed to a 

WORKFORCE plus office to register for work, unless an exemption is met. Eligibility for 

public assistance (TANF) will not be determined by DCF unless the applicant has first 

registered for work at WORKFORCE plus.  During the work registration process an 

overview of the Welfare Transition Program will be provided to applicants and former 

recipients through verbal discussion, written materials, and visual aids.  Work registration 

services are provided at all WORKFORCE plus Offices.  The “work first” approach will be 

improved through the introduction of early job preparation screening, improved job 

development and job referral services.  These services include one-on-one orientation, 

Florida’s Ready to Work credentialing, resume writing workshops, labor market 

information, and individualized job search assistance. The maximum duration of these 

activities will not exceed five (5) days and can be accomplished in a shorter time frame. All 

completed work registration activities will be entered into the state’s MIS system. All 

customers referred to the Welfare Transition Program will attend an orientation scheduled 

on designated days and times, and conducted by the One Stop service provider staff.  

Orientation will take place during the eligibility and work registration process.  In addition 
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to the legal requirement regarding participation and time limits, orientation will be 

expanded to include discussion of the grievance process, application of anti-discrimination 

laws, access to labor market information, work opportunities, child care and other support 

service options. In addition, helpful information about community and other resources will 

be disseminated. 

 

Applicants who disclose limitations for completing the work registration process are 

instructed to submit supporting documentation. The documentation is reviewed and a 

determination is made as to whether the customer meets an exemption from completing the 

work registration process or not. Applicants are given ample opportunity to disclose any 

existing impediments prior to and after orientation. All applicants who complete the 

program orientation will acknowledge through their signature that they have been 

informed of all the subjects listed above. This documentation is retained in the applicant’s 

file and described in a case note in the Management Information System (MIS) system. After 

program orientation, depending upon customer disclosures, the Career Specialist completes 

the intake and assessment process for applicants in order to identify formal and informal 

service needs including diversion services and referrals to other programs. 

 

4. Describe the types of activities in which applicants are engaged to satisfy the work 

registration requirements  

 

Response: WORKFORCE plus’ work registration process consists of: 1) Program orientation 

(an overview of the program requirements to include participation, sanctions, childcare, 

support services, grievance procedures, fair hearing procedures and a review of rights 

under applicable federal laws). Additionally, the presentation explains the benefits of 

working for the individual and their family through increased income and decreased 

dependence on public assistance. 2) Workshop Attendance – Customers are required to 

attend Interview Techniques, Dress for Success and Resume Writing Lab to assist in 

preparing them for employment opportunities. 3) Assessments – Applicants are 

administered E-Choices and Ready to Work assessments to determine work readiness and 

career interests. 4) EFM – Applicants must complete a full registration in EFM to include 

building a resume and 5) Follow-Up – Customers return to submit all required 

documentation and complete their work registration process. Providing these basic services 

is intended to enhance the customer’s ability to gain employment and divert them from cash 

assistance. 

 

5. Describe the steps that applicants with limitations must take to be excepted from the work 

registration activities  

 

Response: Applicants who disclose limitations during the work registration process are 

instructed to submit supporting documentation (i.e. medical issues - submit completed 
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medical verification form or letter from physician). Applicants are given ample opportunity 

to disclose any existing impediments prior to and during orientation. The documentation is 

reviewed and a determination is made as to whether the customer meets the exemption 

from completing the work registration process. This documentation is retained in the 

applicant’s file and entered as a case note in the MIS system. 

 

6. Describe how applicants are assessed for cash assistance diversions during the work 

registration process.(V.G.8.a.1.2) 

 

Response: Many applicants do not need ongoing TCA, but due to unexpected 

circumstances or an emergency may require some immediate assistance to secure or retain 

employment.  Immediate needs may include shelter or utility payments, car repairs to 

continue employment, or other services to alleviate the emergency and allow the person to 

focus on obtaining or continuing employment.  These immediate needs may be met through 

Up-Front Diversion. Up-Front diversion is not discussed during work registration unless 

the customer has questions regarding this service. If a question is posed, the customer is 

directed to the Program Manager for a response and possible assistance. Before an applicant 

can receive Up-Front Diversion, the One Stop service provider Career Specialist will 

determine that all requirements of eligibility for diversion services are met.  The process to 

ensure that all requirements of eligibility for diversion services are met  involves: 1) 

Screening the applicant on a case-by-case basis for barriers to obtaining or retaining 

employment.  The screening will identify barriers that, if corrected, would prevent the 

applicant from receiving TCA on a regular basis. 2) Providing assistance to correct barriers 

that may be in the form of assistance in finding employment, cash, vouchers, or in-kind 

benefits. Except for victims of domestic violence, the applicant receiving any up-front 

diversion services must sign an agreement restricting him/her from applying for TCA for 

three months, unless an emergency is demonstrated to the Career Specialist.  Diversion 

payments are made by the Department of Children & Families.  During the three-month 

period of TCA ineligibility, customers may access services with the service provider. 

Participants that receive diversion payments, are eligible to receive childcare services. When 

the service provider determines the family has a demonstrated emergency within the three-

month period, including the month of the cash payment, the family is instructed to reapply 

for TCA.  The provider will note on the AWI 0001 form that the family has demonstrated an 

emergency and can apply for TCA and then forwards the form to DCF.   If approved for 

TCA, the amount of the diversion payment received shall be prorated over an eight-month 

period and deducted from any TCA for which the family is eligible. Applicants who are 

approved for and accept Up-front Diversion services are eligible for transitional child care 

and transportation services for up to two years, as long as they retain their employment, the 

family’s income does not exceed 200% of the federal poverty level and funds are available.   
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7. Describe how applicants are informed of  Up-Front Diversion (UFD) 

 

Response: Up-Front diversion is not discussed during work registration unless the 

customer has questions regarding this service. If a question is posed, the customer is 

directed to the Program Manager for a response and possible assistance. The Career 

Specialist will remain mindful to assess each customer’s situation either during orientation 

or at the work registration follow-up appointment. If it appears that the customer would be 

best served through diversion services, the Career Specialist will discuss the diversion 

services to determine if the customer is interested. If interested and determined eligible, the 

Career Specialist will proceed with the application process as outlined by local guidance. 

 

8. What steps must an applicant take to receive Up-Front Diversion or UFD services 

 

Response: Up-Front diversion is not discussed during work registration unless the 

customer has questions regarding this service. If a question is posed, the customer is 

directed to the Program Manager for a response and possible assistance. Once it has been 

determined the customer may qualify for the Up-Front Diversion, these steps are followed: 

a) Customer must submit a Request for Assistance to the Department of Children & 

Families and be potentially eligible for cash assistance. 

b) Customer is required to provide documentation of unexpected expenses or emergency, 

work history, employment or offer of employment, and ongoing means to meet monthly 

family expenses. 

c) Customer must attend an appointment with the Career Specialist to complete the 

required paperwork to apply for the diversion payment/service.  

 

9. Describe the process for entering work registration information into the data entry system 

 

Response:  The Career Specialist will complete the following steps during the work 

registration process: 1) Collect documentation to demonstrate referral from DCF to complete 

the work registration process. 2) Record the date the customer began the work registration 

process in the State MIS and retain documentation in the customer’s case file. 3) Reopen the 

customer’s electronic case or build an electronic case in the MIS. 4) Case note the start of the 

work registration process and detail steps provided to the customer. 5) Enter all activities 

and services in the MIS. 6) Enter case notes in MIS and Employ Florida Marketplace upon 

completion of required workshops, assessments, registration, follow-up and completion of 

process, once all steps have been concluded. 7) Close out activities/MIS case upon 

completion of work registration process. 8) Update DCF’s MIS to alert their staff that the 

customer has completed work registration and to begin the case review for approval/denial 

of cash benefits. 
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10. Describe the process for entering  work registration completion into the data entry system 

(V.G.8.a.1.3.a) 

 

Response: Upon completion of the work registration process, the Career Specialist will 

ensure that all activities and services have been entered, case noted and closed (as 

applicable) in the corresponding MIS (OSST/EFM) systems.  The Career Specialist will also 

update DCF’s MIS with a case note alerting DCF staff that the customer has completed the 

work registration process. Once the notification is received by DCF, the process of 

determining whether the customer has met eligibility requirements for the approval of cash 

benefits will begin. 

 

11. Describe any work registration promising practices.  A promising practice can be defined as 

processes that increase and encourage program efficiency, eliminates duplication, and/or 

streamlines processes and services. 

 

Response: To streamline the process of notifying the Department of Children & Families 

(DCF) of work registration completions, the Career Specialist case notes the DCF MIS 

instead of faxing a signed Work Activity Referral form. Implementing this step has allowed 

DCF to process TANF applications in a more timely fashion. Additionally, through 

quarterly meetings with DCF management, the Program Manager is provided with direct 

contacts that can assist in correcting issues, documenting employment/income, and 

imposing sanctions. This practice has proven fruitful for customers, the Career Specialist 

and DCF alike. 

 

12. Describe how applicants are informed of relocation assistance 

 

Response: During orientation, the Career Specialist or other designated person reviews the 

Opportunities and Obligations form with customers to ensure understanding prior to 

signatures. The Opportunities and Obligations form includes a statement that each customer 

has the opportunity to request assistance with relocation. If the customer is interested in 

receiving this service or has additional questions, the Career Specialist counsels the 

customer on their current situation to determine if relocation assistance is warranted. If 

warranted, the Career Specialist will provide the customer with the required steps to 

complete the process for approval. 

 

13. What steps must an applicant take to receive relocation assistance? 

 

Response: Customers interested in receiving relocation assistance will complete the 

following steps. 

 Demonstrate a need for relocation and a contributing factor to achieve self- sufficiency 

as a result of the relocation (provide supporting documentation). 
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 Demonstrate potential eligibility for cash assistance (apply for assistance). 

 Make a request for relocation assistance to a Career Specialist either verbally or in 

writing. 

 Provide written estimates for relocation expenses and employment related costs. 

 Attest that funds will be expended for relocation and be prepared to meet future 

expenses without relying on TCA. 

 If relocation is due to domestic violence, participate in the creation of a safety plan. 

 Complete all necessary documents for approval of relocation assistance. 

 If approved for assistance, provide valid contact information to allow follow-up by the 

Career Specialist. 

 

14. What is the region’s maximum allowable payment for Relocation Assistance 

 

Response: The relocation assistance payment amount is determined by the Career Specialist 

and is based on the estimated relocation budget not to exceed the maximum allowable 

payment of $2,000. 

 

Mandatory Services (V.G.11.a.1.c i and ii) (V.G.11.a.2 a and b) 

1. Describe how a participant’s prior work history, skills, and employability are assessed 

 

Response: The assessment process begins for the applicant during the work registration 

process. Areas to consider during the assessment process include work history, skills, 

education, and training. WORKFORCE plus employs formal as well as informal methods to 

determine the applicant’s skills and employability. During the work registration process, the 

applicant is required to complete the Initial Intake and Assessment form, E-Choices, and 

Ready to Work. When the applicant transitions to a mandatory case and attends their first 

appointment with the Career Specialist, the results of each assessment are reviewed to 

determine their readiness for work.   

 

2. What tool does the RWB use to conduct the initial assessment 

 

Response: WORKFORCE plus has created an internal initial assessment tool used to 

conduct the initial assessment of the customer’s employability, skills and prior work history. 

(Please see attachment) 

 

3. When is the initial assessment initiated and conducted? 

 

Response: The initial assessment is conducted within 30 days of receiving a referral from 

Department of Children & Families (DCF). The initial assessment includes a review of the 

customer’s goals, barriers, need for support services and the Initial Intake and Assessment 

form that was completed during the work registration process. The Initial Intake and 
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Assessment form is reviewed with the customer to determine if updates are required. If 

updates are needed, the changes will be recorded by the Career Specialist. The Career 

Specialist and customer will sign and date the updated intake form confirming the changes. 

Based on the responses provided during the initial assessment, the customer will be 

assigned to an activity that relates to their career goals. Support services will also be offered 

to assist in customer participation. 

 

4. If the initial assessment is conducted during the work registration process, describe how the 

information is reviewed, updated, and used once the participant becomes mandatory? 

 

Response: The initial assessment is conducted within 30 days of receiving a referral from 

Department of Children & Families (DCF). The initial assessment includes a review of the 

customer’s goals, barriers, need for support services and the Initial Intake and Assessment 

form that was completed during the work registration process. The Initial Intake and 

Assessment form is reviewed with the customer to determine if updates are required. If 

updates are needed, the changes will be recorded by the Career Specialist. The Career 

Specialist and customer will sign and date the updated intake form confirming the changes. 

Based on the responses provided during the initial assessment, the customer will be 

assigned to an activity that relates to their career goals. Support services will also be offered 

to assist in customer participation. Every customer is scheduled an appointment to meet 

with a Career Specialist and complete the initial assessment; however, there are instances 

when a customer is not able to attend the preliminary initial assessment appointment and a 

rescheduled appointment would not likely be conducted within the 30 day required 

timeframe. Customers can be rescheduled for good cause if they cannot attend the 

appointment. For this reason, other methods may be used to ensure compliance such as 

conducting the initial assessment via telephone. The following are instances where a 

telephonic assessment would be applicable: medical, domestic violence, and failure with 

good cause.  The Career Specialist will review the case with the Program Manager to ensure 

that the extenuating circumstance and documentation justifies a telephonic appointment. 

Upon completion of the telephonic assessment, the Career Specialist will send the customer 

the Initial Intake and Assessment form for their signature to be returned by a set deadline. 

Once the signed intake form is received, the Career Specialist must sign the form and ensure 

the date used to close out the assessment activity coincides with the date they signed the 

completed form.  The Career Specialist will ensure the initial assessment is documented in 

their case notes and that a copy placed in their hard file. Acceptable methods for delivery of 

documents to the customer are mailing, emailing or faxing. Customers may submit signed 

documents by mail, email, and fax or by having a designated person drop the documents 

off.  
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5. Describe the process of developing an IRP in conjunction with the mandatory participant 

 

Response: The procedure for developing Individual Responsibility Plan (IRP), 

Employability Development Plan (EDP) and Individual Service Strategies (ISS) begins with 

the initial assessment between the Career Specialist and the customer. During the 

assessment process the Career Specialist will develop a plan to include at a minimum: career 

goals, objectives, services to overcome barriers, education levels, and steps for self-

sufficiency. Completing a plan during the initial interview with a customer allows the 

Career Specialist the opportunity to assess and identify the customer’s needs. The creation 

of a plan provides a roadmap the customer can use to work toward self sufficiency. The 

plans will be reviewed and updated at each appointment to correspond with the attainment 

or development of  new goals. Updates to the plan can include steps to self sufficiency, 

activities, goals, and the need for support services. Any changes to the plan will require the 

signature of the customer and Career Specialist. All information is captured in the MIS.  The 

customer is provided a copy and a print out of the IRP is placed in the customer’s hard copy 

file.  WORKFORCE plus utilizes a locally developed tool in addition to the MIS generated 

IRP. The locally developed tool is used in the event there are system outages which prevent 

the Career Specialist from utilizing the MIS generated IRP. 

 

6. Describe how often the steps to self-sufficiency are updated and signed by the program 

participant and program staff 

 

Response: Customers are required to meet with a Career Specialist every two weeks and the 

steps are updated at each visit.   

 

7. Describe the types of services provided to mandatory participants. 

 

Response: The following support services may be provided to enable Welfare Transition 

customers to comply with program requirements, contingent upon the availability of funds: 

1) Transportation Assistance 2) Ancillary expenses (i.e., books, tools, uniforms) 3) Education 

and/or training related fees 4) Childcare assistance. 

 

8. Describe how the region provides support services to mandatory participants 

 

Response: The following describes how the region provides support services to mandatory 

customers: 1) Transportation is issued bi-weekly - maximum $40 per month 2) Childcare is 

provided by Early Learning Coalition.  The Career Specialist provides referrals covering 

three months of care every 90 days as long as the customer is satisfactorily participating and 

is not deferred; 3) Clothing (uniforms) - based on need, customers have a $1000 annual 

supportive services limit which includes costs associated with transportation and ancillary 

expenses such as books, tools, uniforms, etc. 4) Training - Training amounts are based on a 
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tiered system that supports placement after training. The maximum that a customer can 

receive for training is $10,000.    

 

9. Describe how mandatory participants are informed of relocation assistance 

 

Response: The Opportunities and Obligations form includes a statement that each customer 

has the opportunity to request assistance with relocation. If the customer is interested in 

receiving this service, or has additional questions, the Career Specialist counsels the 

customer on their current situation to determine if relocation assistance is warranted. 

Additionally, customers are advised of the availability of the relocation service if a situation 

arises that warrants relocation. If warranted, the Career Specialist will provide the customer 

with their next steps to complete the process for approval. 

 

10. Describe the steps that must be taken by mandatory participants to receive relocation 

assistance 

 

Response: Customers interested in receiving relocation assistance will complete the 

following steps. 

 Demonstrate a need for relocation and a contributing factor to achieve self-sufficiency as 

a result of the relocation (provide supporting documentation). 

 Demonstrate potential eligibility for cash assistance (apply for assistance). 

 Make a request for relocation assistance to a Career Specialist either verbally or in 

writing. 

 Provide written estimates for relocation expenses and employment related costs. 

 Attest that funds will be expended for relocation and be prepared to meet future 

expenses without relying on TCA. 

 If relocation is due to domestic violence, participate in the creation of a safety plan. 

 Complete all necessary documents for approval of relocation assistance. 

 If approved for assistance, provide valid contact information to allow follow-up by the 

Career Specialist. 

 

11. Describe the process for assigning mandatory participants to work activities. How does the 

region determine the activity in which a participant will be assigned?(V.G.8.b.6), (V.G.8.b.7) 

 

Response: The information obtained during the initial assessment should be used to 

establish the countable work activity most suitable for the customer, meeting both the needs 

of the customer and program requirements.  WORKFORCE plus’ policy states a customer 

will not be assigned an activity prior to an assessment of the customer’s skills, work history, 

employability and career goals. Once the assessment has been completed, the Career 

Specialist, in conjunction with the customer, will determine which activity will assist the 

customer in reaching their employment/educational goals and lead to self-sufficiency for 
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their families.  The Career Specialist will also consider the customer’s barriers when 

assigning an activity to avoid placing an additional burden that will negatively affect the 

customer’s ability to participate as directed. 

 

12. Describe how the RWB will document actual participation hours 

 

Response: WORKFORCE plus’ established policies and procedures direct the Career 

Specialist to enter participation hours after they have received suitable documentation of 

participation.   The Career Specialist will make certain that all appropriate signatures are 

affixed to the documentation and verify the calculation of hours prior to entering 

participation hours in the Job Participation Rate (JPR) screen in the MIS.  The Career 

Specialist will also document the entry of hours through the comments section in the JPR 

screen as well as in case notes. 

 

13. Describe how the RWB will ensure that documentation to support hours in unpaid work 

activities is collected at a minimum of every two weeks  

 

Response: WORKFORCE plus will ensure that documentation for all activities are collected 

in a timely manner. Below are the processes that are involved in documenting activities.  

 JPRs are completed by the Career Specialists no less than bi-weekly to ensure required 

hours are recorded within the timeframes set by the MIS and Department of Economic 

Opportunity. In most instances, the Career Specialist instructs the customer to submit 

documentation at the beginning of each week via E-Fax services. This helps the Career 

Specialist to discern whether a customer is non-compliant in a more timely fashion. 

 Documentation that supports the JPRs are entered into the MIS and filed in the customer 

hard copy file when received.  

 

14. How does the RWB ensure that documentation is collected prior to entering Job 

Participation Rate (JPR) hours in the data entry system (V.G.8.b.4)(a and d) 

 

Response: WORKFORCE plus’ policy states that documentation to support hours in work 

activities must be collected before entering Job Participation Rate data in the MIS.  The 

Career Specialist is trained on this policy by the Program Manager and training/quality 

assurance staff as needed.  They are also referred to training provided by the Department of 

Economic Opportunity or other relevant sources at the first opportunity.  The Program 

Manager and Quality Assurance staff provides training updates on a bi-annual basis or 

whenever there is a policy change or a need for refresher training.  Training is also provided 

to staff at the conclusion of program monitoring by the Regional Workforce Board, State or 

Federal staff, or if trends in errors are detected by internal monitoring staff.  WORKFORCE 

plus conducts ongoing system reviews, desk reviews and on-site quality assurance reviews, 

and provides continuous written feedback to the service provider’s management staff with 
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recommendations for improvement. Additionally, WORKFORCE plus requires that Career 

Specialists participate in ongoing training that is documented and maintained by the Board 

to ensure continuous staff development. 

 

15. How does the RWB ensure that program participants are not assigned to more than 40 

hours per week in work activities  

 

Response: To ensure that WORKFORCE plus is in compliance with federal regulations, the 

following processes are in place regarding the engagement of work activities. Work 

Activities cannot exceed more than a maximum of 40 hours per week. Exception: If 

employed, assign initial hours according to the employment verification. Hours may be 

adjusted to reflect the average of two (2) pay stubs when the assigned hours are not being 

met according to employment verification information. Community Service and Work 

Experience hours are assigned according to the benefit calculation (i.e. cash plus food 

stamps divided by the higher of the state or federal minimum wage divided by the number 

of weeks in a month equal the maximum hours that can be completed). 

 

16. Describe how the RWB will ensure that unpaid work activities are supervised no less than 

daily by a designated responsible party (V.G.8.b.3.c) 

 

Response: Regardless of the assigned activity, any hours entered on the JPR screen must 

have been supervised by a designated responsible party (site supervisor or designated 

signee, instructor, lab assistant, resource room attendant, workshop facilitator, employer, 

etc). Without appropriate signatures verifying the hours completed, hours are not 

considered valid for participation in the Welfare Transition program. In instances where 

supervision is questionable, staff will contact the designated party to verify the completion 

of hours. 

 

17. Describe how daily supervision is documented for “on-site” job searches  

 

Response: Customers have the opportunity to perform job search in the One-Stop Career 

Centers and can receive supervision via the Resource Room staff. Customers will receive 

credit for hours (hour for hour) spent participating in the activity. 

 

18. Describe how daily supervision is documented for “off-site” job searches  (V.G.8.b.2) 

 

Response: Job Search performed without supervision (at the employer’s job site) is not an 

allowable activity for WT customers in Region 5. 

 

19. Describe how the RWB informs participants of their responsibilities.  (V.G.8.b.1)(e and f)  

Including the responsibility to: 
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 Work in conjunction with program and career center staff 

 Participate in assigned activities 

 Document and submit participation hours 

 Report employment 

 Accept suitable employment 

 Remain employed 

 Report good cause reasons for failure to participate immediately 

                           

Response: During the orientation and follow-up appointments, customers are informed of 

their responsibilities while participating under the Welfare Transition program. Customer 

responsibilities while participating in the WT program include: 1) working in conjunction 

with the Career Specialist 2) participating in assigned activities 3) documenting hours of 

participation and submitting verification to the Career Specialist 4) reporting employment in 

a timely manner and 5) providing good cause for failure to participate, if applicable.  These 

responsibilities are previously identified in the orientation at which time the customer signs 

a form verifying that they understand their rights as explained. At each appointment, the 

customer is provided a copy of the Rights & Responsibilities form for their records. 

Customers are informed that failure to adhere to the stated responsibilities could be 

considered non-compliance and grounds for the initiating the pre-penalty process. 

 

20. Provide the local definition for Good Cause for failure to participate or comply with 

program requirements 

 

Response: All good cause reasons must be substantiated with supporting documentation. 

The following are considered good cause reasons for failure to participate or to comply with 

program requirements:  

 Child Care – inability to obtain childcare for reasons that are outside of the customer’s 

control 

 Domestic Violence 

 Medical Incapacity 

 Outpatient Mental Health and/or Substance Abuse Treatment 

 Medical Incapacity by Applicants of SSI or SSDI 

 Circumstances Beyond Control – includes caring for a disabled family member, family 

emergency of a family member, hospitalization, natural disaster, mechanical problems 

with only available vehicle/inability to use public transportation, court appearance, 

voluntarily quitting job due to sexual harassment, discrimination and/or employer’s 

failure to pay, or death of a family member (child, parent, non-custodial parent or 

another blood relative) 
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21. Describe the steps that a participant with Good Cause must take to be excused from or 

rescheduled for an activity  

 

Response: The customer is responsible for notifying the Career Specialist of their inability to 

participate in the assigned activity or attend a scheduled appointment. If notification cannot 

be provided prior to the failure, it is the program’s expectation that the customer make 

contact as soon as the opportunity presents itself.  The Career Specialist will initiate the pre-

penalty process if there is no contact from the customer. During the pre-penalty process, the 

customer should contact the Career Specialist and provide their justification for failure to 

participate. If the reason for failure falls within the local definition of “good cause”, the 

Career Specialist will advise the customer to submit supporting documentation to avoid 

adverse action. The customer will have 10 days to provide the documentation, but will be 

advised to submit documentation as soon as possible and resume participation, if good 

cause reason was temporary. 

 

22. When must a participant submit documentation to support Good Cause?(V.G.8.b.2) 

 

Response: The customer must submit documentation to support good cause as soon as 

possible. Failure to at least submit documentation within the 10 day counseling period 

could result in the sanction being requested. If the sanction is requested, the customer may 

submit their good cause documentation at any time to have the case reviewed for good 

cause and removal of the sanction. 

 

23. What documentation does the region require to support missed activities due to good cause 

(V.G.8.b.3) 

 

Response: To demonstrate good cause, the customer will be responsible for submitting the 

following documentation, where applicable: 

 Child Care – inability to obtain childcare for reasons that are outside of the customer’s 

control (school attendance records) 

 Domestic Violence (police report or customer statement) 

 Medical Incapacity (hospital documentation, doctor excuse, medical verification form, 

doctor statement on company letterhead with the original signature or doctor/hospital 

bill detailing the dates of treatment) 

 Outpatient Mental Health and/or Substance Abuse Treatment (copy of release papers 

detailing the dates of treatment) 

 Medical Incapacity by Applicants of SSI or SSDI (hospital documentation, doctor excuse, 

medical verification form, doctor statement on company letterhead with the original 

signature or doctor/hospital bill detailing the dates of treatment) 

 Circumstances Beyond Control – includes caring for a disabled family member, family 

emergency of a family member, hospitalization, natural disaster, mechanical problems 
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with only available vehicle/inability to use public transportation, court appearance, 

voluntarily quitting job due to sexual harassment, discrimination and/or employer’s 

failure to pay, or death of a family member (child, parent, non-custodial parent or 

another blood relative). Documentation could include car repair bills, police reports, fire 

reports, obituaries, newspaper articles, etc. 

 

24. Define and describe each of the following activities as they exist in your region: 

 Unsubsidized Employment 

 Subsidized Employment (Public) 

 Subsidized Employment (Private) 

 On-The-Job Training 

 Work Experience 

 Community Service 

 How does the region ensure that community service worksites are conducted at not-for-

profit agencies and are for the benefit of the community  

 Job Search & Job Readiness 

 Vocational Education 

 Job Skills Training Directly Related to Employment 

 Education Directly Related to Employment 

 Satisfactory Attendance in Secondary School 

 Providing Childcare 

 

Response: Employment is the ultimate goal of the Welfare Transition program to assist 

families in moving from public assistance to self-sufficiency. Employment can be considered 

unsubsidized (not receiving a subsidy from TANF or any other source) or unsubsidized 

(receiving a subsidy from TANF or another source). Unsubsidized employment may 

include, but is not limited to, domestic work and childcare, and it may also include 

individuals that receive benefits for services rendered (i.e. rent). In order to earn 

participation credit for hours of self-employment, a customer must provide documentation 

that includes, but is not limited to, gross income obtained minus business expenditures as 

substantiated by copies of record of business expenses, invoices for services rendered, or 

receipt for payment of services. Using the documentation, the Career Specialist will 

calculate the number of hours worked per week.  Gross income minus business expenses is 

divided by the applicable minimum wage. Example: Gross income = $300.00 – business 

expenses = $75.00 / minimum wage = $7.31 total = 31 hours. To ensure engagement, 

documentation such as Employment Verification, MSFW Verification of Earned Income, pay 

stub (must indicate hours and wages), signed time sheets, record of business expenses (self-

employed), invoice, receipt of payment, copy of check (must indicate hours and wages), or 

letter from consumer (must indicate hours and wages) can be submitted. Subsidized 

employment can be public or private, depending on the source of the funds used.  
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In order to ensure engagement, documentation such as employment verification, pay stub 

(must indicate hours and wages), or signed timesheets could be submitted. Employment 

verifications must include the contact information such as the employer’s name; date 

contacted, phone number, employee work days/hours, wage rate, employment start date, 

and the name of the staff person who verified the employment/hours must be authorized 

on the worksite agreement. For subsidized employment, signed timesheets can be used to 

document engagement. Timesheets must have daily signatures from the supervisor. 

Additionally, documentation will have no white out or un-initialed strikethroughs. The 

Career Specialist will maintain regular communication with work site supervisor. The hours 

will be documented in each customer’s hard file and in the MIS system. 

OJT sites and agreements for all participants enrolled in workforce programs at 

WORKFORCE plus are developed as the Business Services Unit identifies and markets to 

potential OJT employer partners.  OJT is formalized using a written agreement with an 

employer in the public, private non - profit, or private sector.  Under the OJT agreement, 

occupational training is provided for customers in exchange for the reimbursement of up to 

50 percent of the wage rate to compensate for the employer’s costs.  WORKFORCE plus has 

a process in place to ensure that agreements are not developed with employers who have 

previously exhibited a pattern of failing to provide OJT participants with continued long-

term employment with wages, benefits, and working conditions that are equal to those 

provided to regular employees who have worked a similar length of time and are doing the 

same type of work.  The length of the OJT agreement is limited to the period of time 

required for a customer to become proficient in the occupation for which the training is 

being provided. WORKFORCE plus will ensure the WT customer is supervised by making 

contact with designated staff to ensure progress is being made.  Documentation to support 

hours of participation will be signed by the employer’s designated supervising staff and will 

be collected, at a minimum, every week. The documentation will be secured in the 

customer’s file and the JPR screen will be updated accordingly. A case note will also 

accompany the hours of participation that has been documented in the file and in OSST. 

 

Work Experience agreements are developed with agencies that can provide an opportunity 

for WT customers to gain workplace skills. The agencies are considered for-profit. These 

agencies work with a customer on a temporary basis to provide training in work etiquette 

and basic job skills.  The Job Developer meets with for-profit agencies to explain the 

program and its benefits, and determine whether or not the agency wishes to enter into a 

relationship with WORKFORCE plus to serve as a work experience site for the WT program. 

If the agency wishes to participate, they must enter into an agreement with WORKFORCE 

plus by signing the Work Experience agreement.   

 

Customers become engaged through formal and informal assessments of the customer’s 

employability skills and career goals.  Once the Career Specialist determines their readiness 
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for work and work experience, they are assigned to worksites that best meet their needs and 

the needs of employers.  The customer is then given a work experience contract and referred 

to the site to begin engagement. The contract should be signed by the site supervisor and the 

customer and returned to the Career Specialist at their follow up appointment. Evaluation of 

the customer by the worksite supervisor will occur in 90 day intervals to ensure the 

customer is obtaining skills and to re-determine their readiness for work.  The worksite has 

a designated party responsible for daily supervision and completing customer’s timesheet.  

The name of the supervising staff responsible for verifying the employment/hours must be 

listed as an authorized signer on the worksite agreement. These timesheets are submitted to 

and reviewed by the Career Specialists for accuracy and validity on a weekly or bi-weekly 

basis. Additionally, documentation will have no white out or un-initialed strikethroughs. 

Hours of participation are documented in the MIS from documentation such as CWEP 

timesheet, telephone verification form and worksite timesheets/print outs submitted by the 

site supervisor. Each site will be evaluated no less than annually to ensure quality regarding 

appropriate customer placements and the quality of the placement site.   To protect the 

employer’s current staff, as part of the Work Experience Work-Site agreement, the agency 

must agree not to displace current employees and replace them with a volunteer. 

 

Community Service agreements are developed with agencies that can provide an 

opportunity for WT customers to gain workplace skills. The agencies are public or not for 

profit. These agencies work with a customer on a temporary basis to provide training in 

work etiquette and basic job skills.  The Job Developer meets with not-for-profit and public 

organizations to explain the program and its benefits, and determine whether or not the 

agency wishes to enter into a relationship with WORKFORCE plus to provide community 

service work experience. If the agency wishes to participate they enter into an agreement 

with the RWB by signing the Community Work Experience agreement.  Customers become 

engaged through formal and informal assessments of the customer’s employability skills 

and career goals.  Once the Career Specialist determines their readiness for work and work 

experience, they are assigned to worksites that best meet their needs and the needs of 

employers.  The customer is then given a Work Experience agreement and referred to the 

site to begin engagement. The contract should be signed by the site supervisor and the 

customer and returned to the Career Specialist at their follow up appointment. Evaluation of 

the customer by the worksite supervisor will occur at 90 day intervals to ensure that the 

customer is obtaining valuable skills and to re-determine their readiness for work.  The 

worksite has a designated party responsible for daily supervision and completing 

customer’s timesheet.  The name of the supervising staff responsible for verifying the 

employment/hours must be listed as an authorized signer on the worksite agreement. 

These timesheets are submitted to and reviewed by the Career Specialists for accuracy and 

validity on a weekly or bi-weekly basis. Additionally, documentation will have no white out 

or un-initialed strikethroughs. Hours of participation are documented in the MIS based on 

documentation such as CWEP timesheet, Telephone Verification Form and worksite 
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timesheets/print outs submitted by the site supervisor. Each site will be evaluated no less 

than yearly to ensure quality regarding appropriate customer placements and the quality of 

the placement site.   To protect the employer’s current staff, as part of the Community 

Service Work-Site Agreement, the agency agrees not to displace current employees and 

replace them with a volunteer. 

 

Job Search/Job Readiness is a core activity. Customers participating in the Job Search/Job 

Readiness activity are actively seeking employment or acquiring job seeking skills. This 

activity may also include life skills training, substance abuse/mental health treatment or 

rehabilitation activities. Job Search performed without supervision (at the employer’s job 

site) is not an allowable activity for WORKFORCE plus. Customers have the opportunity to 

perform job search in the One-Stop Career Centers and can receive supervision via the 

Resource Room staff. Customers will receive credit for hours (hour for hour) spent 

participating in the activity. The Job Readiness (5 Steps to Rapid Employment) component is 

designed to improve an individual’s job seeking and retention skills, and provide support 

for job-seeking activities. Customers will receive credit for hours spent (hour for hour) 

participating in the activity. The following activities are acceptable as in-house job 

readiness: workshops, resource room, in-house job fairs, class hours, or other career center 

activities. Each customer engaged in a job search activity must sign in prior to being 

engaged in any activities and will also be required to sign out with the designated staff 

person in order to receive credit for their participation. Additionally, documentation must 

not have white out or un-initialed strikethroughs. The hours completed will be documented 

in each customer’s hard file and in the MIS system.  

 

Vocational Education is education provided through Florida’s Vocational/Technical centers, 

colleges, and universities to prepare customers for employment in current or emerging 

occupations. Vocational Education can lead to AA/AS, advanced degrees or certificates. 

Customers are required to provide proof of enrollment / class schedule. A daily attendance 

time sheet must be completed and signed by the instructor of the educational institution 

verifying the customer’s engagement in this activity. Documentation is collected no less 

than biweekly and maintained in the customer’s case file to validate the hours entered in the 

OSST JPR screen. Additionally, documentation must not have white out or un-initialed 

strikethroughs. Unsupervised/supervised homework time can be counted for each hour of 

class time. Hours completing supervised homework are allowable if the hours of 

participation can be documented through supervision. Total homework time counted for 

participation will not exceed the hours required or advised by a particular educational 

program. If the customer participates in online classes, and the educational institution 

records the amount of time spent in the on-line based classroom, a print out of hours 

completed can also be used. Customers in this activity will be required to document 

schedules and course requirements by providing class schedules and syllabi at the 

beginning of each semester. This activity is time-limited and can count towards 
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participation as a stand-alone activity for 12 months. After being in this activity for a year, 

the customer can continue to receive credit towards participation but must be assigned to 

another Core activity. At this point, Vocational Education transitions to Job Skills Training 

which is a core plus activity. 

 

Job skills training (JST) encompass numerous areas intended to increase job-hunting success 

and job retention.  This work activity is defined as education or training for job skills 

required by an employer to provide an individual with the ability to obtain employment or 

to advance or adapt to the changing demands of the workplace. To ensure that the activity 

aligns with the State Work Verification Plan, the region made the decision to link each 

customer assigned to JST to an open job order therefore making certain the skills gained 

through participation in JST are those deemed necessary by an employer with a true 

vacancy.   The Career Specialist will conduct a job search with the customer. If the customer 

lacks the skills necessary to meet the job order requirement and the completion of JST can 

assist the customer in meeting the minimum qualifications of the job order, then the Career 

Specialist may assign the customer to JST. Once assigned to JST, the Career Specialist will 

enter a case note stating the job order number, the type of activity the customer was 

assigned to, and the skills to be gained through completion of JST.  The Career Specialist 

will also consider whether the customer is otherwise employable. If there are employment 

barriers that would exist even after gaining the necessary skills, the customer may not be a 

good candidate for job skills training. The Career Specialist may need to work with the 

customer to find a resolution for the barriers prior to assigning them to JST. To ensure 

success, the resources for mounting a successful job search are made readily available, i.e., 

job banks, computer software, assistance in completing applications, telephone, fax 

machines, etc.  Computer based programs and written materials are available to provide 

instruction on several employability skills areas.  Individual assistance is also available for 

customers.  This activity also includes job skills and job retention training and services or 

education that leads to a bachelor’s or advanced degree, as long as it is directly related to 

employment.  Career Specialists will collect attendance records on a bi-weekly basis to 

ensure customers are engaged in the activity and are supervised daily. The Career Specialist 

may contact the instructor directly if attendance records are not immediately available to 

verify the customer’s attendance. These records must be signed by an instructor or 

supervisor on a daily basis or every time customers receive job skills training. Additionally, 

documentation must not have white out or un-initialed strikethroughs. Once documentation 

is secured, Career Specialists will enter actual hours reported from attendance records on 

the JPR screen in the MIS system. 

 

If a customer has not received a high school diploma or GED, the customer may receive 

credit for hours they participated in an educational activity related to a specific occupation, 

job or job offer. This includes courses designed to provide the knowledge and skills for 

specific occupations or work settings, but may also include adult basic education and 
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English as a Second Language. Customers are required to provide proof of enrollment / 

class schedule. A daily attendance time sheet must be completed and signed by the 

instructor of the educational institution to verify customers engaged in this activity are 

supervised daily. Documentation is collected no less than biweekly and maintained in the 

customer’s case file to validate the hours entered in the OSST JPR screen. Additionally, 

documentation must not have white out or un-initialed strikethroughs. 

Unsupervised/supervised homework time can be counted for each hour of class time. 

Supervised homework time hours are allowable if the hours of participation can be 

documented through supervision. Total homework time will not exceed the hours required 

or advised by a particular educational program. Customers in this activity will be required 

to prove they have maintained satisfactory progress in order for hours to count towards 

participation. The following is acceptable documentation to prove satisfactory progress: 

TABE scores, Analysis of Student Progress Report; verification of progress (from training 

institution); periodic reassessment scores (at least every six months); certificate or diploma 

(as applicable).  The Career Specialist must receive written verification of progress on a 

quarterly or semester basis or as established by the training institution. Customers must 

receive a periodic (at least every 6 months) reassessment of TABE scores for comparison and 

to be recorded as part of the “good or satisfactory progress” determination. 

 

The core plus activity “Satisfactory Attendance” definition includes regular attendance at a 

secondary school or in a course of study leading to a certificate of general equivalence.  The 

customer will be required to provide their initial assessment scores (TABE) and the school 

enrollment / class schedule to verify enrollment. A daily attendance timesheet must be 

completed and signed by the instructor of the educational institution. Attendance 

documentation must include the customer’s name and signature, course, instructor’s name 

and signature, hours completed and in what timeframe and have no white out or un-

initialed strikethroughs. Attendance documentation must be collected at least bi-weekly and 

is maintained in the case file. Customers in this activity will be required to demonstrate they 

have maintained satisfactory progress in order for hours to count towards participation. The 

following is acceptable documentation to demonstrate satisfactory progress: TABE scores, 

Analysis of Student Progress Report; verification of progress (from training institution); 

periodic reassessment scores (at least every six months); certificate or diploma (as 

applicable).  The Career Specialist must receive written verification of progress on a 

quarterly or semester basis or as established by the training institution. Customers must 

receive a periodic (at least every 6 months) reassessment of TABE scores for comparison and 

to be recorded as part of the “good or satisfactory progress” determination. 

 

The core activity “Providing Childcare” definition includes providing child care services to 

enable another TANF recipient to participate in a community service program. This 

definition does not include providing child care to enable a customer to participate in any of 

the other eleven work activities. The number of hours that is credited to the customer 
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providing the childcare services is based on the number of hours that the Community 

Service customer is scheduled for the Community Service activity. To ensure customers 

engaged in this activity are supervised on a daily basis, participation will be verified 

through documentation of hours using the signed community service timesheet. 

Additionally, documentation will have no white out or un-initialed strikethroughs. The 

name of the staff who verified the employment/hours must be authorized on the worksite 

agreement. Note: Only actual hours during which the customer engaged in community 

service actually attends those community service hours may yield countable hours for the 

customer caring for the children. 

 

25. How does the RWB ensure that local work activities comply with federal and state 

definitions? 

 

Response: Local activities follow the activity definitions provided in the State’s Work 

Verification Plan. If there are questions or concerns regarding  whether an activity is 

permissible, guidance is sought from the Department of Economic Opportunity policy staff. 

 

26. Describe how participants are referred to work sites to begin engagement (V.G.8.b.4) 

 

Response: Customers become engaged through formal and informal assessments of the 

customer’s employability skills and career goals.  Once the Career Specialist determines 

their readiness for work and work experience, they are assigned to worksites that best meet 

their needs and the needs of employers.  The customer is then given a work experience 

agreement and referred to the site to begin engagement. The contract should be signed by 

the site supervisor and the customer and returned to the Career Specialist at their follow up 

appointment. 

 

27. How does the RWB ensure that participants assigned to community service or work 

experience do not exceed the maximum number of hours allowed based on the work site 

calculation (cash assistance plus food stamps divided by the higher of the state or federal minimum 

wage)? 

 

Response: Community Service and Work Experience hours are assigned according to the 

benefit calculation (food stamps divided by the higher of the state or federal minimum wage 

divided by the number of weeks in a month equal the maximum hours that can be 

completed).  The Career Specialist will calculate the maximum hours monthly to ensure 

volunteers are assigned to work experience for the appropriate and allowable number of 

hours. Customers are encouraged to only complete the number of hours they are assigned 

to by the Career Specialist. Customers that complete more hours than requested will be 

counseled. Also, Career Specialists will verify the maximum allowable hours prior to 

entering hours of engagement. 

Attachment #1 
Page 113 of 493

Page 146 of 959 Posted at 9:00 p.m. on September 11, 2012



WORKFORCE plus Region 5 
2012-2016 Regional Workforce Board Strategic & Operating Plan 

Big Bend Jobs & Education Council, Inc. d/b/a WORKFORCE plus – Region 5 
Page 114 of 166 

28. How does the region ensure that current worksite employees are not displaced by program 

participants, including paid vacancies for which the employer will hire?(V.G.8.b.9)(a – e) 

 

Response: To protect the employer’s current staff, as part of the Work Experience Work-Site 

agreement, the employer agrees not to displace current employees and replace them with a 

volunteer. 

 

29. If a participant reports limited abilities, what is the process for deferring the participant 

from traditional work activities? Describe the types of activities that may be included in a 

participant’s Alternative Plan. 

 

Response: If a customer reports limited abilities, they are provided the required DEO 

medical form with an expected return date, not to exceed two (2) weeks.  The customer is 

expected to return the completed form in order to establish the expected duration of the 

deferral and work limitations. If the customer is not able to have the medical verification 

form completed at that time, the customer may submit a letter from their doctor. The letter 

must be on the company’s letterhead and the Career Specialist must receive the original and 

not a copy. The letter must also answer the questions listed on the medical verification form 

(work limitations, duration of limitations, physician information including license number). 

If the medical information states that the customer can participate in some type of activity, 

the customer will be assigned to an activity that will not exacerbate the current medical 

condition for the number of hours allowed by their doctor. The customer may be deferred 

for a short period of time to allow the customer to have the medical verification form 

completed by their doctor. Based on the duration noted on the completed medical 

verification form, the customer can be deferred for less than 90 days or more than 90 days. 

The MIS system is then updated to reflect information received and the follow-up period is 

noted.  The Career Specialist will contact the customer each month to determine if they are 

still under doctor’s care and whether their condition has changed. If there are no changes, 

and the customer is still not able to participate, the MIS will be updated to continue the 

deferral. Case notes will be entered denoting the reasons for the continuation of the deferral.  

 

The process used to develop an ARP includes: identifying employment possibilities, 

limitation regarding participation in program activities, educational opportunities, date of 

release from doctor care where appropriate, and linkages to other agencies and/or 

programs if it determined that the deferral will be permanent. In addition, there are other 

opportunities created to engage deferred customers by and through home study 

assignments. Dependent upon the length stated in the initial documentation received from 

the physician, customers are provided a follow-up plan outlining program expectations, 

inclusive of dates, for what additional documentation is needed if it appears the customer 

will need an extension beyond the original end date of the deferral. 
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30. Does the region require deferred participants to complete any vocational or other 

assessments? 

 

Response: Clients are given a battery of assessments; the results are reviewed by the 

customer and Career Specialist.  At this point, and through the duration of the case 

management process, customers are continually assessed to determine their need for 

additional services.  For those that need assistance with mental health or substance abuse 

issues, a referral is made to a partner agency that specializes in providing mental health 

services.   

 

31. Describe how the region identifies hidden disabilities, including learning disabilities  

 

Response: Clients are given a battery of assessments; the results are reviewed by the 

customer and Career Specialist.  At this point, and through the duration of the case 

management process, customers are continually assessed to determine their need for 

additional services.  For those that need assistance with mental health/substance abuse 

issues or hidden disabilities, a referral is made to a partner agency that specializes in 

providing the necessary services. 

 

32. What other services are provided to participants who have learning or other hidden 

disabilities? 

 

Response: Welfare Transition customers who have been deferred are provided an array of 

services.  Customers who are deferred for medical reasons may be provided home study 

work readiness curriculum, depending on their limitations. In instances where an 

individual does not have a GED and needs remediation, they are provided a home study 

curriculum geared toward improving their educational level.  Medically deferred 

individuals who are unable to participate at any level will be assisted in the process of 

applying for SSI/SSDI.  Referrals to Vocational Rehabilitation will also be viewed as an 

option in the deferment process.  In all instances the Alternative Responsibility Plan (ARP) 

will serve as a roadmap for customers who have limited abilities.  Individuals who are 

deferred for reasons other than medical will be addressed in the same like manner to insure 

that, when possible, all customers participate.  During the period of deferment individuals 

will be afforded support services that will be prorated to coincide with their level of 

participation. Lastly, the Disability Program Navigator will be engaged in the process to 

ensure deferred customers receive information on any and all services for which they may 

qualify. 

 

Special Populations (V.G.17) (V.G.20.e) 

1. Describe the region’s process for providing workforce services to the following hard-to-

serve populations:  
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 Homeless 

 Ex-Offenders 

 Older Workers 

 Migrant Seasonal Farm Workers 

 Individuals with Disabilities 

 Limited English Proficiency/English as a Second Language (ESL) 

 Refugees 

 Domestic Violence 

 

Response: The process for delivering workforce services to target populations such as 

homeless persons, ex-offenders, farmers, hard-to-serve, individuals with disabilities and 

other target groups is to identify the target populations. The target populations are 

identified by a variety of means which include partner agencies and participating in events 

such as the Veteran Stand Down. Once identified, the target populations are served using 

formula funds in a variety of workforce programs as directed by the customer’s needs.  

 

Describe how the RWB ensures that domestic violence providers/partners are trained and 

competent to provide such services. (V.G.8.c.3) 

 

Response: WORKFORCE plus utilizes partners/providers that are considered subject 

matter experts to assist customers experiencing domestic violence issues. These 

partners/providers have very stringent training guidelines for their staff members. 

 

2. Other than work registration, describe when customers are notified of the opportunity to 

receive domestic violence services and counseling  (V.G.8.c.2.a) 

 

Response: Domestic violence awareness is also included in the curriculum of the 

employability skills/job preparation component.  Additionally, the Career Specialist 

employs an open communication approach to counseling sessions (follow-up appointments) 

to make customers comfortable enough to disclose if there is a domestic violence issue 

present. If an applicant or customer discloses a domestic violence issue, they will be referred 

to the Refuge House for further assistance. A lethality checklist will be completed to 

determine degree of danger for the customer.  Law enforcement will be contacted to offer 

protective assistance, if needed.  WORKFORCE plus will coordinate with the Refuge House 

in determining transportation options that will ensure maximum security for the customer, 

as well as any minor dependents, while participating in program activities.  Law 

enforcement transportation assistance will be requested only if necessary. WORKFORCE 

plus ensures all Career Specialists are competent to deal with domestic violence issues 

through ongoing training. WORKFORCE plus reviews and updates a listing of available 

resources in the community for customer referrals. 
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3. How does the RWB ensure the confidentiality of customers who have reported domestic 

violence? 

 

Response: WORKFORCE plus takes every precaution to ensure the confidentiality of 

program customers who have reported domestic violence. Whenever a customer discloses 

that he/she has a domestic violence issue, the Career Specialist creates a confidential file.  

The files of these customers are kept under lock and key.  No reference is made regarding 

the domestic violence issue in the regular hard copy case file. The local process for handling 

and storage of files containing confidential information is through continuous technical 

assistance and the development of instructional desk guides created for staff.  

 

4. How does the RWB ensure that the customer has a safety plan in place? 

 

Response: Customers who disclose a domestic violence issue are counseled on creating a 

safety plan for their family. The Career Specialist will assist the customer in the creation of 

the plan by integrating the safety plan into their career plan. In some instances, assistance is 

requested from the local domestic violence providers to create a safety plan for extreme 

situations. Provisions are built into local processes to protect the safety of the customer 

under all circumstances. 

 

5. How does the region ensure that the safety plan for customers requesting relocation 

assistance due to domestic violence include a recommendation of relocation from a 

domestic violence professional? 

 

Response: When applicable, the Career Specialist will consult with a domestic violence 

professional regarding the reasonableness of safety plans and relocation of the affected 

customer. 

 

Transitional Services (V.G.20.g) 

1. Describe when and how customers are informed about transitional services 

 

Response: Customers are informed about transitional benefits and services during 

orientation and also by their Career Specialist when they obtain employment. The type, 

amount, and duration of services is discussed. The customer is also provided a transitional 

services letter which outlines the availability of transitional services. 

 

2. Describe the type of services offered to participants whose cash assistance closes with 

earned income 
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Response: The type of services offered to customers whose cash assistance closes with 

earned income are: 1) Transitional Childcare 2) Transportation Assistance 3) Transitional 

Education and Training 4) Work Related Items. 

 

3. Describe how those eligible for transitional services can access them 

 

Response: Customers who lose eligibility for Temporary Cash Assistance (TCA) due to 

earned income or who opt to receive an up-front diversion or severance payment are 

eligible to receive transitional childcare (TCC) for twenty-four (24) consecutive months to 

assist in retaining employment if the family’s income does not exceed 200% of the Federal 

Poverty Level,  if funds are available.  Child care referrals will be generated in 90-day 

increments.  If a customer loses employment due to good cause, they may receive 

transitional childcare for up to 30 calendar days to complete job search activities.  

Transportation assistance will be provided to transitional customers based on two (2) 

qualifying criteria – the period of time the customer has been at transitional status and the 

level of wage the customer is receiving.  This form of assistance will be provided for the 

first three (3) months of the entire 24-month transitional period.  In no instance should a 

customer receive more than $120 in gas cards or twelve (12) bus passes during the entire 

transitional period.  Additionally, a customer may not receive more than $40 in gas cards or 

four (4) bus passes per month.  Customers may receive assistance with work and/or 

training related items for the entire 24-month period if they are earning wages at or below 

200% of the Federal Poverty Level.  The maximum amount a transitional customer may 

receive for work/training related items is $500 per program year.  Customers may receive 

educational training for the 24 month period if they are at or below 200 % of the Federal 

Poverty Level.  The training must be provided by one of the Workforce Board’s Approved 

Training Providers.  The customer must apply for a Pell Grant prior to being approved for 

the training.  The customer must complete the TABE assessment and pass the suitability 

screening in order to receive the Purchase Order (PO). The PO must be approved by the 

Program Supervisor, the Financial Manager, and WORKFORCE plus prior to issuance to 

the customer or the institution. 

 

4. How long can an eligible transitional customers access transitional support services? 

 

Response: Customers who lose eligibility for Temporary Cash Assistance (TCA) due to 

earned income or who opt to receive an up-front diversion or severance payment are 

eligible to receive transitional childcare (TCC) for twenty-four (24) consecutive months to 

assist with retaining employment if the family’s income does not exceed 200% of the 

Federal Poverty Level, and if funds are available.  Child care referrals will be generated in 

90-day increments.  Transportation assistance will be provided to transitional customers 

based on two (2) qualifying criteria – the period of time the customer has been at 

transitional status and the level of wage the customer is receiving.  This form of assistance 
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will be provided for the first six (6) months of the entire 24-month transitional period.  In 

no instance should a customer receive more than $120 in gas cards or twelve (12) bus 

passes during the entire transitional period.  Additionally, a customer may not receive 

more than $40 in gas cards or four (4) bus passes per month.  Customers may receive 

assistance with work and/or training related items for the entire 24-month period if they 

are earning wages at or below 200% of the Federal Poverty Level.  The maximum amount a 

transitional customer may receive for work/training related items is $500 per program 

year.  Customers may receive educational training for the 24 month period if they are at or 

below 200 % of the Federal Poverty Level.   

 

5. How long does the RWB authorize a childcare referral for transitional customers?  

 

Response: Customers who lose eligibility for Temporary Cash Assistance (TCA) due to 

earned income or who opt to receive an up-front diversion or severance payment are 

eligible to receive transitional childcare (TCC) for twenty-four (24) consecutive months to 

assist with retaining employment if the family’s income does not exceed 200% of the 

Federal Poverty Level, and if funds are available.  Child care referrals will be generated in 

90-day increments. 

 

6. How often does the RWB require a participant receiving transitional childcare to document 

employment? 

 

Response: Childcare referrals are generated for a period of 90 days. At the end of the 90 

days, the customer is required submit documentation to verify continued employment in 

order to receive another 90 day referral for childcare services. This process continues 

throughout the 24 month transitional period as long as the family’s income does not exceed 

200% of the Federal Poverty level and if funds are available. Additionally, during the first 

180 days of employment, the Career Specialist will conduct follow-ups to ensure the 

customer is still employed. The verification may be conducted by telephone, check stubs, 

letter from an employer or in-person visits. 

 

7. How often are transitional participants receiving support services reviewed for eligibility 

(family size, income, household composition, etc.)? 

 

Response: Eligibility for transitional services is conducted each month but no less than 

every 90 days. To receive transportation assistance, the customer must submit proof of 

eligibility for ongoing transportation assistance. If the customer does not qualify for or 

wish to receive transportation assistance, then eligibility is determined at the point the 

customer requests a childcare referral. Every 90 days the customer is required submit 

documentation that verifies continued employment in order to receive childcare services. 

This process continues throughout the 24 month transitional period or as long as the 
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family’s income does not exceed 200% of the Federal Poverty level and if funds are 

available. 

 

8. Describe the educational and training opportunities available to transitional participants 

 

Response: Customers may receive educational training for the 24 month period if they are 

at or below 200 % of the Federal Poverty Level.  The training must be provided by one of 

the WORKFORCE plus’ Approved Training Providers.  The customer must apply for a Pell 

Grant prior to being approved for the training.  The customer must complete the TABE 

assessment and pass the suitability screening in order to receive the requested training. The 

ITA must be approved by the Program Supervisor, the Financial Manager, and 

WORKFORCE plus prior to issuance to the customer or the institution. 

 

9. How does the RWB encourage employment retention and advancement for transitional 

participants? 

 

Response: Once the customer obtains employment, the Career Specialist continues to 

educate the customer on the benefits of gaining employment and remaining employed.  

The Career Specialist discuss available resources and what a customer should do if they 

find themselves in a situation that puts them at risk of losing their job. Customers are 

advised to contact their Career Specialist to  discuss workplace issues prior to quitting to 

talk about how this change will affect the stability of their family. Customers are provided 

transportation assistance for the first six months of employment and childcare for 24 

months as long as they submit verification of continued employment and remain below 

200% of the Federal Poverty Level. Additionally, the Career Specialist advises the customer 

of the availability of transitional educational services to further their education and help 

them become more marketable for promotions with their current employer or in other jobs. 

 

Special Projects (V.G.8.c.5) & (V.G.8.c.5.b) 

1. Describe how the RWB uses TANF funds for any locally developed special projects?  

 

Response: Not Applicable 

 

2. What TANF purpose does the project serve?  

 

Response: Not Applicable 

 

Oversight and Safeguards  

1. Describe safeguards the region has in place to recognize and identify fraud, attempted fraud 

or suspected fraud by program participants? 
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Response: Career Specialists check signatures on submitted documentation (i.e. 

timesheets/worksite contracts) to detect gross differences in the signatures provided each 

month. If forgery is suspected, the Career Specialist will follow up with the site manager 

either by phone or email to verify the completion of hours and signage. Resource Room 

Specialists also observe customer interactions in the resource room, lobby and other areas of 

the building to lessen the opportunities of a customer attempting to commit fraud. If fraud 

is detected, notification will be made to the fraud referral designee. In instances in which the 

act is determined to be in violation of the law, the appropriate law enforcement agency will 

be contacted. 

 

2. Describe safeguards the region has in place to discourage fraud or attempted fraud by 

program participants? 

 

Response:   The Career Specialist is ever visible and watchful of customer actions while 

onsite.  The Career Specialist scrutinizes submitted documentation for forgery and will 

question the customer to clarify suspicions if anything seems awry. 

 

3. What’s the process for reporting program participants (applicants, mandatory, and 

transitional) for fraud or suspected fraud? 

 

Response: All staff has been advised of the internal staff designated to report fraud or 

suspected fraud to the Department of Children and Families (DCF) Public Assistance Fraud 

Unit. An example of fraud could be applying for benefits using another’s personal 

information, not reporting employment, falsifying timesheets, etc. Staff has been advised to 

relay any information regarding fraud or suspected fraud, including the customer’s name, 

reason(s) why fraud/abuse is suspected, and date of the occurrence. Once alerted, the fraud 

referral designees will be responsible for notifying DCF so that an investigation can be 

conducted to determine if fraud has occurred. The fraud referral designees will track all 

situations reported to DCF for investigation through resolution. 

 

4. Describe safeguards the region has in place to recognize and identify fraud, attempted 

fraud, or suspected fraud among program staff? 

 

Response: A sample of the Career Specialist cases are reviewed on a monthly basis to 

include services provided to ensure that services were warranted, provided, and 

documented appropriately. Additionally, gas cards/bus passes are tracked by the 

Supervisor and Administrative Manager. Additionally, a sample is reviewed by Board staff 

each month.  The Career Specialist must submit signed logs and copies of cards to verify the 

intended customer received their support services. Childcare referrals are also reviewed to 

ensure the services were warranted, provided, and documented.  
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5. Describe safeguards the region has in place to discourage fraud or attempted fraud among 

program staff? 

 

Response: The safeguards listed above are in place to discourage staff from attempting 

fraud and/or abuse of the system.  During the on-boarding process, as well as annually, 

staff signs the Code of Business Conduct and Ethics verifying their understanding and 

agreement. This document clearly spells out the consequences of failing to follow the policy 

as written. 

 

6. What’s the process for reporting program staff for fraud, attempted fraud or suspected 

fraud? 

 

Response: If staff suspects fraud, attempted fraud or suspected fraud, their immediate 

supervisor(s) or Chief Executive Officer will be alerted. If the staff member does not feel 

comfortable notifying their supervisor or Chief Executive Officer, notification can be made 

to the Chairperson of the Board. 

 

Individual Developmental Accounts (V.G.8.c.6)(a and b) 

1. Describe the region’s Individual Development Account (IDA) program; specifically identify 

the population served under the IDA project. 

 

Response: Due to limited funding, IDAs will not be established for customers within our 

region.  However, when opportunities present themselves to partner with groups where 

funding is available, every effort will be made to do so. 
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SUPPLEMENTAL NUTRITION ASSISTANCE PROGRAM EMPLOYMENT AND 

TRAINING (SNAP E&T) 

For the SNAP E&T section, please provide short narratives responding to the following 

informational requests. If the RWB has a local operating procedure that meets all required 

elements of the section, the RWB may attach the document and simply refer to the local 

operating procedure. If the RWB does not implement a SNAP E&T program, indicate “does 

not operate a SNAP E&T program.” Please refer to the recently approved SNAP E&T 

Program State Plan as a reference to assist in the preparation of the local plan. If a local policy 

exists which addresses any of the items below, refer to that local policy. Include it as an 

attachment to the local plan. 

1. Describe the local staffing (case management) model used to serve SNAP E&T participants. 

 

Response: The local staffing model includes a Program Manager and Career Specialists to 

serve SNAP customers. The Program Manager provides oversight and direction for the 

SNAP Program. Responsibilities include staff training, supervision, and programmatic and 

process monitoring. The day-to-day operation of the SNAP Program is closely observed by 

the Program Manager to make certain that customers are aware of the opportunities under 

the SNAP program which include training, education, support services, and skill 

development services in order to become self-sufficient.   The interaction of the Program 

Manager is clearly demonstrated through communication with Career Specialists and the 

Department of Children and Families (DCF).  The Program Manager also assists customers 

with needs that are particularly challenging. The Program Manager assists with reviewing 

the eligibility of referred customers to ensure that they are eligible to participate under the 

program.  Other duties include monitoring OSST and customer files, as well as maintenance 

of performance data.   The SNAP staff receives alerts generated by DCF through the One 

Stop Service Tracking System (OSST). They are tasked with managing all activities and 

services for eligible work registrants or Unemployment Compensation recipients aged 16-39 

years of age. Persons aged 40-59 can request to participate in the SNAP program as a 

volunteer and be manually added to OSST if a prior case does not exist.  Case management 

responsibilities include correspondence to volunteers, community outreach to potential 

volunteers not referred by DCF, facilitating orientation, case management appointments, 

assignment of program activities,  monitoring participation, collecting employment 

verifications, OSST data entry, and following correct and timely follow-up procedures. 

    

2. Describe the local procedures for contacting participants after the referral has been received 

from DCF through the overnight interface (FLORIDA to OSST Interface). Include the 

timeframe involved and how this process is documented.  (V.G.9a2) 

 

Response: WORKFORCE plus utilizes the State endorsed system’s automation feature to 

initiate correspondence with volunteers after they are referred. Customers referred to the 

SNAP program through the overnight interface between OSST and FLORIDA are mailed 
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notices for engagement from Department of Economic Opportunity (DEO) within 24 hours. 

OSST is automatically updated to capture the activity by adding services and a case note. 

The system generated notice directs the customer to contact a WORKFORCE plus One Stop 

if they are interested in participating. Customers are provided the schedules for orientation 

& assessment and/or the contact number of a Career Specialist for further questions. Failure 

to participate with the program will trigger OSST to close the volunteer’s case for lack of 

activity if it exceeds 90 days. Prior to the 90th day, fifty customers per Career Specialist are 

contacted via phone or email to attempt re-engagement. If the volunteer is not re-engaged, 

the case will close after the 90th day of inactivity. 

 

3. Describe procedures for notifying the participants of their rights and opportunities while 

participating in the SNAP E&T Program. Include procedures for providing information on 

the Grievance process.  (V.G.9.a.3) 

 

Response: The ACCESS application for Food Stamps notifies those applying for food 

stamps of their responsibilities and opportunities under the SNAP program.  The work 

registrant will be required to confirm that (s)he reviewed the materials before proceeding 

with the application process.  Once the case is referred for participation, the work registrant 

is considered a volunteer of the SNAP program. Volunteers attend orientation and complete 

an assessment over the Internet or by going to a WORKFORCE plus One Stop where their 

Rights and Opportunities are discussed further. In instances where system outages prevent 

the customer from utilizing the automated services, a copy of the Rights and Opportunities 

may be provided for review and signature. A copy of the signed form is provided to the 

volunteer and the original is retained in the hard copy case file. Additionally, throughout 

the SNAP program experience, the volunteer’s agreement to abide by the program 

requirements will be reiterated.  

 

4. What is the local approach for providing orientation and assessment in the SNAP E&T 

program?  Include a description of assessment tools that are used and when assessment is 

conducted. (V.G.9.b.1) 

 

Response: WORKFORCE plus follows the state policy and requires orientation attendance 

for new or reopened referrals if the volunteer has not attended orientation within the last 12 

months. Orientation is also required if there have been significant program changes since 

the volunteer last attended, regardless of the time frame.   Since OSST is automated, 

WORKFORCE plus has opted to utilize the OSST on-line assessment process with further 

assistance being provided to the customers as needed.  During orientation volunteers are 

presented with a locally developed overview of the SNAP E&T program requirements and 

benefits.  Orientation includes discussion of the following: purpose and goals of the 

program, SNAP E&T activities, how to complete the Job Search Report form, Grievance & 

Fair Hearing Procedures, importance of program participation, identifying acceptable forms 
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of participation documentation, transportation reimbursement, education & training,  

employment, labor market information, and services provided by WORKFORCE plus.  The 

orientation materials are presented in an environment that encourages success with staff 

clarifying any issues or addressing questions to ensure that the volunteers fully understand 

the requirements and opportunities.  In addition, volunteers are asked to complete or 

update their EFM registrations during the orientation process. This step affords staff the 

opportunity to begin assisting volunteers with their search to identify employment 

opportunities that they qualify for as well as identify other services needed. All services are 

documented accordingly. 

 

As it relates to assessment, the process consists of gathering information, evaluating 

information, career planning and developing employment goals. Assessment is required 

prior to placement into a component and may be utilized throughout the SNAP experience 

as appropriate. The State endorsed assessment tool will be used to garner initial information 

related to the volunteer’s ability to participate under the program. Furthermore, during the 

initial interview, the educational status, training and work history of the volunteer will be 

discussed. The information collected will assist staff in assigning the volunteer to the 

appropriate activity.  The interview is not complete until the activity has been assigned and 

the volunteer understands the schedule and verification requirements, and a follow-up 

appointment is scheduled.  Note, some assessment activities may be conducted with a 

group of customers and followed-up with one-on-one assessment counseling.   Assessment 

activities are conducted at the One Stop for SNAP E&T volunteers. Available assessment 

tools include academic (T.A.B.E.) and interest inventory, along with other tools that assess 

work readiness and employability.   If determined appropriate, additional tools will be used 

to assist with meeting the needs of the volunteer. 

 

Orientation and assessment are not stand-alone components. They are qualifying activities 

and are considered a component of the initial intake.   WORKFORCE plus counts the 

orientation and assessment as hours of participation when the customer is assigned to a 

SNAP component. 

 

5. Describe the local approach to integrate services for SNAP E&T clients with WIA, Wagner-

Peyser, and other workforce programs available through the One-Stop Career Center.  

(V.G.9.b.1) 

 

Response: WORKFORCE plus developed a process to integrate services and provide cross 

referrals to programs based on the needs of customers. During the assessment process, each 

volunteer will be screened to determine if there are other programs (WIA, WP, etc.) that 

could assist in their goal of becoming employed. Referrals will be made to other 

programs/activities as needed. If referred to other programs for services, the SNAP Career 

Specialist is responsible for following up with the program staff and tracking volunteer 
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participation via OSST. For example, if a volunteer participates with WIA, the WIA Career 

Specialist will be responsible for receiving verification documents. The SNAP Career 

Specialist will be responsible for receiving the verification documents to ensure OSST is 

updated to reflect continued participation. Additionally, the SNAP Career Specialist will 

need to request Food Stamp Reimbursements (FSRs) as applicable and provide additional 

services to meet the needs of the volunteer. 

 

6. Provide a definition for Job Search and describe the local approach for determining when to 

assign a program volunteer to Job Search. (V.G.9.b.2) 

 

Response: Job Search is defined as seeking and applying for available jobs. Volunteers are 

assigned to job search at orientation for a time period of one week, but not more than one 

month. This affords staff an opportunity to assess whether the volunteer is using all 

available resources and if the customer has basic job seeking skills, etc. Based on the initial 

interview and the volunteer’s current ability to job search, the Career Specialist may 

determine that the volunteer needs more intensive assistance in order for them to gain 

employment. At this point, a determination will be made as to whether the volunteer would 

be best served by continuing their job search component or assignment to job search 

training to increase their likelihood of becoming employed. Volunteers may be assigned to 

the job search component more than once within the program year, but only after 

informal/formal assessments have occurred in order to ensure the assignment is 

appropriate. Job search will not exceed 30 consecutive days and can only be used no more 

than three times per year. 

 

7. Provide a definition for Job Search Training and describe the local approach for determining 

when to assign a program volunteer to Job Search Training. (V.G.9.b.2) 

 

Response: Job Search Training is considered a program that provides meaningful assistance 

to the job seeker by helping to improve their ability to get a job or their employability. Based 

on the initial interview and the volunteer’s ability to job search, the Career Specialist may 

determine that the volunteer needs more intensive assistance in order for them to gain 

employment. At this point, a determination is made to assign the volunteer to job search 

training to increase their likelihood of becoming employed. When assigned to job search 

training, volunteers are asked to dedicate two weeks to complete the program curriculum. 

Job Search Training can be provided on-site or off-site with a community partner. 

Regardless of location, the curriculum must address employability skills, life skills, 

interpersonal skills, time management, decision making skills, basic job seeking skills, job 

retention skills, interviewing skills, resume development, appropriate dress and career 

planning. It is also possible to conduct career assessments to aid in the training process. A 

customer can be assigned to the Job Search Training component as many times as deemed 

necessary by the volunteer and their Career Specialist as long as resources are available. 
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Upon completing Job Search Training, the volunteer may be reassessed prior to assignment 

to their next program component. 

 

8. Describe the local approach for developing Work Experience sites, including the procedure 

for securing signed worksite agreements and job descriptions. (V.G.9.b.3) 

 

Response: The process for developing work experience sites and securing signed worksite 

agreements is the responsibility of the One Stop Job Developer. The Job Developer meets 

with not-for-profit agencies to explain the program and its benefits, and to determine 

whether or not the agency wishes to enter into a relationship with WORKFORCE plus to 

provide a work experience opportunity for volunteers. If the agency wishes to participate, 

they are required to enter into an agreement with WORKFORCE plus by signing the 

Community Work Experience agreement.  Once the Career Specialist determines the 

volunteer’s readiness for work, the volunteer is assigned to worksites that best meet their 

needs and the needs of employers.  At this point, the volunteer is given a Job Description 

form with instructions to have the document completed by a designated staff person and 

returned prior to completing hours. The worksite is required to complete monthly 

timesheets and provide an evaluation of the volunteer’s progress while working. Worksites 

are also evaluated to ensure the customer has a quality work experience. Evaluation of the 

volunteer by the worksite supervisor should occur no less than 90 days after the placement 

of volunteers. Volunteers that have not obtained employment within 180 days will be re-

assessed. Volunteers will then either be placed at another site or into another activity based 

on their current needs and skill level to increase their likelihood of self sufficiency. 

 

9. Describe the procedures for verifying and documenting participant engagement in Work 

Experience. (V.G.9.b.3.b) 

 

Response: To verify and document engagement, timesheets will be signed by designated 

staff and submitted no less than weekly to the Career Specialist. The Career Specialist will 

review the timesheet for hours completed, signature of the volunteer and signature of the 

designated staff person. The person(s) listed on the worksite agreement will be considered 

the “designated supervisor/staff”. The Career Specialist will not enter hours in OSST until 

the correct signature has been obtained. The Career Specialists and/or Job Developer will 

maintain regular communication with the work site supervisor. Career Specialists will 

verify the maximum allowable hours prior to entering hours of engagement. If hours 

completed are more than admissible, OSST will be updated with the maximum number of 

hours only. A case note will be entered to explain the discrepancy in the number of hours 

documented versus the number of hours credited for that month. Volunteers will be 

counseled and instructed that additional hours will not count towards participation for the 

month nor will completing more hours warrant an increase in support services. Conversely, 

if the volunteer is not able to complete the recommended number of hours because of 
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extenuating circumstances (medical, transportation, etc), the volunteer may submit 

documentation to demonstrate that their level of effort was met. 

 

10. How will the region ensure that hours recorded for engagement in Work Experience do not 

exceed the permissible hours based on the worksite calculation. (V.G.9.b.3.b) 

 

Response: Community Service and Work Experience hours are assigned according to the 

benefit calculation (food stamps divided by the higher of the state or federal minimum wage 

divided by the number of weeks in a month equal the maximum hours that can be 

completed). Staff will calculate the maximum hours monthly to ensure volunteers are 

assigned to work experience for the appropriate and allowable number of hours. Volunteers 

are encouraged to only complete the number of hours they are assigned by the Career 

Specialist. Volunteers that complete more hours than requested will be counseled and 

instructed that the additional hours will not count towards participation for the month. 

Also, Career Specialists will verify the maximum allowable hours prior to entering hours of 

engagement. Once verified, only the permissible hours will be entered on the Job 

Participation Screen in OSST. 

 

11. Describe the local approach for providing the Self-Initiated Work Experience (SIWE) 

component.  Include a description of the process and criteria given to participants for 

developing their own worksites and procedures for obtaining signed contracts with the 

worksites and job descriptions.  (V.G.9.b.4) 

 

Response: The intent of Self-Initiated Work Experience is for the customer to receive on the 

job training under the supervision of the employer. In most cases, the customer is matched 

with an employer that WORKFORCE plus has a pre-existing relationship with. Volunteers 

may also develop their own worksites. Volunteers are educated on the criteria that must be 

met in order for a business to be considered a work experience site for the SNAP program. 

The sites must be non-profit, provide on the job training, be willing to serve as a work 

experience site and enter into an agreement with WORKFORCE plus. The worksite 

agreement will further explain the responsibilities of a worksite. Once the completed 

agreement is received, the Job Developer will be responsible for contacting the employer to 

ensure validity of the site and accuracy of the information. The Job Developer will meet 

with the employer to review the requirements of being a worksite agency which includes 

completing timesheets and supervision of the volunteers. Additionally, (s)he will ensure 

that the agreement and subsequent job description is completed correctly. 

 

12. Describe the procedures for verifying and documenting participant engagement in SIWE, 

including how the region will ensure that hours recorded for engagement in this component 

do not exceed the permissible hours each month based on the worksite calculation. 

(V.G.9.b.4.a & V.G.9.c.4.b) 
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Response: Daily supervision will be ensured and documented through signed time sheets. 

The timesheets will be signed by designated staff and submitted no less than weekly to the 

Career Specialist. Career Specialists will review the timesheet for hours completed, 

signature of the customer and signature of the designated staff person. The person(s) listed 

on the worksite agreement will be considered the “designated supervisor/staff”. The Career 

Specialist will not enter hours in OSST until the correct signature has been obtained. Career 

Specialists will verify the maximum allowable hours prior to entering hours of engagement. 

If hours completed are more than admissible, the MIS will be updated with the maximum 

number of hours only. A case note will be entered explaining the discrepancy in the actual 

number of hours completed against the number of hours that the customer was credited 

with for that month. Volunteers will also be counseled and instructed to complete only the 

hours they have been assigned and that additional hours will not count towards 

participation for the month nor will completing more hours warrant an increase in support 

services. Conversely, if the volunteer is not able to complete the recommended number of 

hours because of extenuating circumstances (medical, transportation, etc), the volunteer 

may submit documentation to demonstrate that their level of effort was met.  

 

13. What is the local approach for providing the Vocational Training component?  (V.G.9.b.5) 

 

Response: Vocational Training is training that provides program volunteers an opportunity 

to gain employment related skills. Although WORKFORCE plus does not directly provide 

or assist with funding of vocational training, volunteers are provided information regarding 

WIA if they are interested in assistance with training. Vocational Training is assigned when 

a customer is either currently attending classes or becomes enrolled in vocational training 

while participating in the SNAP program. Volunteers will document their participation time 

on timesheets, which must be signed by the appropriate instructor.  If a volunteer is 

attending classes over the Internet and the school records the amount of time spent in the 

online-based class, a print out of hours completed may also be used. Volunteers may also 

turn in progress reports or other admissible documentation.  Program volunteers should 

attend classes, sessions or labs at least 8 hours per week or 32 hours per month.  If the 

volunteer is not able to complete the recommended number of hours because of extenuating 

circumstances (medical, transportation, etc), the volunteer may submit documentation to 

prove that their level of effort was met.  

 

14. Describe the process for developing customized training sites and agreements for 

participants enrolled in SNAP E&T. 

 

Response: WORKFORCE plus does not provide customized training specifically for SNAP 

volunteers. However, volunteers may be eligible for this service through participation in  
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the WIA program. SNAP volunteers are made aware of all special projects/initiatives 

managed by WORKFORCE plus. 

 

15. What is the local approach for providing the Education component (when it is assigned, 

documentation, etc)?  (V.G.9.b.5.a) 

 

Response: Volunteers may go to school and receive credit for the hours spent in classes or 

labs.  This activity can be assigned to volunteers who are looking to improve their basic 

skills or employment related skills.  Volunteers may attend Adult Basic Education (ABE) 

classes, General Equivalency Diploma (GED) classes, classes to work towards a high school 

diploma, English proficiency classes, classes which improve the ability to use a computer, or 

other classes that are needed to get a job.   Volunteers must record the amount of time spent 

in class.  Volunteers will document their time on timesheets, which must be signed by 

designated staff or the instructor.  Volunteers may also turn in progress reports or other 

admissible documentation.  If a volunteer is attending distance learning classes online and 

the school records the amount of time spent in class, the system generated verification could 

also be used.  Program volunteers should attend classes, sessions or labs at least 8 hours per 

week or 32 hours per month.  If the volunteer is not able to complete the recommended 

number of hours because of extenuating circumstances (medical, transportation, etc), the 

volunteer may submit documentation to demonstrate that their level of effort was met.  

 

WORKFORCE plus provides minimal assistance with education related costs (GED 

tuition/exam fees). Volunteers must be on track to receive a GED and receive a certain 

TABE/Predicted GED score to receive funds to assist with covering the cost of tuition and 

exam fees. Eligible volunteers are those that began their education component after 

becoming engaged with the SNAP E&T program. 

 

16. Describe the local criteria for using 100 percent funds. 

 

Response: WORKFORCE plus utilizes 100% funds to assist engaged volunteers with 

expenses related to the GED tuition and exam fees. In order for volunteers to be a recipient 

of this assistance, the volunteer must have been engaged under the SNAP program prior to 

making the request for financial assistance. Additionally, the volunteer must be on track to 

satisfactorily complete GED coursework. The volunteer must also have been deemed ready 

to sit for the GED exam by their instructor and provide proof of TABE/Practice GED scores. 

If all criteria are met, the Career Specialist completes a purchase order and obtains the 

signature of the volunteer and the Program Manager. The completed purchase order and 

supporting documentation is forwarded to the Board for review and signature of approval. 

Once approved by the Board, the completed purchase order is forwarded back to the Career 

Specialist and given to the customer. It is the customer’s responsibility to submit the 
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purchase order to the educational institution for payment. Upon receipt, the educational 

institution will invoice the Board for payment.  

 

17. Describe the local approach for assigning program volunteers to the WIA and/or TAA 

component, including documenting enrollment into WIA/TAA program(s) and when to 

assign to this component. (V.G.9.b.6) 

 

Response: Program volunteers may be enrolled in a WIA and/or TAA program and SNAP 

while receiving food stamps. Associated program activity could include WIA/TAA funded 

training, OJT, subsidized employment, as well as other activities funded by the WIA and/or 

TAA program. Volunteers are enrolled in this activity if they are involved in a WIA and/or 

TAA program prior to becoming a SNAP volunteer or they become enrolled in either 

program during their engagement under the SNAP program. WIA Career Specialists 

monitor engagement in the WIA/TAA program and enters participation in EFM. 

WIA/TAA program staff will provide a copy of the documentation to be retained in the 

volunteer’s hard copy case file. SNAP staff will enter participation hours for the activity into 

OSST to verify program engagement. 

 

18. Describe local procedures for referring employed participants to SNAP E&T activities.  

(V.G.9.b.7) 

 

Response: Volunteers that have secured employment, provided the necessary 

documentation to verify employment, and whose benefits are cancelled due to earned 

income, can be considered a program volunteer under the retention services activity. 

Volunteers may receive up to 90 days of reimbursement assistance with transportation 

while in the employment retention activity. The volunteer must have participated in one of 

the allowable activities prior to becoming employed in order to remain eligible for 

transportation reimbursements. The employment will not be considered the activity, 

although it will be entered in OSST and tracked. Volunteers who are employed, yet still 

eligible to receive food stamps, can receive services beyond the 90th day of employment if 

they participate in an allowable activity such as education or work experience. In this 

instance, the customer will be referred to a countable activity (job search, work experience, 

education, etc.)  to be completed monthly in addition to their employment. 

 

19. What are the local procedures for informing food stamp recipients who are not referred by 

DCF via the FLORIDA/OSST system interface of their ability to volunteer for the SNAP 

E&T program?  (V.G.9.c) 

 

Response: WORKFORCE plus utilizes a variety of methods to inform food stamp recipients 

not referred by the Department of Children & Families via the FLORIDA/OSST system 

interface of the SNAP program and their eligibility to volunteer under the program. Career 
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Specialists attend one stop program orientations to provide a brief overview of the SNAP 

program, announcements are made in the resource rooms during peak hours, and outreach 

is conducted to local churches, social service agencies, grocery stores and the like. 

Additionally, promotional materials are used within the One Stop and provided to outreach 

sites to inform food stamp recipients about the SNAP program. These materials include 

basic information about program eligibility, services, and the engagement process. Upon 

request, staff also provides an overview of the program to community partners either at one 

of our offices or at the partner’s office. WORKFORCE plus generates several reports from 

EFM (i.e. listed in EFM as not having a high school diploma or GED) in order to locate 

potentially qualified individuals and conduct outreach. Potentially qualified individuals are 

contacted either by email, phone or EFM messaging to inform them of the existence and 

benefits of the program. 

 

20. Describe the local process for monitoring the SNAP E&T Program.  Include information 

about reports or tools that are used to monitor the program.  (V.G.9.d) 

 

Response: The local approach to monitoring SNAP cases is as follows: 1) Career Specialists 

self-monitor cases on a monthly basis to ensure compliance with local standards. 2) Quality 

Assurance staff also conduct a review of a sample of cases from each Career Specialist on a 

monthly basis. 3) The Board conducts bi-annual reviews of a sample of cases. Additionally, 

the Board performs impromptu reviews at certain intervals within a program year to allow 

more focused monitoring to occur. A schedule is published at the beginning of each 

program year to inform the One Stop service provider regarding the months the Board will 

be conducting their monitoring review. The approved State monitoring tools are used to 

conduct the reviews. Any findings, systemic issues or observations must be addressed in a 

Corrective Action Plan and tracked until resolution using a locally developed tool. Once 

resolved, the Quality Assurance staff will determine if technical assistance, guidance or 

training is needed to ensure that noted issues are not repeated in future reviews. All reviews 

are maintained electronically. 

 

21. Describe the local procedures for requesting Food Stamp Reimbursements (FSRs) for eligible 

participants.  Include procedures for ensuring that volunteers who request transportation 

reimbursements are engaged in SNAP E&T components.   

 

Response: Any volunteer engaged in the SNAP program is eligible to receive a 

reimbursement if they have participated in an activity, provided documentation of such and  

have documented costs associated with participation. The following procedures are 

followed monthly to request reimbursements. 1) Each month the Career Specialist must 

check the DCF MIS to determine if a customer received food stamp benefits prior to 

determining eligibility for an FSR. Hard copy documentation will be printed from the DCF 

MIS and placed in the volunteer’s file to verify the volunteer was receiving food stamps for 
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the month in question.  2) The volunteer will submit documentation that they participated 

in a countable activity such as a signed timesheet, school and attendance form, or job search 

form. The documentation must prove the hours of participation, weeks of participation, 

activity and location. The documentation requires the signature of the site supervisor, 

volunteer and Career Specialist in order to be considered valid. 3) The volunteer will attest 

that there was a cost associated with participating in program activities through completion 

of the locally designed self-attestation form to serve as documentation. 4) Once all 

documentation has been received and verified, the Career Specialist will email the Program 

Manager or other designated management staff a request to grant transportation 

reimbursement for the customer. The Career Specialist will be responsible for providing the 

necessary information to management so that a determination can be made for eligibility to 

receive reimbursement. Eligibility to receive reimbursement requires that the customer be a 

current recipient of food stamp benefits who is participating in an assigned activity and 

expending funds in order to participate in program activities. Once the Program Manager or 

other designated management staff has approved the request for reimbursement, the Career 

Specialist will make the request in OSST. Based on the assigned activity, there are pre-

determined maximum amounts provided via the State Plan. SNAP volunteers are able to 

receive a reimbursement for Orientation and Assessment, Education and Training, Job 

Search, Job Search Training, WIA/TAA Engagement and Employment (for the first 90 days 

of employment only). The maximum that can be requested is $20 monthly.   

 

22. Describe local procedures for linking participants to other services and funding streams as 

appropriate.  (V.G.9.f.1) 

 

Response: WORKFORCE plus’ local procedures ensure volunteers are linked to other 

services and funding streams as appropriate. Volunteers are screened during initial 

assessment to determine if there are additional services or programs that would benefit the 

volunteer. If it is determined a volunteer could potentially be eligible to receive services 

within another program or funding stream, the customer is connected with the appropriate 

staff person to be screened for suitability and eligibility. 

 

23. Describe local procedures for ensuring that SNAP E&T Program staff are represented and 

proper documentation is provided at the DCF Administrative Fair Hearings.  (V.G.9.f.2) 

 

Response: Based on the current Fair Hearing process, the Department of Children and 

Families has the lead responsibility. DCF will notify staff of an upcoming fair hearing, in 

addition to any relative information needed for preparation. WORKFORCE plus’ local 

operating procedures direct program staff, supervisors, or other designated staff who are 

required to attend the hearing and provide documentation and testimony. The supervisor 

reviews the case and relevant issue verifying all policies and federal guidelines were followed 

as it relates to service delivery. The Career Specialist must present the case to the One Stop 
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leadership team, to confirm the actions taken were in compliance. The following procedures 

assist the Career Specialist in preparation for the hearing: 1) Copies of the volunteer’s case file 

are to be reproduced. The copies become exhibits during the presentation of the case. 2) SNAP 

Career Specialist photocopies all correspondence relative to the case which includes 

correspondence to and from the customer.  3) Directives, Communiqués and other guidance 

are photocopied and presented during the fair hearing process. 

 

24. Describe local efforts relative to developing jobs for SNAP Program participants, assisting 

them with securing unsubsidized employment, and helping them become self-sufficient. 

(V.G.9.f.3) 

 

Response: WORKFORCE plus utilizes a One Stop Job Developer in its efforts to develop 

jobs for SNAP program customers, assist them with securing unsubsidized employment, 

and help them become self-sufficient. Additionally, the Business Services Unit seeks to 

develop employer relationships that will yield opportunities for every job seeker category to 

include SNAP program customers. SNAP program customers can participate in recruitment 

events such as “In the Spotlight”. SNAP Career Specialists are also engaged in assisting 

program customers with securing unsubsidized employment by conducting a search via 

EFM for possible referrals. 
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WORKFORCE INVESTMENT ACT PROGRAMS (WIA) 

Provide a comprehensive overview of Adult, Dislocated Worker and Youth program activities. 

Indicate how these activities will be structured to support the Governor’s strategic objectives as 

well as other imperatives outlined in the State Plan. Discuss how the RWB will provide training 

services to the following groups in response to the established needs of local employers:  

 dislocated workers  

 displaced homemakers  

 migrants seasonal farm workers  

 women  

 older individuals  

 people with limited English-speaking proficiency  

 individuals training for non-traditional employment  

 veterans  

 public assistance recipients  

 people with disabilities  

 

A. Definitions  

Please define the terms listed below. They should be descriptive and verifiable. Terms such as 

“working poor,” “at-risk,” “dysfunctional,” etc. should be defined by the board. Operating 

procedures should further identify criteria that apply to each definition as well as appropriate 

verification sources  

 

1. Provide the local definition for youth requiring additional assistance to complete an 

educational program or to secure and hold employment. 

 

Response: WORKFORCE plus’ definition for a youth who requires additional assistance to 

complete an educational program or to secure and hold employment is: 1) is the child of a 

person who was a teen parent or from a single parent family 2) has been held back one or 

more grade levels 3) is disabled or self-attests that he/she has left a job due to lack of basic 

skills or substance abuse problems 4) resides in a rural county or an Enterprise Zone 5) 

resides in a region in which the birth to teen mother’s rate is above the state average.  

 

2. Provide the definition for locally identified “additional barriers to employment” for youth 

who are not low income as referenced in 20 CFR 664.220.  

 

Response: WORKFORCE plus defines “additional barriers to employment” as the child of a 

person who was a teen parent or from a single parent family, or has been held back one or 

more grade levels, or is disabled or self-attests that he/she has left a job due to lack of basic 

skills or substance abuse problems, or resides in a rural county or an Enterprise Zone, or 

resides in a region in which the birth to teen mothers rate is above the state average. 
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3. Provide the local definition of a substantial layoff for determining dislocated worker status, 

as referenced in WIA section 101(9) (B) (i). (V.G.18.b.1)  

 

Response: WORKFORCE plus defines a substantial layoff for determining dislocated 

worker status as instances in which 25 or more individuals are being impacted by the layoff.  

A layoff of 25 or more individuals would result in the delivery of on-site rapid response 

activities.  If resources are available, WORKFORCE plus will provide services to groups 

smaller than 25. 

 

4. Provide the local definition for “underemployed” for determining displaced homemaker 

status, as referenced in WIA section 101(10). (V.G.18.b.2).  

 

Response: WORKFORCE plus defines underemployment as being employed, but with a 

household income at or below 150% of the current LLSIL and Federal Poverty Level 

Guidelines for the family size of the applicant.  WORKFORCE plus does not operate a 

displaced homemaker program. 

 

5. Provide the local definition for “income maintenance” for dislocated workers who take an 

income maintenance job (wages may not exceed self-sufficiency standard for dislocated 

workers). (V.G.18.b.3).  

 

Response: The local definition for “income maintenance” for dislocated workers who take 

an income maintenance job (wages may not exceed self-sufficiency standard for dislocated 

workers) is dislocated workers who have become re-employed in "income maintenance" 

jobs (a job with a lower rate of pay than the job of dislocation). These dislocated workers 

may be served as long as the wage earned does not exceed the local criteria for self-

sufficiency for dislocated workers. 

 

B. Eligible Training Providers  

The State has compiled a list of all eligible providers based on the lists submitted by the RWBs. 

This list and the performance and cost information that accompanies the eligible provider 

identification will be disseminated to the one-stop systems throughout the State. At a minimum, 

the data and information specified in Section 122(d) (1) and (2) (A) (i) (iii) for each program on 

the eligible list must be made available to customers in a customer friendly format at every One-

Stop Career Center throughout the one-stop delivery system.  

 

1. Please describe the process for maintaining/updating an eligible training provider list. 

Attach a copy of the local eligible training provider list and applicable operation procedures.  

 

Response: In order to promote informed choices on behalf of customers, WORKFORCE plus 

has established a procedure for maintaining an eligible provider list incorporating guidance 
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from the US Department of Labor and appropriate parties in the State of Florida.  Through a 

formal public solicitation, training providers make application for approval by 

WORKFORCE plus.  WORKFORCE plus evaluates individual programs for completion rate, 

entered employment rate, entered related employment rate, and wage at entered 

employment. All training providers must complete an application.  In order to adequately 

identify eligible training providers for our customers, WORKFORCE plus has adopted the 

following procedures: an invitation to submit an application is advertised by way of 

WORKFORCE plus’ website, or written correspondence.  Once the responses have been 

received, the Performance Unit Manager reviews the application(s) for completeness and 

conducts an initial analysis of the training provider and program.  New training providers 

will be checked for accreditation through the Florida Department of Education or applicable 

accrediting organization.  Using the Florida Research and Economic Information Database 

Application (FREIDA) and/or the Occupational Information Network (O*NET) each 

program application that has been submitted is evaluated for the following information: 1) 

entry level wage rate; 2) program targets demand occupations; 3) anticipated future growth; 

4) projected annual openings; 5) placement data; 6) percent of program completers; 7) 

FETPIP Data; 8) Licensure Passage Rate; 9) Performance Report.  Board Staff provide a 

summary recommendation that includes the program application to the WORKFORCE plus 

Planning Committee members.  The Board’s Planning Committee meets to evaluate the 

responses utilizing the following criteria:  1) certification/accreditation; 2) Performance 

Report; 3) training in Targeted Occupations; 4) placement in unsubsidized and subsidized 

employment rate; 5) FETPIP Data; 6) Licensure Passage Rate; 7) completers of program; and 

8) average wage earned. Once the committee has evaluated and determined which 

submittals are deemed suitable, recommendations are made to the Executive Committee 

and then to the WORKFORCE plus Board for their approval.  Providers are then notified of 

their acceptance or non-acceptance via a certified letter.  Each accepted provider is then 

placed on the regional list and provided a copy of the state application to register as a 

provider on the State list. 

 

2. Describe continuous education and training of eligible service providers through the local 

system that ensures the providers meet the employment needs of local employers and 

participants.  

 

Response: All new employees of the service provider, who are considered front-line staff, 

are required to complete the Tier I Certification process within three (3) months of their hire 

date.  All Board staff are also required to complete the Tier I Certification to ensure that 

employees are familiar with programs and services.  All employees who have direct contact 

with employers and customers will be Tier I certified.   Subsequently, all front-line staff 

must receive 15 hours of continuous education annually.  These hours may be attained 

through attendance at local, state, or federal trainings and or conferences.   The One-Stop 

operator is responsible for ensuring that training and certification is received on a timely 
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basis and that records are maintained for submission to the RWB for their records. 

WORKFORCE plus uses a database tracking system called TrainTrack to store information 

for each staff person.  TrainTrack maintains information that includes the type of training, 

training dates, and how many training hours have been completed. Coordination between 

Board staff and training provider staff is maintained to identify training needs and to 

schedule training.  The Training Unit serves as a clearinghouse for all training and 

development opportunities.   

 

3. Assessment of the strengths and opportunities of service providers available in the local 

one-stop service system  

 

Response: The strengths and opportunities of service providers in the local area are 

evaluated in part through the Request for Proposal (RFP) process.  The provider(s) selected 

to deliver services will also be assessed to determine strengths.  Board staff continuously 

assess areas of strength and areas of opportunity through programmatic monitoring using 

the approved Department of Economic Opportunity (DEO) monitoring tools.  Formal and 

impromptu monitoring reviews are also conducted to assess program compliance using 

random sampling.  The service provider’s Quality Assurance Auditor performs a monthly 

sample review for each programmatic area and submits the reviews to the WORKFORCE 

plus Performance Unit.  The results of the reviews are assessed to determine areas of 

opportunity and to identify training needs.  All programs, including special projects, are 

included in the monitoring activities.  Performance reports including the Balanced Score 

Card (BSC), Monthly Management Report (MMR), and other reports such as the 

ETA9002/Vets200 are reviewed to identify service provider strengths and areas of 

opportunity.  

 

4. Describe the process used to identify local targeted occupations for providing occupational 

skills training; ensure the local process is consistent with State Targeted Occupation List 

Process as described here: http://tol.labormarketinfo.com. (III.D.)  

 

Response: After the Department of Economic Opportunity (DEO) and Labor Market 

Statistics (LMS) meet at the Workforce Estimating Conference (WEC), the industry and 

occupational employment projections which include occupational wage estimates are 

created.  The WEC makes decisions on the criteria that will be used to define high skill/high 

wage occupations and approves the Statewide Occupational Demand List.  Workforce 

Florida, Inc. (WFI) decides on the criteria that will be used to define high skill/high wage 

occupations for all regions.  LMS then adjusts the statewide occupational demand list wage 

criteria by the Florida Price Level index for each region and prepares the preliminary 

Regional Targeted Occupations Lists (TOL).  WORKFORCE plus reviews the TOL.  WFI 

announces the release of the preliminary TOLs with a specified due date to request 

additions or deletions to the list.  WORKFORCE plus reviews the list and uses the Florida 
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Research and Economic Information Database Application (FREIDA) to ensure the 

occupations on the list are still in demand and show the potential for future job vacancies.  

Wage data is also verified to ensure the occupations meet the Lower Living Standard 

Income Level (LLSIL).  For occupations that are declining, the request is made to remove 

them from the TOL.  Emerging industries are also identified. If the occupations are in 

demand, and growth potential is identified, a request to add these occupations to the TOL is 

made.  Once WFI receives the Regional TOL they conduct a review and obtain additional 

input from LMS and the Florida Department of Education (DOE).  WFI may request 

supporting documentation to be reviewed.  Upon reviewing the supporting documentation 

and receiving input from LMS and DOE, the final recommendations are made.  WFI then 

submits the final recommendations for changes to the WFI Task Force for final approval.  

Recommendations are based on statistical analysis of local data and policies established by 

WFI.  The final TOL is approved by WFI and is posted to the internet for Regional 

Workforce Boards to use as well as other partner agencies. 

 

C. Individual Training Accounts  

The Governor’s vision in Florida for increasing training access and opportunities for individuals 

consists of a state policy requiring that fifty percent (50%) of the funds for adults and dislocated 

workers be allocated to ITA unless the local board obtains a waiver from WFI – click ITA Policy 

for more information. Attach a copy of the local operating procedures for the following 

processes:  

 

1. Provide a description of the locally developed ITA system including any limitation (e.g., the 

dollar amount and/or duration of the ITA) to be placed on the ITA in accordance with 20 

CFR 663.440, 663.420, 663.430. (V.G.11.b.1.)  

 

Response: WORKFORCE plus’ ITAs (Individual Training Account) for training services will 

be issued to institutions for amounts that are based on tuition and fee cost information that 

was proposed or otherwise provided by institutions in making application to be a qualified 

provider on the local approved targeted occupational demand list or the state list. 

WORKFORCE plus’ ITAs will include the payment of fees not covered by other funding.   

Supportive services are not authorized for WIA Adult and Dislocated Worker categories; 

however they may be used for WIA Youth customers based upon the youth’s individual 

need. Support services count against the WORKFORCE plus $10,000.00 ITA life limit.  The 

customer’s Individual Employment Plan (IEP) should support all funds allocated to the 

customer’s ITA.  Funds for each ITA will be obligated/encumbered at the beginning of the 

customer’s training and will carry forward until such time as the plan is completed. The ITA 

will include the following: 1) Each ITA will be issued to a specific training program and to a 

specific provider selected by the eligible customer after consultation and agreement by staff 

as an appropriate occupational choice. 2) ITAs may be canceled or transferred from one 

eligible customer to another, increased or decreased in value, and will be specified in the 
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appropriate provider agreement(s). 3) WORKFORCE plus has established a cap in the 

amount of $3,500 for those programs where the anticipated wage at placement at the 

completion of training will be between $9.00 and $10.99 an hour, $5,000 for those programs 

where the anticipated wage at placement is between $11.00 and $12.65 and $10,000 for 

program where the anticipated wage is $12.66 or more an hour.  WORKFORCE plus will 

coordinate with other financial aid resources. 4) Training providers who accept ITAs and 

submit an invoice for payment are provided a reminder letter annually outlining the 

billing/invoicing procedures and timeliness for submissions i.e. submitting invoices for the 

previous program year during the month of July.  5) Customers are restricted to a $10,000 

lifetime limit and training will not exceed two years. 

 

2. Provide a description of local policy and/or procedures established to ensure that any 

exceptions to the use of ITAs are consistent with the exceptions contained in WIA. 

(V.G.11.b.2)  

 

Response: To be consistent with exceptions contained in WIA, WORKFORCE plus only 

funds training services through the use of an Individual Training Account.  The only 

exception WORKFORCE plus allows for not using an ITA is for Customized Training and 

On-the-Job Training in which the Workforce Investment Act states: Sec. 134(d) (4) (G) (ii) 

Exceptions.--Training services authorized under this paragraph may be provided pursuant 

to a contract for services in lieu of an Individual Training Account if the requirements of 

subparagraph (F) are met and if-Sec. 134 (d) (4) (G) (ii) (I) such services are on-the-job 

training provided by an employer or customized training; Sec. 134(d)(4)(G)(ii)(III) the local 

Board determines that there is a training services program of demonstrated effectiveness 

offered in the local area by a community-based organization or another private organization 

to serve special participant populations that face multiple barriers to employment. 

 

3. Provide a description of the local policy and procedures to competitively award grants and 

contracts for activities and services not funded with ITAs. (V.G.11.b.3)  

 

Response: WORKFORCE plus will follow the same procurement guidelines as outlined 

previously for all award grants and contracts.   Customized training will be offered through 

employed worker training grants in accordance with state and federal guidance.  On-the-job 

training will be offered to employers through a Training Agreement in accordance with all 

state and federal guidance.   
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D. Training Employed Workers  

1. Provide a description of the process for upgrading the skills of existing workers in the 

region. The description should include the following:  

 Those industries in the region whose workers will be targeted specifically for skills 

upgrade training and how those industries were identified  

 Processes to address the needs of individuals working part-time and full-time, the 

working poor, and across all earning levels (V.G.15.A.3).  

 

Response: The process of upgrading the skills of existing workers at WORKFORCE plus 

utilizes both local formula funds and special grant dollars to deliver employed worker 

training.  Additionally, opportunities are sought to apply for special project dollars from 

both WIA and TANF in order to serve employed workers and employers in the region.  

If/when additional dollars are awarded, WORKFORCE plus maintains a pipeline of 

interested employers who need assistance in maintaining their competitiveness and 

increasing the skill levels of their employees.   Employers located within the three counties 

of the WORKFORCE plus service area (Gadsden, Leon, and Wakulla Counties) are eligible 

to apply for grants.  These grants target the industries of:  Healthcare, Information 

Technology, Trade, and Education related companies.  These particular industries were 

selected as statistics indicate these are areas with the most need for skills upgrade training 

in an expeditious manner if the companies are to remain competitive.   As appropriate, 

individuals in need of occupational skills upgrade training and who are deemed eligible to 

receive the training, will be enrolled in order to increase their earning potential and move 

them to a level of self-sufficiency.   Employers who employ the working poor (those 

workers earning less than the Lower Level Standard Income Level (LLSIL) are the primary 

focus in the region).    This wage requirement is in alignment with the LLSIL wage for a 

family of 3 in this area.  By focusing on the needs of the individuals who are earning less 

than a self-sufficient wage, the region is addressing the needs of the working poor.   

WORKFORCE plus continues to discover ways to afford opportunities across multiple 

populations and earning levels. 

 

2. Please explain the local process to determine an employed worker eligibility to receive WIA 

training service, take into account the minimum eligibility criteria outlined in 20 CFR 

663.220 and 230.  

 

Response: Employed Workers are defined as adult participants who are employed at 

participation (Employed individual seeking assistance on their own), Dislocated Workers 

who have become reemployed in income maintenance jobs, and Employed Workers who 

have an agreement (EWT) with an employer for an individual(s) identified by an employer.  
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Employed Worker: 

1.) Basic eligibility and suitability for training will be determined by WIA Career 

Specialist/WIA Program Manager using 150% of the LLSIL in determining income 

eligibility. The Employed Worker will be provided Core and Intensive Services prior to be 

enrolled into Training.  

 

Dislocated Worker: 

Dislocated Worker that has become re-employed in an income maintenance job.  

2.) Basic eligibility and suitability will be determined by the WIA Career Specialist/Program 

Manager. Income maintenance employment is defined as employment that the customer has 

accepted that is 80% or lower than their rate of pay at dislocation and lower than 150% of 

the Lower Level Standard Income Level (LLSIL). Additionally, there must be a 

demonstrated need for training to obtain new employment in a targeted occupation. Wages 

used for calculating the Dislocated Worker’s income do not include household income.  

 

Employed Worker (EWT) agreement with employer:  

3.) An EWT contract is an agreement between employers, employees, and WORKFORCE 

plus which provides up to 50% reimbursement of training dollars to compensate the 

employer for the costs of training provided to employees. The primary goal of an EWT is to 

assist employees in the retention of a job by:  

 Enhancing skills or learning a new technology  

 Averting layoffs and saving jobs  

 Providing skills to employees that lead to self-sufficient income  

 

Employees must meet basic eligibility and suitability with their hourly wage being lower 

than 150% of the LLSIL. If the Employed Worker currently meets the definition of self-

sufficiency, but needs services in order to retain their self-sufficient employment, they may 

be served if documentation (statement of need) is obtained from the employer that the 

employee will not be retained unless additional training or services are received.  

 

E. Local Level Layoff Aversion Incumbent Worker Training (LAIWT)  

Workforce Florida has received a Waiver Modification from the USDOL that would allow 

RWBs to use up to 20% of their dislocated worker formula funds to provide incumbent worker 

training. The USDOL has provided definitions and guidance on the appropriate use of this 

waiver in TEGLs 26-09 and 30-09.  

 

1. Describe the process to be used by the RWB to provide LAIWT through the use of the 

waiver. If the RWB does not intend to use the LAIWT program, please indicate: “Does not 

operate a LAIWT program.”  
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Response: The process used by WORKFORCE plus to provide LAIWT through the use of a 

waiver is to use up to 20% of Dislocated Worker formula funds to provide incumbent 

worker training as needed. 

 

2. Describe the RWBs layoff aversion strategy, including a description of how the potential for 

layoff aversion will be determined, such as:  

 The likelihood of future layoffs without training  

 The business circumstances surrounding the probable layoff and how the training will 

prevent or reduce the magnitude of the layoff 

 The specific skills to be provided to the workers that will help avert the layoff 

 How employers will be identified, and how local partners will contribute to this 

process 

 Targeted industries and economic sectors 

 

Response: The first step in determining the appropriate layoff aversion strategy is to 

understand the at-risk indicators. In many cases, more than one risk indicator will apply or 

overlap. Some of the at-risk indicators identified to determine if a business is in need of 

aversion assistance are: 1) declining sales; 2) supply chain issues; 3) adverse industry or 

market trends; 4) the possibility of a loss of workforce for lack of in demand skills; and 5) 

changes in management philosophy or ownership.  Consultation with industry experts, 

economic development organizations, labor organizations, workforce professionals, and 

other community groups should occur to determine other sources of assistance in order to 

ensure that a comprehensive plan for layoff aversion is in place. Early response to the 

announcement of plant closures or layoffs is crucial to the success of the aversion strategy.  

WORKFORCE plus will initiate contact with the company/organization to identify what 

strategies have been engaged.  WORKFORCE plus will also make employers aware of 

programs and services offered at the local and state level.  In instances where the employer 

strategy is deemed sufficient, WORKFORCE plus will work in partnership to support the 

employer’s plan as appropriate.  If it is determined that, as a last resort, the employer must 

temporarily reduce hours, then the Short Time Compensation (STC) will be recommended 

until the business downturn subsides.  If it is determined that a layoff may be averted by 

employee skills training, the Incumbent Worker Training program will be used to upgrade 

current employees skills as needed to efficiently perform their jobs and ensure the business 

remains competitive. 

 

3. Describe how the RWB will operationalize “Layoff Aversion” as defined in TEGL 30-09.  

 

Response: WORKFORCE plus will operationalize the layoff aversion by implementing the 

plan as needed to provide guidance to staff. 
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4. Describe how the RWB will determine the eligibility of workers to participate in LAIWT. 

(See TEGL 26-09, 7.A.ii.)  

 

Response: WORKFORCE plus will operationalize the layoff aversion by implementing the 

plan as needed to provide guidance to staff. 

 

5. Describe how the skills training will contribute either to the maintenance of employment or 

increased employment security. (See TEGL 26-09, 7.A.iii.)  

 

Response: Skills training will contribute to the maintenance of employment or increased 

employment security.  Currently, a waiver of WIA Section 134(a) (1) (A) which permits a 

portion of the funds reserved for Rapid Response activities to be used for incumbent worker 

training, has been granted an extension through December 31, 2012.  Under this waiver the 

State is permitted to use up to 20% of rapid response funds for IWT only as part of a layoff 

aversion strategy.  WORKFORCE plus will use IWT funds as a layoff aversion strategy in 

situations where the employees require skills upgrading or have skills that are no longer in 

demand.  IWT may also be used to upgrade employees’ skills to move into another position 

that is not subject to layoff. 

 

Youth Programs  

The Strengthening Youth Partnerships will continue to provide all RWBs with the framework 

necessary to carryout the strategic imperatives articulated in the federal Shared Youth Vision. 

Florida has recognized the following youth program goals as being critical to implementing the 

federal vision throughout the state workforce investment system:  

 To build consensus for a policy on the preparation of youth for employment in targeted 

demand occupations  

 To develop regional alliances among workforce, education, state agencies serving the 

most at-risk youth, economic development, housing, faith and community-based 

organizations, and transportation stakeholders to better meet the needs of businesses 

within a region by creating a pipeline of youth who have the hard and soft skills to 

enter targeted demand occupations  

 To create a blueprint for state-level stakeholders to facilitate the creation and growth of 

state/regional/local alliances  

 To provide a forum for local, regional, and state level stakeholders to exchange 

information and ideas on new initiatives, cross-agency planning, promising practices 

and data-based decision making  

 

1. Based on the evaluation of Local Labor Market Need outlined in Section 1., describe and 

assess the type and availability of employment and training related youth activities in the 

region, including an identification of successful providers of such activities. [Regulations 

Section 661.350(a) (7); WIA Section 118(b) (6)].  
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Response: WORKFORCE plus offers a wide array of training related youth activities in the 

region and assists youth in gaining meaningful employment.  Youth activities include: 

 Provision of Labor Market Information 

 Assessments 

 Work readiness workshops 

 Paid and non-paid work experience 

 Referrals to partner agencies 

 Referrals to training institutions 

 Job search assistance 

 Resume assistance 

 Assistance for literacy improvement 

 High school/GED assistance 

 Training Academy 

 On the Job Training 

 Occupational Skills Training 

 Youth Expo 

 Job fairs 

 Gadsden YouthBuild 

 

2. Describe the current and planned recruitment strategies to expand and market services to 

out-of-school youth. Describe current and planned retention strategies to ensure seamless, 

year-round services to out-of-school youth despite possible gaps caused by expiration of 

provider contracts.  

 

Response: The current and planned recruitment strategies to expand and market services to 

out of school youth include using an EFM query developed to identify youth registered in 

EFM that have not earned a high school diploma or GED.  WORKFORCE plus, through its 

service providers, target special at-risk populations such as youth who have aged out of 

foster care, youthful offenders, out-of-school youth, basic skills deficient youth, etc.  

WORKFORCE plus has partnered with the Department of Juvenile Justice to identify youth 

offenders. Coordinated efforts are made to provide services to assist the youth in 

overcoming employment barriers.  Local school Boards are contacted to obtain dropout lists.  

Students on the dropout list are contacted to identify barriers and ways to overcome them.  

Adult education programs refer youth who are basic skills deficient as do school guidance 

counselors.      
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3. Describe the current and planned strategies to expand and market services to Younger 

Youth and In-school Youth in order to foster a relationship that allows them access to one-

stop services throughout their academic and professional careers.  

 

Response: WORKFORCE plus, through its service providers, target In-School Younger 

Youth  in order to foster a relationship that allows them access to one-stop services 

throughout their academic and professional careers.  WORKFORCE plus makes regular 

visits to schools to locate and assist youth who are basic skills deficient or possess other 

barriers to employment.  WORKFORCE plus has partnered with the Department of Juvenile 

Justice to identify youth offenders. Coordinated efforts are made to provide services to 

assist the youth in overcoming employment barriers.   Adult education programs refer 

youth who are basic skills deficient as do school guidance counselors.  An Individual 

Service Strategy is developed with each WIA youth customer to detail a plan that will assist 

the youth in overcoming barriers to employment, education, and basic skills.  The plan is 

updated and revised as goals are attained and new barriers arise.  WORKFORCE plus 

markets services to youth by using social media and our website to provide information to 

youth.  

 

4. Describe service strategies (current and planned) for assuring that youth found deficient in 

basic reading/writing and math, remediate before post-testing.  

 

Response: The strategy for assuring that youth found deficient in basic reading/writing and 

math, involves having the youth actively engaged in basic skills remediation as part of their 

Individual Service Strategy (ISS). Upon enrollment, youth found to be basic skills deficient 

(as determined by the Test of Adult Basic Education) will be referred to partner agencies 

providing basic skills remediation services.  Youth will also be referred to WORKFORCE 

plus Assessment Staff to use Work Keys and other appropriate software to improve their 

basic skills level.  Prior to the youth’s anniversary date, basic skills testing will be 

administered using the same instrument used to determine the initial basic skills level in 

order to determine literacy increases.  The MIS Literacy/Numeracy table will be updated 

with current results. Youth will be considered basic skills deficient until they attain a 9th 

grade or higher ranking in reading/writing and math. 

 

5. Describe the assessment strategy and the procedure for ensuring post-testing occurs within 

one year of the first youth service or prior to exit.  

 

Response: The assessment strategy and procedure for ensuring that post testing occurs 

within one year of the youth’s first service or prior to exit is accomplished by setting system 

alerts in the Employ Florida Marketplace (EFM) system for younger youth and using 

calendar reminders for both younger and older youth who are basic skills deficient.  Alerts 

will be set in EFM under the “WIA Younger Youth Goals About to expire” managed under 

Attachment #1 
Page 146 of 493

Page 179 of 959 Posted at 9:00 p.m. on September 11, 2012



WORKFORCE plus Region 5 
2012-2016 Regional Workforce Board Strategic & Operating Plan 

Big Bend Jobs & Education Council, Inc. d/b/a WORKFORCE plus – Region 5 
Page 147 of 166 

the “Manage My Alerts” feature in EFM.  Both calendar reminders and EFM alert reminders 

will be set for 30-days prior to the due date in order to provide adequate time to make 

contact with the youth and schedule testing. 

 

6. Describe service strategies (current and planned) for increasing the number of participants 

who earn their high school diploma or GED after enrolling in the Youth program.  

 

Response: The strategies currently being used to  increase the number of participants who 

earn their high school diploma or GED after enrolling in the youth program begin by 

initially identifying youth who possess this barrier.  Youth who do not have a high school 

diploma or GED are referred to training institutions throughout the region to take classes to 

earn their high school diploma or GED.  WORKFORCE plus provides funding to assist 

customers with GED tuition costs and examination fees using purchase orders and 

Individual Training Accounts.  Dropout lists are obtained from local schools to identify 

potential youth that may be served.  WORKFORCE plus uses queries designed to identify 

youth enrolled in the Employ Florida Marketplace system which identifies youth under 21 

years of age with less than a high school/GED education level.  Attempts are made to 

contact these youth for possible enrollment into the WIA Youth Program.  Youth who are 

dually enrolled in the WORKFORCE plus WIA Youth and the YouthBuild program are 

enrolled in GED courses held at the YouthBuild program site location.  An incentive 

program is currently in effect for youth who earn their high school diploma or GED. 

 

7. Describe assessment and service strategies (current and planned) for placing youth into 

employment or enrolling youth in post-secondary education and/or advanced 

training/occupational skills (including apprenticeship, apprenticeship preparation, OJT, 

work readiness skills training, etc.  

 

Response: The assessment and service strategies (current and planned) for placing youth 

into employment or enrolling youth into post-secondary education and/or advanced 

training/occupational skills (including apprenticeship, apprenticeship preparation, OJT, 

work readiness skills training, etc.) involves an array of available services for youth.  

WORKFORCE plus offers numerous workshops available to youth to hone their work 

readiness skills.  Youth Expo’s are held in each county where employers are invited, as well 

as other community partners, where youth may apply for vacant positions or be referred to 

partner agencies for assistance with youth barriers.  WORKFORCE plus recently has 

operated a paid work experience program for youth.  The plan is to continue this program 

without limiting it to the summer months, by operating the work experience program 

throughout the entire year.  With the assistance of training institutions, field trips will be 

scheduled to expose youth to post-secondary education opportunities.  Through the WIA 

Youth program, funding may be provided to assist youth with completion of occupational 

skills training, OJT, and apprenticeship programs.  Youth will receive incentives upon 
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successful completion of training, when employment is obtained, and for job retention.  

Currently several WIA Youth are dually enrolled in the USDOL YouthBuild program.  

While enrolled in this program, students regularly attend field trips to universities, 

community colleges, and vocational training institutions.  Youth are also enrolled in a 

vocational training component in the construction field while participating in this program.  

Other planned strategies include getting youth involved with Science, Technology, 

Engineering and Mathematics (STEM) with local training institutions. 

 

Youth Council  

Provide information about the composition and membership of the Youth Council and its 

function within the local board. Please provide a list of the Youth Council members and indicate 

whether the members are voting or nonvoting members of the local board.  

 

1. Describe the membership of the local Youth Council and the process used to determine the 

appointments. Identify the responsibilities of this council. Specify if this includes 

recommending eligible youth service providers and conducting oversight with respect to 

eligible providers of youth activities. A current Youth Council membership list is a required 

attachment of the final Local Plan.  

 

Response: The membership of the local Youth Council is comprised of the following 

stakeholder representation: private-sector, non-profit, education (K-12 and post-secondary) 

and a community volunteer.  Service on the Youth Council is driven by board member 

choice.  During orientation, Youth Council members are made aware of the Youth Council’s 

role along with the recommended composition of the council based on the target group 

served.   

 

The Council is tasked with the following duties:   

 

The primary purpose of the Youth Council is to provide guidance to management and 

provide recommendations to the Board of Directors related to youth employment, 

education, training opportunities, special events, and linkages with community 

organizations. Action items include but are not limited to:  

 Prior Youth Council meeting minutes  

 Review Youth Priorities  

 Review youth targeted RFPs and responses  

 Performance updates  

 Recommendations  

 

2. Provide information on the process used by the Youth Council to assess the type and 

availability of youth activities in the local workforce region and how the information 
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gathered as part of this process is made available to the One-Stop and Youth Service 

Providers to ensure that youth clients have access to a wide array of services in the area.  

 

Response: The Youth Council through its connection to the Regional Consortium, 

engagement in the community, existing workforce board MOU’s, service of the Chief 

Executive Officer on the board of United Partners for Human Services which represents the 

non-profits that make-up the local community and her service on the Advisory Councils of 

multiple youth focused entities assesses the availability and type of youth activities offered 

in the local workforce region.  Additionally, there are surveys conducted in the region 

where customers are questioned regarding their awareness of services along with the origin.  

All information gathered through the multiple access points is shared during our daily 

communication with the One-Stop and Youth Service Provider along with our scheduled 

meetings.  Note, the One-Stop and Youth Service Provider are also required to conduct 

outreach in the community which includes delivery of workshops and participation in 

youth targeted community events which affords further engagement and awareness of 

similarly focused groups and services. 

 

3. Describe the process for the competitive selection of eligible providers of youth activities. 

Specifically, discuss the role of the Youth Council in making recommendations to the board 

regarding the final decision to award grants or contracts and/or provide direct youth 

services by the board.  

 

Response: The process for the competitive selection of eligible providers of youth activities 

in Region 5 is comprehensive and includes direct engagement from the Youth Council.  In 

specific, the Youth Council acts in the following capacity: 

 Ongoing review of youth program performance 

 Ongoing review and discussion of current service delivery strengths and areas of 

opportunity 

 Review, discuss, recommend suggested changes and approve RFPs (e.g. process, 

proposal, rating tool and review committee) developed in the region to address youth 

activities 

 Review the RFP responses and provide guidance to board staff 

 Provide a service provider recommendation to the Executive Committee for 

consideration 

 

4. Provide a list of youth services providers thus selected.  

 

Response: Region 5, WORKFORCE plus has a single contracted service provider of youth 

services, the Kaiser Group. 
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5. Describe how the Youth Council will share “best practices” with Workforce Florida and the 

Department of Economic Opportunity so that the State may disseminate that information 

throughout the workforce system.  

 

Response: The Youth Council will communicate its best practices through a variety of methods 

which include and are not limited to the following:  Inclusion on media release distribution lists 

and direct communication to the designated staff of each entity responsible for collection of this 

data. 

 

6. Describe how the four strategic goals outlined in the Youth Program section above will be 

implemented for youth in the region.  

 

Response:   

A. To build consensus for a policy on the preparation of youth for employment in 

targeted demand occupations. 

 

WORKFORCE plus operates a year round youth program that provides work 

readiness activities, paid work experience, basic skills remediation, and links to 

partner agencies to provide services such as GED courses.  Our focus is to prepare 

our youth customers for the world of work by overcoming barriers to employment, 

identifying training programs and linking our youth to employment opportunities.  

The WORKFORCE plus Youth Council and the High Skills High Wage (HSHW) 

Committee will begin work with local training institutions to review programs that 

are listed on the Targeted Occupations Lists (TOL).  As training providers add new 

programs that are in alignment with the TOL, our youth will have the opportunity to 

train in demand occupations and be prepared to enter the workforce.   

 

B. To develop regional alliances among workforce, education, state agencies serving 

the most at risk youth, economic development, housing, faith and community-based 

organizations, and transportation stakeholders to better meet the needs of businesses 

within a region by creating a pipeline of youth who have the hard and soft skills to 

enter targeted demand occupations. 

 

WORKFORCE plus continues to develop and maintain relationships with 

educational institutions, Department of Children and Families, Department of 

Juvenile Justice, Economic Development Councils, Disadvantage Transportation, 

Fostering Achievement Fellowship (Foster Care), and others to identify at risk youth 

in need of hard and soft skills training.  Partner agencies provide lists, referrals, and 

contacts of at risk youth.  Youth Career Specialist will continue to attend community 

events and canvas secondary institutions for at risk youth.  As youth are contacted 

and enrolled into the WIA youth program, they will be provided soft skills training.  
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Youth may also enroll in training programs such as On the Job Training (OJT) and 

Occupational Skills Training (OST).  The Youth Council and the HSHW Committee 

will be working with the educational institutions to identify training needs and new 

programs to assist youth with training in demand occupations.    

 

C. To create a blueprint for state-level stakeholders to facilitate the creation and growth 

of state/regional/local alliances. 

 

WORKFORCE plus will create a blueprint by working with state-level stakeholders, 

educational institutions, and employers, by focusing on training opportunities for 

youth that are in targeted demand occupations, emphasis will be placed on Science, 

Technology, Engineering, and Manufacturing (STEM) occupations.  Our goal to meet 

the needs of these thriving occupations will help meet the needs of our state and 

community stakeholders while promoting the growth and relationships of 

state/regional and local alliances.  

 

D. To provide a forum for local, regional, and state level stakeholders to exchange 

information and ideas on new initiatives, cross-agency planning, promising practices 

and data-based decision making. 

 

WORKFORCE plus will continue to be involved with community agencies and 

participate in partner agency boards and committees.  The linkages between 

agencies assists with dissemination of information and cross-agency planning to 

serve youth while simultaneously being good stewards of resources by eliminating 

duplication of service.  Dialogue with other workforce regions and partner agencies 

will continue to occur seeking out best practices.     

 

7. Describe the procedures that will be implemented to target and provide workforce services 

to youth with the following barriers: aged out of foster care; youthful offenders; out-of-

school youth; basic skills deficient, etc.  

 

Response: WORKFORCE plus, through its service providers, target special at-risk 

populations such as youth who have aged out of foster care, youthful offenders, out-of-

school youth, basic skills deficient youth, etc.  WORKFORCE plus has partnered with the 

Department of Juvenile Justice to identify youth offenders and coordination is made to 

provide services to assist the youth in overcoming employment barriers.  The school Boards 

are contacted to obtain a dropout list.  Students on the dropout list are contacted to identify 

barriers, and ways to overcome them.  Adult education programs refer youth who are basic 

skills deficient as well as school guidance counselors.  An Individual Service Strategy is 

developed with each WIA youth customer to detail a plan that will assist the youth in 
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overcoming barriers to employment, education, and basic skills.  The plan is updated and 

revised as goals are attained and new barriers arise. 
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VETERANS PROGRAM 

1. How will the State Veterans Program Plan of Service will be implemented in the One-Stop 

Career Center(s).  

 

Response: Veterans’ grant provision includes assurances that full-time Local Veterans’ 

Employment Representatives (LVER) and Disabled Veterans’ Outreach Program (DVOP) 

staff will exclusively serve veterans and other eligible persons. However, all Wagner Peyser 

staff are also required to provide services to veterans. When WORKFORCE plus staff makes 

referrals of qualified job seekers to job openings and training opportunities, the following 

order of priority shall be followed: (1) special disabled veterans, (2) disabled veterans, and 

(3) all other Veterans and eligible persons. 

 

2. How outreach and organizational visits for veterans are conducted?  

 

Response: Outreach and organizational visits are included in the roles and duties of the 

LVERs and DVOPs.  These activities are conducted in person and by phone to organizations 

who serve Veterans.  Contacts may also be made during such events such as job fairs, “In 

the Spot Light”, and career expos.  Veteran staff are required to actively engage Veterans in 

such activities and record participation in EFM. Outreach and organizational visits to 

promote services and employment of veterans may include, but are not limited to 

employers, unions, apprenticeship programs, veterans’ service organizations, federal 

contractors, educational institutions, community organizations etc. Veteran outreach and 

organizational visit process is as follows:  

 Stay in constant communication with Veteran services in the communities  

 Veteran service officers and counselors 

 Outpatient clinics, readjustments counseling center,  

 Homeless coordinators 

 Educational institutions 

  ROTC units  

 Military units  

 Reserve components  

 Recruiters and social service organizations  

 Family support groups such as National Guard Crisis intervention, homeless shelter, 

spouse employment  

 Veteran organizations such as, The American Legion, Purple Heart association, Disabled 

Veterans, Veteran of Foreign Wars (VFW). These outreach organizations continually 

meet with Veterans, and family members. A close relationship with each ultimately 

helps our veterans within the communities and gives insight into each program area  
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Employer Visits  

 Target military friendly organizations, Home Depot, Coca Cola, AMWAT 

 Meet employers that are Veterans, tour facilities to get a clear picture of employer needs 

and job requirements solicit posting jobs  

 Target long term career opportunities, skilled trades such as Electrical, Computer 

Programming, and Welders. Targeting these trades affords on the job training for 

veterans and ultimately opportunities for  a higher paying career as a journeyman and 

or certifications  

 Reviewing Job orders on employment data bases, People first, Employ Florida, look for 

military transferable skills, example: electronics, soldering, management. The Veteran 

staff contact employers to set an appointment to tour the  facility and build employer 

relationships  

 Stay in contact with hired Veterans, some may be responsible for hiring employees, and 

maintaining a list of Veteran owned business in the region  

 Network, Chamber of Commerce industry roundtables, job fairs all create opportunities 

for Veterans to remain engaged and to stay in contact  

 Building Relationships with employers leads to greater awareness of the employer 

community and for opportunities to highlight the vital role target group serves. 

 

3. How the Disabled Veterans Outreach Program Specialists and Local Veterans Employment 

Representatives staff are fulfilling their required roles and responsibilities as indicated in the 

State Veterans plan at: http://www.floridajobs.org/pdg/vets/Fy07StVetsSrvPlan080706.pdf; 

how technical assistance and best practices can be provided to improve services to veterans.  

 

Response: LVER and DVOP staff provide enhanced services to veterans. LVER and DVOP 

staff also facilitate priority workforce services to veterans and other targeted veterans such 

as the homeless population in the following order:  

1) Special Disabled Veterans 

2) Disabled Veterans  

3) All other Veterans and eligible persons. Both LVERs and DVOPs conduct services on 

behalf of all job seekers and those seeking to upgrade their jobs.  

 

Services provided are:   

1) Marketing to employers.  

2) Conducting job search workshops.  

3) Providing job development and job referrals.  

4) Assisting with career and vocational guidance.  

5) Providing labor market information.  

6) Providing Veterans’ program training to center partners and staff.  
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7) Conducting file searches to find appropriate candidates for employment. The staff also 

interact with military reserve components and serve as a conduit to all military services 

within the community. All the veterans’ staff activities promote services to veterans. 

 

Response: WORKFORCE plus Veteran staff are provided technical assistance by DEO as 

needed.  Best practices to improve services to veterans are learned and shared by 

participating in annual veterans training.  The LVER and DVOP’s will continue to be trained 

and tasked to identify veterans to ensure that the necessary services are provided. LVER 

and DVOP staff will also continue to be cross-trained in all programs to better serve 

veterans.   Veteran staff also access the best practices link provided by the Department of 

Economic Opportunity to learn of other ways to better serve the Veteran population.  

Additionally, the Veteran Staff is required to provide training to all staff on a quarterly 

basis. This training includes topics such as priority of service, roles and responsibilities, 

performance and productivity, and integrating Veteran services into the one stop delivery 

system. Veteran staff meet monthly in a forum called the United Veterans Luncheon to 

discuss partner needs, available community services, process changes, and to brainstorm on 

how to make a better one-stop service delivery system. 

 

4. Local operating procedures required; please include as an attachment to plan.  
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ATTACHMENT A: CURRENT MEMBERSHIP – REGIONAL WORKFORCE 

BOARD 

 

 Andrews, Trish 
CSG Systems 

 

 Banks, George 
Structure 
 

 Barrett, Judith 
Ability First 
 

 Colledge, Bill 
Capital City Bank Group 

 

 Cyrus, Charles 
Capital City Chamber of Commerce 

 

 Edwards, Barb - Chair 
Comcast Cablevision 

 

 Garcia, Louis 
Big Brothers Big Sister of the Big Bend 
 

 Gardner, David 
Gadsden County EDC 
 

 Harvey, Lee - Secretary 
Lee Harvey Insurance Agency 

 

 Hutto, Patrick - Treasurer 
St. Marks Powder 
 

 James, Reginald 
 Gadsden County School Board 

 

 Jarmon, Mike 
BlueWater Realty Group 
 

 King, Darlene 
Regional Consortium – Department of 
Children & Families 

 

 Kirkland, Beth 
Tallahassee/Leon County Economic 
Development Council 

 Mason, Katherine 
Tallahassee Memorial Healthcare 
 

 McGrew, Dan 
ITT Technical Institute 
 

 Mead, Maria 
 Keiser University 
 

 Meenan, Timothy 
Blank & Meenan, P.A. 

 

 Miller, David 
 Wakulla County School Board 
 

 Murdaugh, Jim 
Tallahassee Community College 
 

 Neimeiser, Mark 
Federation of Physicians & Dentists 
 

 Pons, Jackie 
 Leon County School Board 

 

 Rumph, Linda 
Supervalu 
 

 Seamon, Fred 
 MGT of America 

 

 Shipman, Martin – Vice Chair 
Tallahassee Orthopedic Clinic 
 

 Stephany, Lisa 
Quincy Joist Company 
 

 Vaughn, Kevin 
Wakulla County Economic Development 
Council 
 

 Yahn, Trish 
Coastal Plywood 
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ATTACHMENT B: FISCAL AGENT DESIGN/ADMINSTRATIVE ENTITY/ONE 

STOP OPERATOR 

 

NAME OF REGIONAL WORKFORCE BOARD (RWB) 
Big Bend Jobs & Education Council, Inc. d/b/a WORKFORCE plus 

Name and Title of RWB Chairperson 
Barbara Edwards, Chair 

Name and Title of RWB Staff Director or 
Main Contact Person 
Kimberly A. Moore, Chief Executive Officer 

Address of the RWB Chairperson 
325 John Knox Road, Bldg B100 
Tallahassee, Florida 32303 

Address of RWB Staff Director or Main 
Contact Person 
325 John Knox Road, Bldg B100 
Tallahassee, Florida 32303 

Telephone Number:  (850) 414-6085 
Facsimile Number:  (850) 410-2595 
E-mail Address:  wfp@wfplus.org 

Telephone Number:  (850) 617-4601 
Facsimile Number:  (850) 410-2595 
E-mail Address:  kimberly.moore@wfplus.org 

 

Name of RWB One-Stop Operator 

Kaiser Group, Inc. 
Name of  RWB Fiscal  Agent 

Matthew Salera, Chief Financial Officer 

Address of RWB One Stop Operator 

325 John Knox Road, Building B100 
Tallahassee, Florida 32303 

Address of RWB Fiscal Agent 

325 John Knox Road, Building B100 
Tallahassee, Florida 32303 

Telephone Number:  (850) 414-6085 
Facsimile Number:  (850) 410-2595 
E-mail Address: wfp@wfplus.org 

Telephone Number:  (850) 617-4606 
Facsimile Number:  (850) 410-2595 
E-mail Address: matt.salera@wfplus.org 

 

Name of the RWB Administrative Entity 
Kimberly A. Moore, Chief Executive Officer 

Name of the Chief Elected Official(s) – Gadsden 

Sherrie Taylor, Chairperson 
Gadsden County Board of County Commissioners 

Address of RWB Administrative Entity 
325 John Knox Road, Building B100 
Tallahassee, Florida 32303 

Address of the Chief Elected Official(s) 

PO Box 1799 
Quincy, Florida 32353 

Telephone Number:  (850) 617-4601 
Facsimile Number:  (850) 410-2595 
E-mail Address: kimberly.moore@wfplus.org 

Telephone Number:  (850) 875-8650 
Facsimile Number:  (850) 875-8655 
E-mail Address: staylor@gadsdencountyfl.gov 

 

Name of the Chief Elected Official(s) - Leon 
Akin Akinyemi, Chairman 
Leon County Board of County Commissioners 

Name of the Chief Elected Official(s) - Wakulla 
Alan Brock, Chairman 
Wakulla County Board of County Commissioners 

Address of the Chief Elected Official(s) 
301 South Monroe Street, 5th Floor 
Tallahassee, Florida 32301 

Address of the Chief Elected Official(s) 
PO Box 1263 
Crawfordville, Florida 32326-1263 

Telephone Number:  (850) 606-5369 
Facsimile Number:  (850) 606-5303 
E-mail Address: akinyemia@leoncountyfl.gov 

Telephone Number:  (850) 926-0919 
Facsimile Number:  (850) 926-0940 
E-mail Address: abrock@mywakulla.com 
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ATTACHMENT C: LIST OF ONE-STOP MOU’S (BOARD AND ONE-STOP 

PARTNERS) 

 

 Ability 1st 

 Apalachee Center 

 Big Bend Cares 

 Big Bend Homeless Coalition 

 Capital Area Community Action Agency 

 Department of Children & Families 

 DISC Village 

 Early Learning Coalition of the Big Bend 

 Experience Works 

 Florida Division of Vocational Rehabilitation 

 Forward March 

 Goodwill Industries of the Big Bend 

 Kelly Services 

 National Caucus and Center of the Black Aged 

 Panhandle Area Education Consortium 

 Capital Chapter of the American Red Cross 

 Refuge House 

 Tallahassee Community College 
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ATTACHMENT D: INTER-LOCAL AGREEMENTS 
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BIG BEND JOBS & EDUCATION COUNCIL, INC. d/b/a WORKFORCE plus 
GADSDEN COUNTY BOARD OF COUNTY COMMISSIONERS 

LEON COUNTY BOARD OF COUNTY COMMISSIONERS 
WAKULLA COUNTY BOARD OF COUNTY COMMISSIONERS 

INTERLOCAL AGREEMENT 

This Agreement, entered into by and between the following parties: Gadsden County, Leon County (a charter 

county), and Wakulla County, political subdivisions of the State of Florida, hereinafter referred to as the 

"COUNTIES", and the Big Bend Jobs & Education Council, Inc. d/b/a WORKFORCE plus, a Florida nonprofit 

corporation, in its capacity as the Region 5 workforce board created and existing under Chapter 445, Florida Statutes, 

hereinafter referred to as "WORKFORCE". 

WITNESSETH: 

WHEREAS, the Workforce Investment Act of 1998, Public Law 105-220 ("WIA'') authorizes expenditures of 

federal funds for workforce development programs in areas of the state designated by the Governor as a Workforce 

Development Region; and 

WHEREAS, Chapter 445, Florida Statutes, "the Workforce Innovation Act of 2000" ("Workforce Innovation 

Act") further delineates the roles and responsibilities of all parties in the expenditure of federal funds for workforce 

development programs in such designated areas; and 

WHEREAS, the COUNTIES have been designated by the Governor of the State of Florida as a Workforce 

Development Region; and 

WHEREAS, the WIA and Workforce Innovation Act require the chief local elected officials of each 

designated Workforce Development Region to establish a regional workforce development board; and 

WHEREAS, CS/HB 7023 enacted by the 2012 Florida Legislature and signed into law by Governor Rick Scott 

provides for the membership of local workforce development boards to be limited to the minimum membership 

required in Pub. L. No. 105-220, Title I, s. 117(b)(2)(A); and 

WHEREAS, WORKFORCE has requested and received certification as the Region 5 Workforce Development 

Board by Workforce Florida, Inc., the State of Florida Workforce Development Board; and 

WHEREAS, the Department of Economic Opportunity, under the direction of Workforce Florida Inc., shall 

review and certify that WORKFORCE complies with state and federal law; and 

WHEREAS, the COUNTIES and WORKFORCE previously entered into an Interlocal Agreement in 2001 

defining their respective duties and responsibilities ("Original Interlocal"); and 
Programs funded through WORKFORCE plus are equal opporhmity programs with auxiliary aids and services available upon request to individuals with disabilities. Persons using TrY /TID equipment 

use Florida Relay Service 711. 
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BIG BEND JOBS & EDUCATION COUNCIL, INC. dfb/a WORKFORCE plus 
GADSDEN COUNTY BOARD OF COUNTY COMMISSIONERS 

LEON COUNTY BOARD OF COUNTY COMMISSIONERS 
WAKULLA COUNTY BOARD OF COUNTY COMMISSIONERS 

INTERLOCAL AGREEMENT 

WHEREAS, WORKFORCE is required to submit its strategic plan and annual budget, as approved by the 

COUNTIES and/or their designee, to Workforce Florida Inc. for review; and 

WHEREAS, the COUNTIES and WORKFORCE desire to revise the terms of the Original Interlocal to 

define the scope of their relationship and their respective duties and responsibilities for the administration and 

operation of workforce programs within the Region 5 Workforce Region, as provided herein. 

NOW THEREFORE, IN CONSIDERATION OF THE ABOVE AND THE MUTUAL COVENANTS HEREIN, THE 

PARTIES HERETO AGREE AS FOLLOWS: 

1. Purpose: 

The purpose of this agreement is to establish and maintain a partnership to carry out the requirements of the 

WIA, the Personal Responsibility and Work Opportunity Reconciliation Act of 1996 (Public Law 104-193), Workforce 

Innovation Act, applicable federal, state and local regulations including OMB circulars and future state and federal 

workforce initiatives and laws (together the "Acts"). 

2. Development of the Two Year Workforce Investment Act Plan: 

Pursuant to the WIA and in accordance with the requirements established by the Governor of the State 

of Florida, WORKFORCE shall develop the Two Year Workforce Investment Act Plan and other plans, as required, 

and shall present said plans to the COUNTIES for review and approval. Upon approval and execution of the plans by 

the COUNTIES when required by the Acts, acting through the COUNTIES Commission, or its designees, the plans 

will be submitted to the proper funding authorities by WORKFORCE. 

3. Establishment of the Gadsden, Leon, Wakulla Workforce Development Consortium 

The Chief Elected Officials as defined by P. L. 105-220, Title I, Section 101 (6)(A) & (B), established by a multi

jurisdictional arrangement between the Gadsden Board of County Commissioners, the Leon Board of County 

Commissioners, and the Wakulla County Board of County Commissioners, the Gadsden, Leon, Wakulla Workforce 

Development Consortium, hereinafter referred to as the CONSORTIUM. Each respective Board of County 

Commissioners shall identify and designate individuals to serve as their designee on the CONSORTIUM. The designee 

shall be a voting member. The CONSORTIUM will exercise approval authority, which will not be unreasonably 

withheld over the budget adopted by WORKFORCE for final submittal and approval to Workforce Florida Inc. The 

CONSORTIUM will also exercise approval authority and review of the annual audit as conducted over WORKFORCE 

for final submittal to the proper funding authorities by WORKFORCE. 
Programs funded through WORKFORCE plus are equal opportunity programs with auxiliary aids and services available upon request to individuals with disabilities. Persons using 1TY /ITO equipment 
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BIG BEND JOBS & EDUCATION COUNCIL, INC. dfb/a WORKFORCE plus 
GADSDEN COUNTY BOARD OF COUNTY COMMISSIONERS 

LEON COUNTY BOARD OF COUNTY COMMISSIONERS 
WAKULLA COUNTY BOARD OF COUNTY COMMISSIONERS 

INTERLOCAL AGREEMENT 

4. Duties and Responsibilities of WORKFORCE: 

The COUNTIES hereby designate WORKFORCE as the local sub-grant recipient and local fiscal agent for all 

WIA and workforce development programs operating within the Region 5 Workforce Region (the "Program"). 

In that capacity, WORKFORCE shall act as its own administrative entity, and be responsible for all Program 

activities as required by the Acts, including and/ or subject to the following: 

A. WORKFORCE shall employ personnel to carry out the effective and efficient operation of the Program 

and to provide necessary technical assistance to WORKFORCE, acting in partnership with the COUNTIES as provided 

herein; 

B. WORKFORCE shall organize and train such staff as necessary to conduct the functions and operations of 

WORKFORCE as provided herein; 

C. WORKFORCE, through the actions of said personnel, as authorized, approved or directed by the 

WORKFORCE Board of Directors, shall: 

1. Prepare planning documents required by applicable state and federal law and, after any 

required approval by the COUNTIES, submit them to the appropriate funding authorities for 

approval; 

2. Prepare and submit for approval by the CONSORTIUM, an annual budget for the proper 

expenditure of all funds allocated to WORKFORCE; 

3. Direct the receipt and expenditure of funds in accordance with the Acts, this Agreement, 

approved local plans and budget, and/ or all applicable Federal, State or Local Laws; 

4. Execute contracts, sub-grants and other agreements necessary to carry out the programs 

authorized by the Acts, including making the designation of the One Stop Operator, selecting 

and designating youth service providers, identifying eligible providers of adult and dislocated 

worker intensive and training services, and maintaining a list of those providers with 

performance and cost information; 
Programs funded through WORKFORCE plus are equal opportunity programs with auxiliary aids and services available upon request to individuals with disabilities. Persons using 1TY /TID equipment 
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BIG BEND JOBS & EDUCATION COUNCIL, INC. dfb/a WORKFORCE plus 
GADSDEN COUNTY BOARD OF COUNTY COMMISSIONERS 

LEON COUNTY BOARD OF COUNTY COMMISSIONERS 
WAKULLA COUNTY BOARD OF COUNTY COMMISSIONERS 

INTERLOCAL AGREEMENT 

5. Reach agreement with the Governor on local performance measures; 

6. Recommend policy and develop program procedures for program management, planning, 

operation, evaluation and other necemmry functiOnDi 

7. Evaluate program performance and determine whether there is a need to reallocate program 

resources and to modify the grant agreement with the State of Florida; 

8. Establish and maintain such committees as determined by the WORKFORCE Board of Directors; 

9. Establish and maintain in force agreements with each of the required local One Stop Partner 

agencies; 

10. As the fiscal agent, collect, account for, invest and expend Program income generated by 

Program activities pursuant to the Acts and State of Florida requirements and approved 

WORKFORCE bylaws, procurement policies, finance and accounting policies and cash 

management policies; 

11 . Conduct oversight with respect to activities, programs and expenditures under WTA and such 

other federal programs that assign responsibility for oversight over programs, activities and 

expenditures. Oversight shall include monitoring related to administrative costs, duplicated 

services, career counseling, economic development, equal access, compliance and 

accountability, and performance outcomes. 

12. Enforce all agreements and take action against any sub-recipient or vendor for abuse in the 

programs in order to protect the funds and the integrity of the program, subject to final 

approval or ratification by the Audit Committee and the WORKFORCE Board of Directors; 

13. Coordinate workforce investment activities with economic development strategies and 

developing employer linkages; 

Programs funded through WORKFORCE plus are equal opportunity programs with auxili"'Y aids and services available upon request to individuals with disabilities. Persons using 1TY /TrD equipment 
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14. Promote private sector involvement in the statewide workforce investment system through 

effective brokering, connecting and coaching activities through intermediaries in the local area 

or through other organizations to assist employers in meeting hiring needs; 

15. Develop and administer a system to hear and resolve all grievances or complaints filed by 

participants, subcontractors or other interested parties as required by the Acts, Regulations or 

State Laws, subject to approval by the COUNTIES. 

16. Develop fiscal controls, accounting, audit and debt collection procedures to assure the proper 

disbursal of, and accounting for, funds received under WIA, with at least fifty percent (50%) of 

the Title I funds for Adults and Dislocated Workers that are passed through to WORKFORCE 

allocated to and expended on Individual Training Accounts, unless a waiver is received from 

Workforce Florida Inc. 

17. Make available to the COUNTIES and the general public through its website, www.wfplus.org, 

the audit conducted in accordance with OMB Circular A-133/Single Audit Act annually. 

18. Perform any other functions as necessary or appropriate to meet its responsibility for the 

operation of the Program; 

D. WORKFORCE shall have authority to seek, compete for and secure other sources of funding consistent 

with and in accordance with its purpose and for such other purposes as WORKFORCE may deem appropriate and 

necessary. 

E. WORKFORCE shall perform or cause to have performed internal audits and monitoring of all funds as 

required by the Acts and in accordance with the provisions of paragraph 6(c) herein; shall satisfactorily resolve any 

questions or problems arising from said audits and monitoring; and present audit and monitoring findings directly to the 

Audit Committee and CONSORTIUM. 

F. WORKFORCE shall adopt such procedures to ensure compliance with applicable conflict of interest and 

public meetings laws. Members of the WORKFORCE Board of Directors shall ensure there is no conflict of interest in 

the actions of the WORKFORCE Board or its members with respect to all activities by complying with all disclosure, 

Programs funded through WORKFORCE plus are equal opportunity programs with auxiliary aids and services available upon request to individuals with disabilities. Persons using 1TY /TfD equipment 
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conflict of interest statutes, and other regulations and guidelines, as well as complying with all public meeting 

requirements, notifications and restrictions as prescribed by law. 

G. In order to exercise its independent Program oversight, WORKFORCE shall serve as the one stop 

opQrator and/ or a direct service provider of certain components or all components of workforce ~ervices if deemed 

necessary by the WORKFORCE Board of Directors. 

H. WORKFORCE shall promote and solicit participation by the business community in the Program in 

order to maximize services to eligible residents of the area. 

I. WORKFORCE shall collect or have collected appropriate labor market information to determine 

business and industry needs for specific job categories in the COUNTIES. 

J. WORKFORCE shall approve, in conjunction with the COUNTIES, all plans as may be required under the 

Wagner Peyser (employment services) Act. 

K. WORKFORCE shall exert every reasonable and necessary effort to resolve disagreements 

between WORKFORCE and the COUNTIES. 

L. WORKFORCE shall comply with all the filing and other requirements mandated by the Florida not-for-

profit corporation statutes, and applicable IRS regulations and filings. 

M. WORKFORCE shall complete and submit all assurances and certifications as required by the funding 

sources. 

5. Duties and Responsibilities of the COUNTIES: 

Each Board of County Commissioners is designated as the Chief Elected Officials under the WIA, and in the 

capacity as the local grant recipient shall have the following duties and responsibilities: 

A. Appoint and reappoint members to the WORKFORCE Board of Directors in a timely manner so as to 

maintain the minimum number of members required by WORKFORCE's bylaws, CS/HB 7023 enacted by the 2012 

Florida Legislature and as provided in the WIA. Each Board of County Commissioners shall have the authority to 

remove a Board Member for cause which was appointed by that Commission for their specific county to the 

WORKFORCE Board of Directors. Cause may include, but is not limited to, conviction of a crime involving moral 
Programs funded through WORKFORCE plus are equal opportunity programs with auxiliary aids and services available upon request to individuals with disabilities. Persons using TIY /TID equipment 

use Florida Rei a y Service 711. - . ·--

Page 198 of 959 Posted at 9:00 p.m. on September 11, 2012



Attachment #1 
Page 166 of 493

BIG BEND JOBS & EDUCATION COUNCIL, INC. dfb/a WORKFORCE plus 
GADSDEN COUNTY BOARD OF COUNTY COMMISSIONERS 

LEON COUNTY BOARD OF COUNTY COMMISSIONERS 
WAKULLA COUNTY BOARD OF COUNTY COMMISSIONERS 

INTERLOCAL AGREEMENT 
turpitude or dishonesty; and/ or intentional and flagrant violation of County or WORKFORCE standard of conduct to 

include ethical violation; and/ or any conduct the COUNTIES determine to be detrimental to WORKFORCE and/ or the 

County or to the purposes and objectives of the workforce development system. Removal of the Chair and/ or Officer of 

the WORKFORCE Board of Directors requires approval by all COUNTIES. 

B. Consult from time to time on a continuing basis with WORKFORCE as either party request. 

C. Appoint and reappoint members to the CONSORTIUM as defined in Section 3. 

D. Provide such Program oversight to ensure the effective and efficient delivery of all services as provided 

for in accordance with this Agreement, WORKFORCE's approved plans, and as defined in the WIA. 

E. Review, make recommendations, and approve, in its reasonable discretion, all plans as may be 

required under the Wagner Peyser Act. 

F. Take prompt corrective action as it determines appropriate in its reasonable discretion when necessary to 

comply with the Acts, or to assure that performance standards are met. 

G. Ensure, in accordance with the plans and any other agreements with WORKFORCE, that adequate 

administration and management is provided for all funds and programs handled by WORKFORCE including, but not 

limited to, such activities as receipts and disbursement of funds, monitoring, evaluation and contracting. 

H. Exert every necessary and reasonable effort to resolve disagreements between WORKFORCE and the 

COUNTIES. 

6. Financial Responsibility for the Program: 

As provided in the WIA, the Board of County Commissioners of the COUNTIES, as the Chief Elected Officials, 

are not relieved of the liability for the misuse of grant funds by the designation of WORKFORCE as sub-grantee and 

fiscal agent as provided herein, as authorized by the WJA, and WORKFORCE agrees to the following, in order to 

provide assurances to and protection for the Chief Elected Officials as to sound fiscal management of the Program in 

compliance with the Acts: 

A. Indemnification. Unless determined to be contrary to applicable law, WORKFORCE shall indemnify, 

pay the cost of defense, including attorneys' fees, and hold harmless the COUNTIES, WORKFORCE, its agents or 
Progr.oms funded through WORKFORCE plus are equal opportunity programs with auxiliary aids and services available upon request to individuals with disabilities. Persons using lTY/TrD equipment 

use Florida Relay Service 711. 

Page 199 of 959 Posted at 9:00 p.m. on September 11, 2012



Attachment #1 
Page 167 of 493

BIG BEND JOBS & EDUCATION COUNCIL, INC. dfb/a WORKFORCE plus 
GADSDEN COUNTY BOARD OF COUNTY COMMISSIONERS 

LEON COUNTY BOARD OF COUNTY COMMISSIONERS 
WAKULLA COUNTY BOARD OF COUNTY COMMISSIONERS 

INTERLOCAL AGREEMENT 
employees; or by, or in consequence of any act or omission, neglect or misconduct in the performance of this 

Agreement; or on account of any act or omission, neglect or misconduct of WORKFORCE, its agents or employees; or 

by, or on account of, any claim or amounts recovered under the "Workers' Compensation Law" or of any other laws, 

by-laws, ordinance, order or decree, except only such injury or damage as shall have been occasioned by the sole 

negligence of the COUI\JTIES. 

B. Disallowed Cost Liability. In the event WORKFORCE is found responsible for any disallowed costs, 

through whatever means, WORKFORCE and the COUNTIES will mutually work to resolve all such disallowed costs. In 

the event that repayment of funds is demanded by the funding source, WORKFORCE will have first responsibility for 

repayment, through its insurance, bonds, grant or non-grant funds as allowed by the Acts. If WORKFORCE's 

insurance, bonds, grant or non-grant funds are insufficient for the demanded repayment, then any repayment 

obligation shall be determined as provided by the Acts. 

C. Additional Financial Assurances. During the term hereof, in addition to any other remedies provided by 

law, the Acts, or in this Agreement, in the event the COUNTIES reasonably determines that additional financial or 

performance assurances are necessary to protect the interests of the COUNTIES, as the Chief Elected OfficialS, after 

written notice to WORKFORCE, the COUNTIES may: (i) require WORKFORCE to withhold payments from its 

designated one stop operator(s) or service providers; (ii) require that all contracts, and payments thereon, provide for 

the retainage of a portion of payments due; (iii) make any appearances in any proceedings or conduct any reviews or 

examinations the COUNTIES reasonably deems necessary; or (iv) post such security, as the COUNTIES reasonably 

deems necessary, for the performance of any obligations as provided in the Acts or this Agreement. 

7. Term and Termination: 

A. Term. The term of this Agreement shall commence on the Effective Date or the filing of this Interlocal 

Agreement as provided in paragraph 12 herein, whichever occurs last, and continues through June 30, 2013, unless 

otherwise terminated as provided herein. Thereafter, this Agreement shall automatically renew for additional one year 

terms commencing on July 1 and ending in June 30, unless either party provides written notice of its intent not to renew 

on or before March 1 of any extension period. 

B. Termination for Convenience. Either Party may terminate this Agreement, without cause, by giving one 

hundred fifty (150) days prior written notice of the termination hereof pursuant to this provision. 

C. Termination on Default. 
Programs funded through WORKFORCE plus are equal opportunity programs with auxiliary aids and services available upon request to individuals with disabilities. Persons using TrY /TID equipment 
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1. Each of the following shall constitute an Event of Default: 

(a) The failure or refusal by either party to substantially fu1fill any of its obligations in 

accordance with this Agreement, provid6ld, however, that no such default shall constitute an 

Event of Default unless and until the nondefaulting party has given prior written notice 

specifying that a default or defaults exist which will, unless corrected, constitute a material 

breach of this Agreement, and the defaulting party has either corrected such default or 

has not cured the defaults, as determined by the nondefaulting party to correct the same 

within thirty (30) days from the date of such notice; 

(b) The written admission by WORKFORCE that it is bankrupt, or the filing by a voluntary 

petition as such under the Federal Bankruptcy Act, or the consent by WORKFORCE to the 

appointment by a court of a receiver or trustee or the making by Contractor of any 

arrangement with or for the benefit of its creditors involving an assignment to a trustee, 

receiver or similar fiduciary regardless of how designated, of all or a substantial portion of 

Contractor's property or business, or the dissolution or revocation of WORKFORCE'S 

corporate charter. 

2. Upon the occurrence of an Event of Default, the nondefaulting party shall have the right to 

immediately terminate this Agreement upon written notice to the party in default. 

D. Fiscal Nonfunding. In the event that sufficient budgeted funds are not available for a new fiscal period, the 

COUNTIES shall notify WORKFORCE of such occurrence and the Agreement shall terminate on the last day of the 

current fiscal period without penalty or expense to the COUNTIES. 

8. Notice: 

Except as otherwise provided in this Agreement, any notice required or permitted to be given hereunder 

shall be delivered personally or sent by mail with postage pre-paid to the following addresses or to such other 

places as may be designated by the parties hereto from time to time. 

For WORKFORCE: 
Chief Executive Officer 
325 John Knox Road, 
BldgB100 
Tallahassee, Florida 32303 

For GADSDEN COUNTY: 
Chairperson 
POBox 1799 
Quincy, Florida 32351 

For LEON COUNTY: 
Chairperson 
301 S. Monroe Street, 
5th Floor 
Tallahassee, Florida 32301 

For WAKULLA COUNTY: 
POBox 1263 
Crawfordville, Florida 32326 

Programs funded through WORKFORCE plus are equal opportunity programs with auxiliary aids and services available upon request to individuals with disabilities. Persons using 1TY /TID equipment 
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It is understood and agreed that the entire Agreement between the parties is contained herein and that this 

Agreement supersedes any and all oral agreements and/ or negotiations between the parties relating to the subject 

matter thereof. All itemi referred to in thii Agreement are incorporated or attached and deemed to be a patlof this 

Agreement. 

10. Modification: 

This Agreement may be modified by the mutual consent of the parties thereto, in any lawful manner and 

consistent with the Acts, Regulations or any rule promulgated thereto. 

11. Resolution of Disagreements: 

A. To facilitate the timely and effective resolution of any controversy or dispute that may rise under this 

Agreement, the Chairman of WORKFORCE and the COUNTIES Administrators shall undertake negotiations to 

resolve the matter. To the extent the controversy or dispute cannot, after good faith effort, be resolved either party may 

refer the matter to non-binding mediation. The dispute will be mediated by a mediator chosen jointly by 

WORKFORCE and COUNTIES within thirty (30) days after written notice demanding non-binding mediation by either 

party. Neither party may unreasonably withhold consent to the selection of a mediator, and WORKFORCE along with 

the COUNTIES will share the cost of the mediation equally. The parties may also, by mutual agreement, replace 

mediation with some other form of non-binding alternate dispute resolution ("ADR") procedure. 

B. In the event that any claim, dispute or demand cannot be resolved between the parties through 

negotiation or mediation as provided herein within 60 days after the date of the initial demand for non-binding 

mediation, then either party may pursue any remedies as provided by Jaw. 

12. Independence of Terms: 

In the event any terms or provisions of this Agreement or the application to any of the parties hereto, 

person or circumstance shall, to any extent, be held invalid or unenforceable, the remainder of this Agreement, or 

the application of such terms or provision to the parties hereto, persons or circumstances other than those as to 

which it held invalid or unenforceable, shall not be affected thereby and every other term and provision of this 

Agreement shall be valid and enforced to the fullest extent permitted by the Acts. 
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13. Filing of Agreement 

This Agreement shall be filed with each COUNTIES Clerk of the Circuit Court as required by Sec. 163.01(11) 

Flnrici<1 StAhltPc; 

14. Termination of Original Interlocal: 

This Agreement supersedes all prior agreements between the parties, and said prior agreements, 

including the Original Interlocal between the parties are hereby terminated. 

Programs funded through WORKFORCE plus are equal opportunity programs with auxiliary aids and services available upon request to individuals with disabilities. Persons using "ITY/TrD equipment 
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THIS AGREEMENT IS ENTERED INTO ON BEHALF OF: 

APPROVED AS TO FORM: 

By~_~j;:]Av>t:W 
Gadsden County Attorney 

ATTEST: Gadsden County Clerk of the Circuit Court 

LEON COUNTY APPROVED AS TO FORM: 

Chairman, John E. Dailey Leon County Attorney 

ATTEST: Leon County Clerk of the Circuit Court 

BY: __________________________________ ___ 
Date of Commission Action Leon County Clerk of the Circuit Court 

WAKULLA COUNTY APPROVED AS TO FORM: 

Chairman, Mike Stewart Wakulla County Attorney 

ATTEST: Wakulla County Clerk of the Circuit Court 

BY: ____________________________________ __ 
Date of Commission Action Wakulla County Clerk of the Circuit Court 
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BIG BEND JOBS & EDUCATION 
COUNCIL, INC. dfb/a WORKFORCE plus 

~~ c_ . ~oJ-M.JL_ 
\hnirpPrson, Rnrhnri'l (' Rrlwnrcis 
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This Agreement, entered into by and between the following parties: Gadsden County, Leon County (a charter 

county), and Wakulla County (a charter county), political subdivisions of the State of Florida, hereinafter referred to as 

the "COUNTIES", and the Big Bend Jobs & Education Council, Inc. d/b/a WORKFORCE plus, a Florida nonprofit 

corporation, in its capacity as the Region 5 workforce board created and existing under Chapter 445, Florida Statutes, 

hereinafter referred to as "WORKFORCE". 

WITNESSETH: 

WHEREAS, the Workforce Investment Act of 1998, Public Law 105-220 ("WIA") authorizes expenditures of 

federal funds for workforce development programs in areas of the state designated by the Governor as a Workforce 

Development Region; and 

WHEREAS, Chapter 445, Florida Statutes, "the Workforce Innovation Act of 2000" ("Workforce Innovation 

Act") further delineates the roles and responsibilities of all parties in the expenditure of federal funds for workforce 

development programs in such designated areas; and 

WHEREAS, the COUNTIES have been designated by the Governor of the State of Florida as a Workforce 

Development Region; and 

WHEREAS, the WIA and Workforce Innovation Act require the chief local elected officials of each 

designated Workforce Development Region to establish a regional workforce development board; and 

WHEREAS, CS/HB 7023 enacted by the 2012 Florida Legislature and signed into law by Governor Rick Scott 

provides for the membership of local workforce development boards to be limited to the minimum membership 

required in Pub. L. No. 105-220, Title I, s. 117(b)(2)(A); and 

WHEREAS, WORKFORCE has requested and received certification as the Region 5 Workforce Development 

Board by Workforce Florida, Inc., the State of Florida Workforce Development Board; and 

WHEREAS, the Department of Economic Opportunity, under the direction of Workforce Florida Inc., shall 

review and certify that WORKFORCE complies with state and federal law; and 

WHEREAS, the COUNTIES and WORKFORCE previously entered into an Interlocal Agreement in 2001 

defining their respective duties and responsibilities ("Original Interlocal"); and 
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WHEREAS, WORKFORCE is required to submit its strategic plan and annual budget, as approved by the 

COUNTIES and/ or their designee, to Workforce Florida Inc. for review; and 

WHEREAS, the COUNTIES and WORKFORCE desire to revise the terms of the Original Interlocal to 

define the scope of their relationship and their respective duties and responsibilities for the administration and 

operation of workforce programs within the Region 5 Workforce Region, as provided herein. 

NOW THEREFORE, IN CONSIDERATION OF THE ABOVE AND THE MUTUAL COVENANTS HEREIN, THE 

PARTIES HERETO AGREE AS FOLLOWS: 

1. Purpose: 

The purpose of this agreement is to establish and maintain a partnership to carry out the requirements of the 

WIA, the Personal Responsibility and Work Opportunity Reconciliation Act of 1996 (Public Law 104-193), Workforce 

Innovation Act, applicable federal, state and local regulations including OMB circulars and future state and federal 

workforce initiatives and laws (together the "Acts"). 

2. Development of the Two Year Workforce Investment Act Plan/Workforce Services 

Plan: 

Pursuant to the WIA and in accordance with the requirements established by the Governor of the State 

of Florida, WORKFORCE shall develop the Two Year Workforce Investment Act Plan/Workforce Services Plan and 

other plans, as required, and shall present said plans to the COUNTIES for review and approval. Upon approval and 

execution of the plans by the COUNTIES when required by the Acts, acting through the respective Boards of County 

Commission, or their designees, the plans will be submitted to the proper funding authorities by WORKFORCE. 

3. Establishment of the Gadsden, Leon, Wakulla Workforce Development Consortium 

The Gadsden, Leon, and Wakulla Workforce Development Consortium (the "CONSORTIUM") is hereby created 

to be organized as hereinafter provided. Each respective Board of County Commissioners shall identify and designate 

one individual to serve as their designee on the CONSORTIUM. The designee shall be a voting member. The 

CONSORTIUM will exercise approval authority, which will not be unreasonably withheld, over the budget adopted by 

WORKFORCE for final submittal and approval to Workforce Florida Inc. The CONSORTIUM will also exercise approval 

authority and review of the annual audit as conducted over WORKFORCE for final submittal to the proper funding 

authorities by WORKFORCE. 
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4. Duties and Responsibilities of WORKFORCE: 

The COUNTIES hereby designate WORKFORCE as the local sub-grant recipient and local fiscal agent for all 

Workforce Investment Act and workforce development programs operating within the Region 5 Workforce 

Region (the "Program"). In that capacity, WORKFORCE shall act as its own administrative entity, and be 

responsible for all Program activities as required by the Acts, including and/ or subject to the following: 

A. WORKFORCE shall employ personnel to carry out the effective and efficient operation of the Program, 

as defined in the Workforce Services Plan, and to provide necessary technical assistance to WORKFORCE, acting in 

partnership with the COUNTIES as provided herein; 

B. WORKFORCE shall organize and train such staff as necessary to conduct the functions and operations of 

WORKFORCE as provided herein; 

C. WORKFORCE, through the actions of said personnel, as authorized, approved or directed by the 

WORKFORCE Board of Directors, shall: 

1. Prepare planning documents required by applicable state and federal law and, after any 

required approval by the COUNTIES, submit them to the appropriate funding authorities for 

approval; 

2. Prepare and submit for approval by the CONSORTIUM, an annual budget for the proper 

expenditure of all funds allocated to WORKFORCE; 

3. Direct the receipt and expenditure of funds in accordance with the Acts, this Agreement, 

approved local plans and budget, and/ or all applicable Federal, State or Local Laws; 

4. Execute contracts, sub-grants and other agreements necessary to carry out the programs 

authorized by the Acts, including making the designation of the One Stop Operator, selecting 

and designating youth service providers, identifying eligible providers of adult and dislocated 

worker intensive and training services, and maintaining a list of those providers with 

performance and cost information; 
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5. Reach agreement with the Governor on local performance measures; 

6. Recommend policy and develop program procedures for program management, planning, 

operation, evaluation and other necessary functions; 

7. Evaluate program performance and determine whether there is a need to reallocate program 

resources and to modify the grant agreement with the State of Florida; 

8. Establish and maintain such committees as determined by the WORKFORCE Board of Directors; 

9. Establish and maintain in force agreements with each of the required local One Stop Partner 

agencies; 

10. As the fiscal agent, collect, account for, invest and expend Program income generated by 

Program activities pursuant to the Acts and State of Florida requirements and approved 

WORKFORCE bylaws, procurement policies, finance and accounting policies and cash 

management policies; 

11. Conduct oversight with respect to activities, programs and expenditures under WIA and such 

other federal programs that assign responsibility for oversight over programs, activities and 

expenditures. Oversight shall include monitoring related to administrative costs, duplicated 

services, career counseling, economic development, equal access, compliance and 

accountability, and performance outcomes. 

12. Enforce all agreements and take action against any sub-recipient or vendor for abuse in the 

programs in order to protect the funds and the integrity of the program, subject to final 

approval or ratification by the Audit Committee and the WORKFORCE Board of Directors; 

13. Coordinate workforce investment activities with economic development strategies and 

developing employer linkages; 
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14. Promote private sector involvement in the statewide workforce investment system through 

effective brokering, connecting and coaching activities through intermediaries in the local area 

or through other organizations to assist employers in meeting hiring needs; 

15. Develop and administer a system to hear and resolve all grievances or complaints filed by 

participants, subcontractors or other interested parties as required by the Acts, Regulations or 

State Laws, subject to approval by the respective Boards of County Commissions when 

approving the Workforce Services Plan. 

16. Develop fiscal controls, accounting, audit and debt collection procedures to assure the proper 

disbursal of, and accounting for, funds received under WIA, with at least fifty percent (50%) of 

the Title I funds for Adults and Dislocated Workers that are passed through to WORKFORCE 

allocated to and expended on Individual Training Accounts, unless a waiver is received from 

Workforce Florida Inc. 

17. Make available to the COUNTIES and the general public through its website, www.wf.plus.org, 

the audit conducted in accordance with OMB Circular A-133/Single Audit Act annually. 

18. Perform any other functions as necessary or appropriate to meet its responsibility for the 

operation of the Program; 

19. Maintain the required insurance coverage to protect the COUNTIES addressed through this 

agreement. 

D. WORKFORCE shall have authority to seek, compete for and secure other sources of funding consistent 

with and in accordance with its purpose and for such other purposes as WORKFORCE may deem appropriate and 

necessary. 

E. WORKFORCE shall perform or cause to have performed internal audits and monitoring of all funds as 

required by the Acts and in accordance with the provisions of paragraph 6(c) herein; shall satisfactorily resolve any 

questions or problems arising from said audits and monitoring; and present audit and monitoring findings directly to the 

Audit Committee and CONSORTIUM. 
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F. WORKFORCE shall adopt such procedures to ensure compliance with applicable conflict of interest and 

public meetings laws. Members of the WORKFORCE Board of Directors shall ensure there is no conflict of interest in 

the actions of the WORKFORCE Board or its members with respect to all activities by complying with all disclosure, 

conflict of interest statutes, and other regulations and guidelines, as well as complying with all public meeting 

requirements, notifications and restrictions as prescribed by law. 

G. In order to exercise its independent Program oversight, WORKFORCE shall serve as the one stop 

operator and/ or a direct service provider of certain components or all components of workforce services if deemed 

necessary by the WORKFORCE Board of Directors. 

H. WORKFORCE shall promote and solicit participation by the business community in the Program in 

order to maximize services to eligible residents of the area. 

I. WORKFORCE shall collect or have collected appropriate labor market information to determine 

business and industry needs for specific job categories in the COUNTIES. 

J. WORKFORCE shall approve, in conjunction with the respective Board of County Commissioners, all 

plans as may be required under the Wagner Peyser (employment services) Act. 

K. WORKFORCE shall exert every reasonable and necessary effort to resolve disagreements 

between WORKFORCE and the COUNTIES. 

L. WORKFORCE shall comply with all the filing and other requirements mandated by the Florida not-for-

profit corporation statutes, and applicable IRS regulations and filings. 

M. WORKFORCE shall complete and submit all assurances and certifications as required by the funding 

sources. 

5. Duties and Responsibilities of the COUNTIES: 

Each Board of County Commissioners is designated as the Chief Elected Officials under the WIA, and in the 

capacity as the local grant recipient shall have the following duties and responsibilities: 

A. Appoint and reappoint members to the WORKFORCE Board of Directors in a timely manner so as to 
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maintain the minimum number of members required by WORKFORCE's bylaws, CS/HB 7023 enacted by the 2012 

Florida Legislature and as provided in the WIA. Each Board of County Commissioners shall have the authority to 

remove a Board Member for cause which was appointed by that Commission for their specific county to the 

WORKFORCE Board of Directors. Cause may include, but is not limited to, conviction of a crime involving moral 

turpitude or dishonesty; and/ or intentional and flagrant violation of County or WORKFORCE standard of conduct to 

include ethical violation; and/ or any conduct the COUNTIES determine to be detrimental to WORKFORCE and/ or the 

County or to the purposes and objectives of the workforce development system. Removal of the Chair and/ or Officer of 

the WORKFORCE Board of Directors requires approval by all COUNTIES. 

The WORKFORCE Board of Directors membership shall number thirty-four (34). Thereafter, the number of members of 

the Regional Workforce Development Board shall be determined by the WORKFORCE, but must remain compliant with 

the WIA and the State of Florida Workforce Innovation Act of 2000, as amended. 

Members shall be appointed for fixed terms and may serve until their successors are appointed. Terms of the 

WORKFORCE Board members shall be three (3) years. 

A majority of the WORKFORCE Board shall be representative of the private sector, who shall be owners of businesses, 

chief executives, or chief operating officers of non-governmental employers, or other private sector executives who have 

substantial management or policy responsibility. The Chairman of the WORKFORCE shall be a representative of the 

private sector and shall be selected by the membership of the WORKFORCE Board. 

The private sector representatives on the WORKFORCE Board shall number nineteen (19) and shall be selected in the 

following manner: 

1) Nominations for the private sector seats shall be submitted to the respective County Commissions or their 

designee by local business organizations including local chambers of commerce, downtown merchants 

associations, area business associations, etc., but must be compliant with the WIA and State of Florida 

Workforce Innovation Act of 2000. 

2) Such nominations for the WORKFORCE Board shall be representative of the business community. In 

addition, the number of private sector seats appointed by the respective county commissions shall be 

apportioned as follows: 

(a) Leon County Commission, eight (8); 

(b) Gadsden County Commission, six (6); and 

(c) Wakulla County Commission, five (5). 

3) Fourteen (14) of the remaining board membership shall be specified in the State of Florida Workforce 

Innovation Act of 2000. 
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4) The following members are not nominated by the three (3) respective County Commissions or their designee, 

but are appointed as specified in the State of Florida Workforce Innovation Act of 2000: 

(a) The President of the local community college (1); 

(b) The public School Superintendents of Gadsden, Leon, and Wakulla counties (3); 

(c) Three (3) economic development representatives nominated by the economic development agencies in 

Gadsden, Leon and Wakulla counties; 

(d) One (1) Private Not-for-Profit School representative; 

(e) One (1) Private For-Profit School representative; 

(f) Two (2) organized labor representatives; 

(g) Three (3) community-based organizations serving veterans and persons with disabilities; preference will 

be given to nominations by the local County Commissions; 

(h) One (1) representative from the one-stop partners as selected by the One-Stop Consortium. 

B. Maintain communication with WORKFORCE necessary to carry out the objectives of this 

agreement. 

C. Appoint and reappoint members to the CONSORTIUM as defined in Section 3. 

D. Provide such Program oversight to ensure the effective and efficient delivery of all services as provided 

for in accordance with this Agreement, WORKFORCE's approved plans, and as defined in the WIA. 

E. Review, make recommendations, and approve, in its reasonable discretion, all plans as may be 

required under the Wagner Peyser Act. 

F. Take prompt corrective action as it determines appropriate in its reasonable discretion when necessary to 

comply with the Acts, or to assure that performance standards are met. 

G. Ensure, through WORKFORCE Board meetings and WORKFORCE staff presentations, as well as approval 

of WORKFORCE policies, reports and other agreements, that WORKFORCE has and maintains adequate 

administration, controls and management for funds and programs handled by WORKFORCE including, but not limited 

to, such activities as receipts and disbursement of funds, monitoring, evaluation and contracting. 

H. Exert every necessary and reasonable effort to resolve disagreements between WORKFORCE and the 

COUNTIES. 

Programs funded through WORKFORCE plus are equal opportunity programs with auxiliary aids and services available upon request to individuals with disabilities. Persons using ITY/TrD equipment 
use Florida Relay Service 711. 

Page 8 of13 

Page 214 of 959 Posted at 9:00 p.m. on September 11, 2012



Attachment #1 
Page 182 of 493

BIG BEND JOBS & EDUCATION COUNCIL, INC. dfb/a WORKFORCE plus 
GADSDEN COUNTY BOARD OF COUNTY COMMISSIONERS 

LEON COUNTY BOARD OF COUNTY COMMISSIONERS 
WAKULLA COUNTY BOARD OF COUNTY COMMISSIONERS 

INTERLOCAL AGREEMENT 
6. Financial Responsibility for the Program: 

As provided in the WIA, the Board of County Commissioners of the respective counties, as the Chief Elected 

Officials, are not relieved of the liability for the misuse of grant funds by the designation of WORKFORCE as sub

grantee and fiscal agent as provided herein, as authorized by the WIA, and WORKFORCE agrees to the following, in 

order to provide assurances to and protection for the Chief Elected Officials as to sound fiscal management of the 

Program in compliance with the Acts: 

A. Indemnification. Unless determined to be contrary to applicable law, WORKFORCE shall indemnify, 

pay the cost of defense, including attorneys' fees, and hold harmless the respective Boards of County Commissioners, 

its agents or employees; or by, or in consequence of any act or omission, neglect or misconduct in the performance of 

this Agreement; or on account of any act or omission, neglect or misconduct of WORKFORCE, its agents or employees; 

or by, or on account of, any claim or amounts recovered under the "Workers' Compensation Law" or of any other laws, 

by-laws, ordinance, order or decree, except only such injury or damage as shall have been occasioned by the sole 

negligence of the respective Board of County Commissions. 

B. Disallowed Cost Liability. In the event WORKFORCE is found responsible for any disallowed costs, 

through whatever means, WORKFORCE and the COUNTIES will mutually work to resolve aU such disallowed costs. In 

the event that repayment of funds is demanded by the funding source, WORKFORCE will have first responsibility for 

repayment, through its insurance, bonds, grant or non-grant funds as allowed by the Acts. If WORKFORCE's 

insurance, bonds, grant or non-grant funds are insufficient for the demanded repayment, then any repayment 

obligation shall be determined as provided by the Acts. 

C. Additional Financial Assurances. During the term hereof, in addition to any other remedies provided by 

law, the Acts, or in this Agreement, in the event the respective Boards of County Commissions reasonably determines 

that additional financial or performance assurances are necessary to protect the interests of the respective Boards of 

County Commissions, as the Chief Elected Officials, after written notice to WORKFORCE, the COUNTIES may: (i) 

require WORKFORCE to withhold payments from its designated one stop operator(s) or service providers; (ii) require 

that all contracts, and payments thereon, provide for the retainage of a portion of payments due; (iii) make any 

appearances in any proceedings or conduct any reviews or examinations the respective Boards of County Commissions 

reasonably deems necessary; or (iv) post such security, as the respective Boards of County Commissions reasonably 

deems necessary, for the performance of any obligations as provided in the Acts or this Agreement. 

7. Term and Termination: 
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A. Term. The term of this Agreement shall commence on the Effective Date or the filing of this Interlocal 

Agreement as provided in paragraph 13 herein, whichever occurs last, and continues through June 30, 2013, unless 

otherwise terminated as provided herein. Thereafter, this Agreement shall automatically renew for additional one year 

terms commencing on July 1 and ending in June 30, unless any party provides written notice of its intent not to renew 

on or before March 1 of any extension period. 

B. Termination for Convenience. Either Party may terminate this Agreement, without cause, by giving one 

hundred fifty (150) days prior written notice of the termination hereof pursuant to this provision. 

C. Termination on Default. 

1. Each of the following shall constitute an Event of Default: 

(a) The failure or refusal by any of the 4 parties to substantially fulfill any of its obligations 

in accordance with this Agreement, provided, however, that no such default shall constitute an 

Event of Default unless and until a nondefaulting party has given prior written notice 

specifying that a default or defaults exist which will, unless corrected, constitute a material 

breach of this Agreement, and the defaulting party has either corrected such default or 

has not cured the defaults, as determined by the non-defaulting parties within thirty (30) days 

from the date of such notice; 

(b) The written admission by WORKFORCE that it is bankrupt, or the filing by a voluntary 

petition as such under the Federal Bankruptcy Act, or the consent by WORKFORCE to the 

appointment by a court of a receiver or trustee or the making by WORKFORCE of any 

arrangement with or for the benefit of its creditors involving an assignment to a trustee, 

receiver or similar fiduciary regardless of how designated, of all or a substantial portion of 

Contractor's property or business, or the dissolution or revocation of WORKFORCE'S 

corporate charter. 

2. Upon the occurrence of an Event of Default, the nondefaulting party(ies) shall have the right to 

immediately terminate this Agreement upon written notice to the party(ies) in default. 

D. Fiscal Nonfunding. In the event that sufficient budgeted state formula funds are not available for a new fiscal 

period, the respective Boards of County Commissions shall notify WORKFORCE of such occurrence and the Agreement 
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shall terminate on the last day of the current fiscal period without penalty or expense to the respective Boards of 

County Commissions. 

8. Notice: 

Except as otherwise provided in this Agreement, any notice required or permitted to be given hereunder 

shall be delivered personally or sent by mail with postage pre-paid to the following addresses or to such other 

places as may be designated by the parties hereto from time to time. 

For WORKFORCE: 
Chief Executive Officer 
325 John Knox Road, 
Bldg B100 
Tallahassee, Florida 32303 

9. Merger: 

For GADSDEN COUNTY: 
Chairperson 
POBox1799 
Quincy, Florida 32351 

For LEON COUNTY: 
Chairperson 
301 S. Monroe Street, 
5th Floor 
Tallahassee, Florida 32301 

For WAKULLA COUNTY: 
POBox 1263 
Crawfordville, Florida 32326 

It is understood and agreed that the entire Agreement between the parties is contained herein and that this 

Agreement supersedes any and all oral agreements and/ or negotiations between the parties relating to the subject 

matter thereof. All items referred to in this Agreement are incorporated or attached and deemed to be a part of this 

Agreement. 

10. Modification: 

This Agreement may be modified by the mutual consent of the parties thereto, in any lawful manner and 

consistent with the Acts, Regulations or any rule promulgated thereto. 

11. Resolution of Disagreements: 

A. To facilitate the timely and effective resolution of any controversy or dispute that may rise under this 

Agreement, the Chairman of WORKFORCE and each county's Administrators shall undertake negotiations to resolve 

the matter. To the extent the controversy or dispute cannot, after good faith effort, be resolved either party may refer the 

matter to non-binding mediation. The dispute will be mediated by a mediator chosen jointly by WORKFORCE and 

COUNTIES within thirty (30) days after written notice demanding non-binding mediation by either party. Neither 

party may unreasonably withhold consent to the selection of a mediator, and WORKFORCE along with the COUNTIES 

will share the cost of the mediation equally. The parties may also, by mutual agreement, replace mediation with some 

other form of non-binding alternate dispute resolution ("ADR") procedure. The payment of costs incurred to address 

the mediation will be determined based on the area of service. (e.g. population, usage of services, etc.) 
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B. In the event that any claim, dispute or demand cannot be resolved between the parties through 

negotiation or mediation as provided herein within 60 days after the date of the initial demand for non-binding 

mediation, then either party may pursue any remedies as provided by Law. 

12. Severability: 

In the event any terms or provisions of this Agreement or the application to any of the parties hereto, 

person or circumstance shall, to any extent, be held invalid or unenforceable, the remainder of this Agreement, or 

the application of such terms or provision to the parties hereto, persons or circumstances other than those as to 

which it held invalid or unenforceable, shall not be affected thereby and every other term and provision of this 

Agreement shall be valid and enforced to the fullest extent permitted by law. 

13. Filing of Agreement: 

This Agreement shall be filed with each county's Clerk of the Circuit Court. 

14. Termination of Original Inter local: 

This Agreement supersedes all prior agreements between the parties, and said prior agreements, 

including the Original Inter local between the parties are hereby terminated. 
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THIS AGREEMENT IS ENTERED INTO ON BEHALF OF: 

GADSDEN COUNTY 

Chairperson, Sherrie Taylor 

Date of Commission Action 

Date of Commission Action 

WAKULLA COUNTY 

Chairman, Alan Brock 

Date of Commission Action 

BIG BEND JOBS & EDUCATION 
COUNCIL, INC. dfb/a WORKFORCE plus 

Chairperson, Barbara C. Edwards 

APPROVED AS TO FORM: 

BY: _________________ _ 
Gadsden County Attorney 

ATTEST: Gadsden County Clerk of the Circuit Court 

BY: _________________ _ 
Gadsden County Clerk of the Circuit Court 

ATTEST: 

APPROVED AS TO FORM: 

Wakulla County Attorney 

ATTEST: Wakulla County Clerk of the Circuit Court 

BY: _________________ _ 
Wakulla County Clerk of the Circuit Court 

APPROVED AS TO FORM: 

BY: ________________________________ _ 
Secretary, Lee Harvey 
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This Agreement, entered into by and between the following parties: Gadsden County, Leon County (a charter 

county), and Wakulla County (a charter county), political subdivisions of the State of Florida, hereinafter referred to as 

the "COUNTIES", and the Big Bend Jobs & Education Council, Inc. dfb/ a WORKFORCE plus, a Florida nonprofit 

corporation, in its capacity as the Region 5 workforce board created and existing under Chapter 445, Florida Statutes, 

hereinafter referred to as "WORKFORCE". 

WITNESSETH: 

WHEREAS, the Workforce Investment Act of 1998, Public Law 105-220 ("WIA'') authorizes expenditures of 

federal funds for workforce development programs in areas of the state designated by the Governor as a Workforce 

Development Region; and 

WHEREAS, Chapter 445, Florida Statutes, "the Workforce Innovation Act of 2000" ("Workforce Innovation 

Act") further delineates the rol.es and responsibilities of all parties in the expenditure of federal funds for workforce 

development programs in such designated areas; and 

WHEREAS, the COUNTIES have been designated by the Governor of the State of Florida as a Workforce 

Development Region; and 

WHEREAS, the WIA and Workforce Innovation Act require the chief local elected officials of each 

designated Workforce Development Region to establish a regional workforce development board; and 

WHEREAS, CS/HB 7023 enacted by the 2012 Florida Legislature and signed into law by Governor Rick Scott 

provides for the membership of local workforce development boards to be limited to the minimum membership 

required in Pub. L. No. 105-220, Title I, s. 117(b)(2)(A); and 

WHEREAS, WORKFORCE has requested and received certification as the Region 5 Workforce Development 

Board by Workforce Florida, Inc., the State of Florida Workforce Development Board; and 

WHEREAS, the Department of Economic Opportunity, under the direction of Workforce Florida Inc., shall 

review and certify that WORKFORCE complies with state and federal law; and 

WHEREAS, the COUNTIES and WORKFORCE previously entered into an Interlocal Agreement in 2001 

defining their respective duties and responsibilities ("Original Interlocal"); and 
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WHEREAS, WORKFORCE is required to submit its strategic plan and annual budget, as approved by the 

COUNTIES and/ or their designee, to Workforce Florida Inc. for review; and 

WHEREAS, the COUNTIES and WORKFORCE desire to revise the terms of the Original Interlocal to 

define the scope of their relationship and their respective duties and responsibilities for the administration and 

operation of workforce programs within the Region 5 Workforce Region, as provided herein. 

NOW THEREFORE, IN CONSIDERATION OF THE ABOVE AND THE MUfUAL COVENANTS HEREIN, THE 

PARTIES HERETO AGREE AS FOLLOWS: 

1. Purpose: 

The purpose of this agreement is to establish and maintain a parblership to carry out the requirements of the 

WIA, the Personal Responsibility and Work Opportunity Reconciliation Act of 1996 (Public Law 104-193), Workforce 

Innovation Act, applicable federal, state and local regulations including OMB circulars and future state and federal 

workforce initiatives and laws (together the "Acts"). 

2. Development of the Two Year Workforce Investment Act Plan: 

Pursuant to the WIA and in accordance with the requirements established by the Governor of the State 

of Florida, WORKFORCE shall develop the Two Year Workforce Investment Act Plan and other plans, as required, 

and shall present said plans to the COUNTIES for review and approval. Upon approval and execution of the plans by 

the COUNTIES when required by the Acts, acting through the COUNTIES Commission, or its designees, the plans 

will be submitted to the proper funding authorities by WORKFORCE. 

3. Establishment of the Gadsden, Leon, Wakulla Workforce Development Consortium 

The Gadsden, Leon and Wakulla Workforce Development Consortium (the "CONSORTIUM") is hereby created 

to be organized as hereinafter provided. Each respective Board of County Commissioners shall identify and designate 

one individual to serve as their designee on the CONSORTIUM. The designee shall be a voting member. The 

CONSORTIUM will exercise approval authority, which will not be unreasonably withheld over the budget adopted by 

WORKFORCE for final submittal and approval to Workforce Florida Inc. The CONSORTIUM will also exercise approval 

authority and review of the annual audit as conducted over WORKFORCE for final submittal to the proper funding 

authorities by WORKFORCE. 
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4. Duties and Responsibilities of WORKFORCE: 

The COUNTIES hereby designate WORKFORCE as the local sub-grant recipient and local fiscal agent for all 

WIA and workforce development programs operating within the Region 5 Workforce Region (the "Program"). 

In that capacity, WORKFORCE shall act as its own administrative entity, and be responsible for all Program 

activities as required by the Acts, including and/ or subject to the following: 

A. WORKFORCE shall employ personnel to carry out the effective and efficient operation of the Program 

and to provide necessary technical assistance to WORKFORCE, acting in partnership with the COUNTIES as provided 

herein; 

B. WORKFORCE shall organize and train such staff as necessary to conduct the functions and operations of 

WORKFORCE as provided herein; 

C. WORKFORCE, through the actions of said personnel, as authorized, approved or directed by the 

WORKFORCE Board of Directors, shall: 

1. Prepare planning documents required by applicable state and federal law and, after any 

required approval by the COUNTIES, submit them to the appropriate funding authorities for 

approval; 

2. Prepare and submit for approval by the CONSORTIUM, an annual budget for the proper 

expenditure of all funds allocated to WORKFORCE; 

3. Direct the receipt and expenditure of funds in accordance with the Acts, this Agreement, 

approved local plans and budget, and/ or all applicable Federal, State or Local Laws; 

4. Execute contracts, sub-grants and other agreements necessary to carry out the programs 

authorized by the Acts, including making the designation of the One Stop Operator, selecting 

and designating youth service providers, identifying eligible providers of adult and dislocated 

worker intensive and training services, and maintaining a list of those providers with 

performance and cost information; 

5. Reach agreement with the Governor on local performance measures; 
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6. Recommend policy and develop program procedures for program management, planning, 

operation, evaluation and other necessary functions; 

7. Evaluate program performance and determine whether there is a need to reallocate program 

resources and to modify the grant agreement with the State of Florida; 

8. Establish and maintain such committees as determined by the WORKFORCE Board of Directors; 

9. Establish and maintain in force agreements with each of the required local One Stop Partner 

agencies; 

10. As the fiscal agent, collect, account for, invest and expend Program income generated by 

Program activities pursuant to the Acts and State of Florida requirements and approved 

WORKFORCE bylaws, procurement policies, finance and accounting policies and cash 

management policies; 

11. Conduct oversight with respect to activities, programs and expenditures under WT A and such 

other federal programs that assign responsibility for oversight over programs, activities and 

expenditures. Oversight shall include monitoring related to administrative costs, duplicated 

services, career counseling, economic development, equal access, compliance and 

accountability, and performance outcomes. 

12. Enforce all agreements and take action against any sub-recipient or vendor for abuse in the 

programs in order to protect the funds and the integrity of the program, subject to final 

approval or ratification by the Audit Committee and the WORKFORCE Board of Directors; 

13. Coordinate workforce investment activities with economic development strategies and 

developing employer linkages; 

Programs funded lhrough WORKFORCE p/115 are equal opporlunity programs wilh auxiliary aids and services available upon requesllo individuals wilh disabililies. Persons using TrY/ITO equipmenl 
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INTERLOCAL AGREEMENT 

14. Promote private sector involvement in the statewide workforce investment system through 

effective brokering, connecting and coaching activities through intermediaries in the local area 

or through other organizations to assist employers in meeting hiring needs; 

15. Develop and administer a system to hear and resolve all grievances or complaints filed by 

participants, subcontractors or other interested parties as required by the Acts, Regulations or 

State Laws, subject to approval by the COUNTIES. 

16. Develop fiscal controls, accounting, audit and debt collection procedures to assure the proper 

disbursal of, and accounting for, funds received under WIA, with at least fifty percent (50%) of 

the Title I funds for Adults and Dislocated Workers that are passed through to WORKFORCE 

allocated to and expended on Individual Training Accounts, unless a waiver is received from 

Workforce Florida Inc. 

17. Make available to the COUNTIES and the general public through its website, www.wfplus.org, 

the audit conducted in accordance with OMB Circular A-133/Single Audit Act annually. 

18. Perform any other functions as necessary or appropriate to meet its responsibility for the 

operation of the Program; 

19. Maintain the required insurance coverage to protect the counties addressed through this 

agreement. 

D. WORKFORCE shall have authority to seek, compete for and secure other sources of funding consistent 

with and in accordance with its purpose and for such other purposes as WORKFORCE may deem appropriate and 

necessary. 

E. WORKFORCE shall perform or cause to have performed internal audits and monitoring of all funds as 

required by the Acts and in accordance with the provisions of paragraph 6(c) herein; shall satisfactorily resolve any 

questions or problems arising from said audits and monitoring; and present audit and monitoring findings directly to the 

Audit Committee and CONSORTIUM. 

Programs funded through WO!tKFORCE plus are equal opportunity programs with auxiliary aids and services available upon request to individuals with disabilities. Persons using TI'Y /TID equipment 
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F. WORKFORCE shall adopt such procedures to ensure compliance with applicable conflict of interest and 

public meetings laws. Members of the WORKFORCE Board of Directors shall ensure there is no conflict of interest in 

the actions of the WORKFORCE Board or its members with respect to all activities by complying with all disclosure, 

conflict of interest statutes, and other regulations and guidelines, as well as complying with all public meeting 

requirements, notifications and restrictions as prescribed by law. 

G. In order to exercise its independent Program oversight, WORKFORCE shall serve as the one stop 

operator and/ or a direct service provider of certain components or all components of workforce services if deemed 

necessary by the WORKFORCE Board of Directors. 

H. WORKFORCE shall promote and solicit participation by the business community in the Program in 

order to maximize services to eligible residents of the area. 

I. WORKFORCE shall collect or have collected appropriate labor market information to determine 

business and industry needs for specific job categories in the COUNTIES. 

J. WORKFORCE shall approve, in conjunction with the COUNTIES, all plans as may be required under the 

Wagner Peyser (employment services) Act. 

K. WORKFORCE shall exert every reasonable and necessary effort to resolve disagreements 

between WORKFORCE and the COUNTIES. 

L. WORKFORCE shall comply with all the filing and other requirements mandated by the Florida not-for-

profit corporation statutes, and applicable IRS regulations and filings. 

M. WORKFORCE shall complete and submit all assurances and certifications as required by the funding 

sources. 

5. Duties and Responsibilities of the COUNTIES: 

Each Board of County Commissioners is designated as the Chief Elected Officials under the WIA, and in the 

capacity as the local grant recipient shall have the following duties and responsibilities: 

A. Appoint and reappoint members to the WORKFORCE Board of Directors in a timely manner so as to 

maintain the minimum number of members required by WORKFORCE's bylaws, CS/HB 7023 enacted by the 2012 
Programs funded through WORKFORCE 1•/us are equal opportunity programs with auxiliary aids and services available upon request to individuals with disabilities. Persons using 11'Y/TID equipment 
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remove a Board Member for cause which was appointed by that Commission for their specific county to the 

WORKFORCE Board of Directors. Cause may include, but is not limited to, conviction of a crime involving moral 

turpitude or dishonesty; and/ or intentional and flagrant violation of County or WORKFORCE standard of conduct to 

include ethical violation; and/ or any conduct the COUNTIES determine to be detrimental to WORKFORCE and/ or the 

County or to the purposes and objectives of the workforce development system. Removal of the Chair and/ or Officer of 

the WORKFORCE Board of Directors requires approval by all COUNTIES. 

The WORKFORCE Board of Directors membership shall number thirty-four (34). Thereafter, the number of members of 

the RWDB shall be determined by the WORKFORCE, but must remain compliant with the WIA and the State of Florida 

Workforce Innovation Act of 2000, as amended. 

Members shall be appointed for fixed terms and may serve until their successors are appointed. Terms of the 

WORKFORCE members shall be three (3) years. 

A majority of the WORKFORCE shall be representative of the private sector, who shall be owners of businesses, chief 

executives, or chief operating officers of non-governmental employers, or other private sector executives who have 

substantial management or policy responsibility. The Chairman of the WORKFORCE shall be a representative of the 

private sector and shall be selected by the membership of the WORKFORCE. 

The private sector representatives on the WORKFORCE shall number nineteen (19) and shall be selected in the 

following manner: 

1) Nominations for the private sector seats shall be submitted to the respective County Commissions or their 

designee by local business organizations including local chambers of commerce, downtown merchants 

associations, area business associations, etc., but must be compliant with the WIA and State of Florida 

Workforce Innovation Act of 2000. 

2) Such nominations for the WORKFORCE shall be representative of the business community. In addition, the 

number of private sector seats appointed by the respective county commissions shall be apportioned as 

follows: 

(a) Leon County Commission, eight (8); 

(b) Gadsden County Commission, six (6); and 

(c) Wakulla County Commission, five (5). 

3) Fourteen (14) of the remaining board membership is specified in the State of Florida Workforce Innovation 

Actof2000. 

Programs funded through WORKFORCE l'lus are equal opportunity programs with auxiliary aids and services available upon request to individuals with disabilities. Persons using 1TY/TI"D equipment 
use Florida Relay Service 711. 
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4) The following members are not nominated by the three (3) respective County Commissions or their designee, 

but are appointed as specified in the State of Florida Workforce Innovation Act of 2000: 

(a) The President of the local community college (1); 

(b) The public School Superintendents of Gadsden, Leon, and Wakulla counties (3); 

(c) Three (3) economic development representatives nominated by the economic development agencies in 

Gadsden, Leon and Wakulla counties; 

(d) One (1) Private Not-for-Profit School representative; 

(e) One (1) Private For-Profit School representative; 

(f) Two (2) organized labor representatives; 

(g) Three (3) community-based organizations serving veterans and persons with disabilities; preference will 

be given to nominations by the local County Commissions; 

(h) One (1) representative from the one-stop partners as selected by the One-Stop Consortium. 

B. Consult from time to time on a continuing basis with WORKFORCE as either party request. 

C. Appoint and reappoint members to the CONSORTIUM as defined in Section 3. 

D. Provide such Program oversight to ensure the effective and efficient delivery of all services as provided 

for in accordance with this Agreement, WORKFORCE's approved plans, and as defined in the WIA. 

E. Review, make recommendations, and approve, in its reasonable discretion, all plans as may be 

required under the Wagner Peyser Act. 

F. Take prompt corrective action as it determines appropriate in its reasonable discretion when necessary to 

comply with the Acts, or to assure that performance standards are met. 

G. Ensure and provide oversight, through WORKFORCE Board meetings and WORKFORCE staff 

presentations, as well as approval of WORKFORCE policies, reports and other agreements that WORKFORCE has and 

maintains adequate administration, controls and management for funds and programs handled by WORKFORCE 

including, but not limited to, such activities as receipts and disbursement of funds, monitoring, evaluation and 

contracting. 

H. Exert every necessary and reasonable effort to resolve disagreements between WORKFORCE and the 

COUNTIES. 

Programs funded through WORKFORCE plus are equal opportunity programs with auxiliary aids and services available upon request to individuals with disabilities. Persons using 1TY /lTD equipment 
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As provided in the WIA, the Board of County Commissioners of the COUNTIES, as the Chief Elected Officials, 

are not relieved of the liability for the misuse of grant funds by the designation of WORKFORCE as sub-grantee and 

fiscal agent as provided herein, as authorized by the WJA, and WORKFORCE agrees to the following, in order to 

provide assurances to and protection for the Chief Elected Officials as to sound fiscal management of the Program in 

compliance with the Acts: 

A. Indemnification. Unless determined to be contrary to applicable law, WORKFORCE shall indemnify, 

pay the cost of defense, including attorneys' fees, and hold harmless the COUNTIES, WORKFORCE, its agents or 

employees; or by, or in consequence of any act or omission, neglect or misconduct in the performance of this 

Agreement; or on account of any act or omission, neglect or misconduct of WORKFORCE, its agents or employees; or 

by, or on account of, any claim or amounts recovered under the "Workers' Compensation Law" or of any other laws, 

by-laws, ordinance, order or decree, except only such injury or damage as shall have been occasioned by the sole 

negligence of the COUNTIES." 

B. Disallowed Cost Liability. In the event WORKFORCE is found responsible for any disallowed costs, 

through whatever means, WORKFORCE and the COUNTIES will mutually work to resolve all such disallowed costs. In 

the event that repayment of funds is demanded by the funding source, WORKFORCE will have first responsibility for 

repayment, through its insurance, bonds, grant or non-grant funds as allowed by the Acts. If WORKFORCE's 

insurance, bonds, grant or non-grant funds are insufficient for the demanded repayment, then any repayment 

obligation shall be determined as provided by the Acts. 

C. Additional Financial Assurances. During the term hereof, in addition to any other remedies provided by 

law, the Acts, or in this Agreement, in the event the COUNTIES reasonably determines that additional financial or 

performance assurances are necessary to protect the interests of the COUNTIES, as the Chief Elected OfficialS, after 

written notice to WORKFORCE, the COUNTIES may: (i) require WORKFORCE to withhold payments from its 

designated one stop operator(s) or service providers; (ii) require that all contracts, and payments thereon, provide for 

the retainage of a portion of payments due; (iii) make any appearances in any proceedings or conduct any reviews or 

examinations the COUNTIES reasonably deems necessary; or (iv) post such security, as the COUNTIES reasonably 

deems necessary, for the performance of any obligations as provided in the Acts or this Agreement. 

Programs funded through WORKFORCE plus are equal opportunity programs with auxiliary aids and services available upon request to individuals with disabililies. Persons using "lTY/"ITD equipment 
use Florida Relay Service 711. 
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INTERLOCAL AGREEMENT 
Term and Termination: 

A. Term. The term of this Agreement shall commence on the Effective Date or the filing of this Interlocal 

Agreement as provided in paragraph 12 herein, whichever occurs last, and continues through June 30, 2013, unless 

otherwise terminated as provided herein. Thereafter, this Agreement shall automatically renew for additional one year 

terms commencing on July 1 and ending in June 30, unless either party provides written notice of its intent not to renew 

on or before March 1 of any extension period. 

B. Termination for Convenience. Either Party may terminate this Agreement, without cause, by giving one 

hundred fifty (150) days prior written notice of the termination hereof pursuant to this provision. 

C. Termination on Default. 

1. Each of the following shall constitute an Event of Default: 

(a) The failure or refusal by either party to substantially fulfill any of its obligations in 

accordance with this Agreement, provided, however, that no such default shall constitute an 

Event of Default unless and until the nondefaulting party has given prior written notice 

specifying that a default or defaults exist which will, unless corrected, constitute a material 

breach of this Agreement, and the defaulting party has either corrected such default or 

has not cured the defaults, as determined by the nondefaulting party to correct the same 

within thirty (30) days from the date of such notice; 

(b) The written admission by WORKFORCE that it is bankrupt, or the filing by a voluntary 

petition as such under the Federal Bankruptcy Act, or the consent by WORKFORCE to the 

appointment by a court of a receiver or trustee or the making by Contractor of any 

arrangement with or for the benefit of its creditors involving an assignment to a trustee, 

receiver or similar fiduciary regardless of how designated, of all or a substantial portion of 

Contractor's property or business, or the dissolution or revocation of WORKFORCE'S 

corporate charter. 

2. Upon the occurrence of an Event of Default, the nondefaulting party shall have the right to 

immediately terminate this Agreement upon written notice to the party in default. 

Programs funded through WORKFORCE plus are equal opportunity programs with auxiliary aids and services available upon request to individuals with disabilities. Persons using 11'Y/'n'D equipment 
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D. Fiscal Nonfunding. In the event that sufficient budgeted funds are not available for a new fiscal period, the 

COUNTIES shall notify WORKFORCE of such occurrence and the Agreement shall terminate on the last day of the 

current fiscal period without penalty or expense to the COUNTIES. 

8. Notice: 

Except as otherwise provided in this Agreement, any notice required or permitted to be given hereunder 

shall be delivered personally or sent by mail with postage pre-paid to the following addresses or to such other 

places as may be designated by the parties hereto from time to time. 

For WORKFORCE: 
Chief Executive Officer 
325 John Knox Road, 
Bldg B100 
Tallahassee, Florida 32303 

9. Merger: 

For GADSDEN COUNTY: 
Chairperson 
PO Box 1799 
Quincy, Florida 32351 

For LEON COUNTY: 
Chairperson 
301 S. Monroe Street, 
5th Floor 
Tallahassee, Florida 32301 

For WAKULLA COUNTY: 
POBox 1263 
Crawfordville, Florida 32326 

It is understood and agreed that the entire Agreement between the parties is contained herein and that this 

Agreement supersedes any and all oral agreements and/ or negotiations between the parties relating to the subject 

matter thereof. All items referred to in this Agreement are incorporated or attached and deemed to be a pat1of this 

Agreement. 

10. Modification: 

This Agreement may be modified by the mutual consent of the parties thereto, in any lawful manner and 

consistent with the Acts, Regulations or any rule promulgated thereto. 

11. Resolution of Disagreements: 

A. To facilitate the timely and effective resolution of any controversy or dispute that may rise under this 

Agreement, the Chairman of WORKFORCE and the COUNTIES Administrators shall undertake negotiations to 

resolve the matter. To the extent the controversy or dispute cannot, after good faith effort, be resolved either party may 

refer the matter to non-binding mediation. The dispute will ·be mediated by a mediator chosen jointly by 

WORKFORCE and COUNTIES within thirty (30) days after written notice demanding non-binding mediation by either 

party. Neither party may unreasonably withhold consent to the selection of a mediator, and WORKFORCE along with 

the COUNTIES will share the cost of the mediation equally. The parties may also, by mutual agreement, replace 

mediation with some other form of non-binding alternate dispute resolution ("ADR") procedure. 
Programs funded through WORKFORCE plus are equal opportunity programs with auxiliary aids and services available upon request to individuals with disabiliUes. Persons using TfY /'ITO equipment 

use Florida Relay Service 711. 
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B. In the event that any claim, dispute or demand cannot be resolved between the parties through 

negotiation or mediation as provided herein within 60 days after the date of the initial demand for non-binding 

mediation, then either party may pursue any remedies as provided by Jaw. 

12. Independence of Terms: 

In the event any terms or provisions of this Agreement or the application to any of the parties hereto, 

person or circumstance shall, to any extent, be held invalid or unenforceable, the remainder of this Agreement, or 

the application of such terms or provision to the parties hereto, persons or circumstances other than those as to 

which it held invalid or unenforceable, shall not be affected thereby and every other term and provision of this 

Agreement shall be valid and enforced to the fullest extent permitted by the Acts. 

13. Filing of Agreement: 

This Agreement shall be filed with each COUNTIES Clerk of the Circuit Court as required by Sec. 163.01(11) 

Florida Statutes. 

14. Termination of Original lnterlocal: 

This Agreement supersedes all prior agreements between the parties, and said prior agreements, 

including the Original Interlocal between the parties are hereby terminated. 

Programs funded through WORKFORCE plus are equal opportunity programs with auxiliary aids and services available upon request to individuals with disabilities. Persons using Tli'/TfD equipment 
use Florida Relay Service 711. 
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THIS AGREEMENT IS ENTERED INTO ON BEHALF OF: 

GADSDEN COUNTY APPROVED AS TO FORM: 

BY: __________________________________ ___ 
Chairperson, Sherrie Taylor Gadsden County Attorney 

ATTEST: Gadsden County Clerk of the Circuit Court 

BY: ____________________________________ __ 
Date of Commission Action Gadsden County Clerk of the Circuit Court 

LEON COUNTY APPROVED AS TO FORM: 

Chairman, John E. Dailey Leon County Attorney 

ATTEST: Leon County Clerk of the Circuit Court 

BY: ____________________________________ __ 
Date of Commission Action Leon County Clerk of the Circuit Court 

WAKULLA COUNTY APPROVED AS TO FORM: 

{.' ____ -iz_ 
Chairman, Alan Brock 

Clerk of the Circuit Court 

Date of Commission Action 

Programs funded through WORKFORCE plus are equal opportunity programs with auxiliary aids and services available upon request to individuals with disabilities Persons using TrY /Tl D equipment 
use Florida Relay Service 711. 
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BIG BEND JOBS & EDUCATION 
COUNCIL, INC. dfb/a WORKFORCE plus 

~c_-~ 
Chairperson, Barbara C. Edwards 

APPROVED AS TO F 
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WIA-DR-0092 
Support Services Policy & Procedures 

Effective Date: April I, 2010 
Last Revision Date: March 29,2012 

To: WORKFORCE plus Operators Operating in Region 5 and Affiliated Partners 

From: Kimberly Moore, Chief Executive Officer 

Subject: Support Services Policy and Procedures 

Effective Date: April 1, 20 1 o 

Expiration Date: Until Superseded or Rescinded 

PURPOSE: 
To establish procedures for issuing support services for all Workforce Investment Act (WIA) programs 
in the Gadsden, Leon and Wakulla workforce offices. 

REFERENCES: 
Section 101 (46) of the Workforce Investment Act of 1998. 

BACKGROUND: 
Section 1 o 1 (46) of the Workforce Investment Act defines supportive service as "services, such as 
transportation, childcare, dependent care, housing and needs-related payments, that are necessary to 
enable an individual to participate in activities authorized under this title, consistent with the 
provisions of this title". WORKFORCE plus reserves the right to provide all supportive services based 
on funding availability. 

The WIA federal regulations at 20 CFR 664.40 allow for the following supportive services to be 
provided: 

a) Linkages to community services; 
b) Assistance with transportation; 
c) Assistance with child care and dependent care; 
d) Assistance with housing; 
e) Referrals to medical services; and 
f) Assistance with uniforms or other appropriate work attire and work related tools, including 

such items as eyeglasses and protective eye gear. 

Note: WORKFORCE plus does not pay child care for WIA participants or pay housing for WIA 
participants. WORKFORCE plus may provide WIA needs-related payments as deemed appropriate in 
special circumstances. 

POLICY: 
Supportive services have a maximum of $1,000 per Program Year in the Region, which is inclusive of 
all support type services and is considered part of the overall $5,000 limit for training services for a 
maximum two-year period. Supportive services are based on funding availability each Program Year 
auly 1 -June 30) and participants are not automatically entitled to these funds. It is the responsibility 
of the Career Specialist to ensure that the participant understands the supportive services policy and 
that a tracking mechanism is in place that ensures the cap of $1,000 per Program Year is not 
exceeded. Note: Failure on the part of the Career Specialist to adequately track the expenditure level 
is subject to lead to disallowed cost. 

Programs funded through WORKFORCE plus are equal opportunity programs with auxiliary aids and services available upon request to individuals with disabilities 
Persons using TTY /TID equipment use Florida Relay Service 711. 
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Support Services Policy & Procedures 

Effective Date: April I, 201 0 
Last Revision Date: March 29, 2012 

The provision of accurate information pertaining to the availability of supportive services in the local 
area must be made available to the customer as it is one of the core services of the service delivery 
system. The Act states the supportive services may be provided if not available from any other source; 
therefore, the case file and appropriate management information system case notes must document 
the need of the participant and the fact that the services are not available from another source. The 
WIA Program Manager and Career Specialist are responsible for the maintenance of all records 
pertaining to the documentation of a participant's need and subsequent payments made to the 
participant or on his/her behalf. The participant case file and appropriate management information 
system must always contain updated financial information in order to accurately track supportive 
services expenditures. All supportive services shall be charged to the training related/supportive 
services cost category. The appropriate WIA activity code will be entered in the MIS to identify what 
type of support service was provided i.e. transportation or incentives. 

Under no circumstances shall monetary WIA Supportive Services be made available beyond the 
participant's employment placement date. 

The following supportive services may be provided for WIA participants who have attested to the need 
for the service in order to actively participate in the WIA Program; Note: customers who do not fulfill 
the requirements to receive support services will be denied support service funding. In the event 
program funding is reduced the customer may also be denied to receive support services funding. 

Transportation Assistance: 
Participants who are enrolled in occupational skills training may be paid a transportation allowance 
for the days that they have attended class, if the need is established in order to participate, and if 
supporting documentation indicates that the participant is actively participating in the training 
program. A participant enrolled in dual workforce programs will not be paid twice for the same 
service. Note: The Career Specialist must assign a scheduled timeframe for pickup of transportation 
assistance. If the participant fails to pick up the assistance within 14 business days after the 
scheduled timeframe pickup, the participant forfeits their rights to the assistance. 

The transportation allowance will only be provided to someone driving to and from the training 
institution with the exception of travel being provided by a public transportation provider. The 
assigned Career Specialist must approve arrangements and payments with public transportation 
providers on an individual basis. Under no circumstances will payments be issued if the participant 
rides a school bus. 

The following rates will be used for determining the need and calculating the allowance for individual 
automobile travel: 
Travel up to 300 miles per month 
Travel up to 450 miles per month 
Travel up to 600 miles per month 
Travel more than 600 miles per month 

Incentives: 

WIA Youth 

(1)-$10.00 fuel card 
(2)-$1 0.00 fuel cards 
(3)-$10.00 fuel cards 
(4)-$1 0.00 fuel cards 

WIA Youth participants may receive a Completion and a Placement incentive. A completion incentive 
of $25 may be paid to the participant in the form of a gift card for the successful completion of the 

Programs funded through WORKFORCE plus are equal opportunity programs with auxiliary aids and services available upon request to individuals with disabilities. 
Persons using TTY /TID equipment use Florida Relay Service 71 I. 
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occupational skills training program. A placement incentive of $50 may be paid to the participant in 
the form of a gift card for the obtainment of employment in a training-related field. Training-related is 
defined as entering employment in a field related to the content of their training program. 

WIA In-school Youth 
• Obtainment of High School Diploma - $50 
• School Attendance - Missing no more than one day per nine weeks - $25 
• Grades - Receiving a C or better in all subjects per nine weeks - $25 
• Workshops - Participation in workshops held on Saturdays or any time at the WORKFORCE 

plus office- $25. If workshops are considered a "series" or ongoing over a period of time, 
incentives are to be awarded at the established mid-point based on active participation and at 
the completion of the series. Otherwise, incentives may be awarded per successful completion 
of each workshop. Note: Each workshop that is part of a series counts as an individual 
workshop, i.e. a workshop series that is comprised of six workshops is one series, however 
counts as six workshops completed and also counts towards the maximum 18-workshop limit 
per program year. 

For those who participate and are determined to have "perfect attendance", an additional 
incentive may be awarded. 

Note: Participants mav onlv earn incentives for a maximum of 18 workshops per Program Year 
aulv 1 - June 30) when attending workshops that are scheduled on a routine basis (such as regular 
informational workshops held at WORKFORCE plus each month). The youth must be advised in 
advance that there is a limitation in place for incentives that can be awarded for workshop 
participation. 

• Educational Enrichment Labs - Planned during the month of June. Four (4) goals will be 
established and youth may receive $25 per goal successfully achieved 

• Volunteering - Non-paid documented work experience/job shadowing - 10 hours per week 
during school - stipend of $3.50 per hour 

• Digital Literacy Certificate (successful completion of all 5 modules) - $25 
• Completing WorkKeys - $25 
• Pre-Employment Work Maturity/Employability Skills (completing 5 workbooks and passing the 

post test) - $50 
• Training Academy- Youth may be awarded a $25 gift card for successful completion of: 

o Microsoft Office I & 2 (1 card for the completion of both) 
o PowerPoint 1 & 2 (1 card for the completion of both) 
o Excel 1 (1 card for completion) 

WIA Out-of-School Youth 
• Obtainment of GED - $50 
• Retaining self-sufficient employment for 6 months without a break in service (break in service 

of no more than 5 calendar days) - $50 
• Workshops - Participation in workshops held on Saturdays or any time at the WORKFORCE 

plus office- $25. If workshops are considered a "series" or ongoing over a period of time, 
incentives are to be awarded at the established mid-point based on active participation and at 
the completion of the series. Otherwise, incentives may be awarded per successful completion 
of each workshop. Note: Each workshop that is part of a series counts as an individual 
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workshop, i.e. a workshop series that is comprised of six workshops is one series, however 
counts as six workshops completed and also counts towards the maximum IS-workshop limit 
per program year. 

• For those who participate and are determined to have "perfect attendance", an additional 
incentive may be awarded. 
Note: Participants mav onlv earn incentives for a maximum of 18 workshops per Program Year 
auly 1 - rune 30) when attending workshops that are scheduled on a routine basis (such as regular 
informational workshops held at WORKFORCE plus each month). The youth must be advised in 
advance that there is a limitation in place for incentives that can be awarded for workshop 
participation. 

• School Attendance - Missing no more than one ( 1) complete school day per month - $25 (The 
OS youth may opt to receive an equitable amount in bus passes instead of the attendance 
incentive) 

• Digital Literacy Certificate (completion of all 5 modules) - $25 
• Completing WorkKeys- $25 
• Pre-Employment Work Maturity/Employability Skills (completing 5 workbooks and passing the 

post test) - $50 
• Training Academy- Youth may be awarded a $25 gift card for successful completion of: 

o Microsoft Office 1 & 2 ( 1 card for the completion of both) 
o PowerPoint 1 & 2 ( 1 card for the completion of both) 
o Excel 1 (1 card for completion) 

Other Work/Training Related Items 
WIA participants who are enrolled in occupational skills training are eligible to receive assistance with 
the purchase of training related items. These items can include tools, uniforms/related forms of 
clothing, lab/testing fees, or other appropriate training related items. The WIA Program Manager will 
submit either an Individual Training Account (IT A) form or Purchase Order (PO) form to the 
WORKFORCE plus Performance Unit Manager for approval. Once approved, the participant can use 
the form to purchase the needed items at an approved vendor location. The vendor will be 
responsible for submitting the invoice for payment to the Performance Unit Manager. 

Note: The amounts of these purchases are included in the Program Year limit that can be expended 
on a participant. It is the responsibility of the WIA Program Manager and Career Specialist to record 
the expenditures in EFM, the Funding Sources Record form in the file, and to retain a copy of all 
IT A/PO's issued in the hard copy case record. 

When purchasing shoes associated with training, the Career Specialist will to notify the participant 
that there is a maximum allowable amount of $50.00 for shoe purchases. Any amount over that 
amount is to be paid for by the customer at the time of purchase. WORKFORCE plus will not assume 
responsibility for purchases over the threshold amount. 

As part of the provision of training services, it is allowable to pay for other testing fees (background 
and/or drug screening) if these are a requirement of the training institution AND the customer has 
documented their inability to obtain funding (Self-Attestation) from other resources. Note: To the 
degree possible, it is incumbent upon the Career Specialist to notify the customer of these 
requirements and to offer the opportunity to provide information as to their ability/inability to 
successfully pass the screenings PRIOR to enrollment in training. (It should also be noted that as part 
of the overall screening/assessment process for enrollment in WIA services, the Career Specialist will 
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make every attempt to determine if the individual(s) have substance abuse issues that would preclude 
acceptance into employment, training, or certification examinations as this may negatively impact the 
individual's ability to successfully participate and complete the WIA Program). 

Individual Training Account/Purchase Order Forms 
Once all signatures have been obtained, the IT A or PO must be submitted to the Performance Unit 
Manager for approval along with the supporting documentation. The Performance Unit Manager will 
sign the documents and fax or scan back to the appropriate provider staff. The Performance Unit 
Manager will maintain a copy so that payment can be made. Examples of supporting documentation 
are: 

Books - printout from the educational institution of books needed for the class; documentation of the 
cost of the book(s). Both the price of new and used pricing must be considered. When possible, used 
books must be purchased. 

Uniforms/Shoes - documentation of required attire for the training program. Note: Career specialists 
are to limit the amount available for the purchase of shoes on the IT A/PO Form to $50.00 maximum. 
If the participant wishes to purchase a more expensive shoe, it will be their responsibility to pay the 
difference at the time of purchase. If a participant requires a larger shoe which requires an increase in 
price, the participant is responsible for payment above the $50 threshold at the time of purchase. 

Licenses/Examination Fees - copy of the license application and the cost of the license. 

GED Fees- copy of the referral from the appropriate educational institution indicating the participant 
is ready to take the final GED test and a copy of the assessment results. The results must document a 
score of at least 450 in each subject area if WORKFORCE plus is responsible for payment. Note: It is 
allowable for the participant to pay their own testing fee in a subject area where the score is less than 
450, if they wish to challenge the test. 

Background and/or Drug Screening - documentation from the training institution of the requirement 
for screening AND self attestation from the participant that he/she has no other source of funding to 
pay the fee(s). Note: To the degree possible, it is incumbent upon the service provider staff to 
encourage the participant to seek alternative funding sources for these type fees. 

INSTRUCTIONS FOR BUS PASS AND GAS/GIFT CARD DISTRIBUTION 
WIA staff will ensure a process is in place that provides the following: 

• Designated staff members responsible for requesting, receiving, maintaining and delivery the 
gas cards/gift cards and bus passes to WIA staff. 

• A secure system for housing gas/gift cards and bus passes in the staff working areas that 
prevents loss, theft and exposure to loss and/or theft. 

• A logging system that tracks the requests to RWB staff for more gas/gift cards and/or bus 
passes, the amount requested, how many received from RWB staff, how many are delivered to 
each designated staff member, and the ending monthly balance. 

• A designated timeframe each month for bus pass and gift/gas card pickup. Note: If the 
participant fails to pick up the assistance within 14 business days after the scheduled 
timeframe pickup, the participant forfeits their rights to the assistance. 

Programs funded through WORKFORCE plus are equal opportunity programs with auxiliary aids and services available upon request to individuals with disabilities. 
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SUPPORTIVE SERVICES - STATEMENT OF NEED 
Yes, I do request the transportation assistance allowance. This financial assistance is 
necessary to enable me to attend the training program and is not available from any 
other source. I understand that I will be paid for the days that I attend an entire 
scheduled day. This will be documented using Time and Attendance records. I also 
understand that if I fail to pick up the bus passes/gas cards within 14 business days of 
the scheduled pick-up time frame. then I forfeit my eligibility for the cards for that 
month. unless there are acceptable extenuating circumstances. I understand there is a 
limit to the amount that I may receive each month. These funds are based on 
availability. 
Odometer reading at residence 
Odometer reading at training institution 
Total round trip mileage is 

(Note: MapQuest will be used to verify the accuracy of information provided.) 
Youth only: Yes, I do request the Completion Allowance of $25.00 after the successful 
completion of my training and the Placement Allowance of $50.00 after I have entered 
unsubsidized employment. I have been informed that the employment must be 
"training related" and that I must successfully complete the program to be eligible to 
receive the allowance. The allowances are based on funding availability. 
No, I do not request the travel, completion or placement allowance. Reason for not 
receiving: ________________________________________________________ ___ 
Yes, I do request gift card incentives for active/successful participation, as appropriate. 
This assistance is needed to help me to continue my participation in the WIA activities. 
Yes, I do understand there is a $1,000 limit per Program Year for supportive services, 
which includes bus passes, gift/gas cards, and uniforms. The amount of supportive 
services provided is included in the $5,000 two-year limit for training services. 

PLEASE READ CAREFULLY! I certify that all of the information above is true and accurate. I 
understand that I am not allowed to receive duplicate services from other agencies. If I make false 
statements or provide information knowingly in order to receive allowances to which I am not 
entitled, I may have committed an offense for which there are penalties. I also understand that 
Workforce Investment Act fWIAl funded activities are not guaranteed. The WIA staff has explained to 
me that if funding is/becomes limited. the amount of supportive services may be reduced or 
eliminated until additional funding is obtained. 

Participant Signature Date 

Career Specialist Signature Date 

Programs funded through WORKFORCE plus are equal opportunity programs with auxiliary aids and services available upon request to individuals with disabilities 
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WORKFORCE PROGRAMS 
PARTICIPANT STATEMENT OF UNDERSTANDING 

The WORKFORCE plus staff has explained to me that the supportive services policy guidelines for 
transportation assistance are as follows: 

Travel up to 300 miles per month 
Travel up to 450 miles per month 
Travel up to 600 miles per month 
Travel more than 600 miles per month 

(1)-$10.00 fuel card 
(2)-$1 0.00 fuel cards 
(3)-$1 0.00 fuel cards 
(4)-$1 0.00 fuel cards 

I also understand that the amount of supportive services is determined based on the number of round 
trip miles from my home to the training facility location and is based on my documented monthly 
attendance record. I understand that I may seek assistance only for those days in attendance. 
It has been explained to me that there is a $1,000 limit on supportive services per Program Year and 
this includes transportation, uniforms, etc. This $1,000 per Program Year limit is also included in the 
overall $5,000 total two-year limit on training services. 

Participant Signature 

Career Specialist Signature 

Participant 
Initials 

Date 

Date 
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TO: WORKFORCE plus Operators Operating in Region 5 and Affiliated Partners 

FROM: Kimberly A. Moore, Chief Executive Officer 

SUBJECT: On-the-Job Training Directive 

EFFECTIVE DATE: June 30,2011 

EXPIRATION DATE: Until Superseded or Rescinded 

PURPOSE 
To communicate the On the Job Training (OJT) operating procedures to the WORKFORCE plus Office 
operators and affiliated partners. 

REFERENCES 
Federal Regulation Subpart G sections 663.700 through 663.720 

BACKGROUND 
On-the-job training (OJT) is provided under a contract with an employer in the public, private non-profit, or 
private sector. Through the OJT contract, occupational training is provided for customers in exchange for the 
reimbursement of up to 50 percent of the wage rate to compensate for the employer's extraordinary costs. 
(WIA sec. 101 (31) (b).) The local program must not contract with an employer who has previously exhibited a 
pattern of failing to provide OJT participants with continued long-term employment with wages, benefits, and 
working conditions that are equal to those provided to regular employees who have worked a similar length 
of time and are doing the same type of work. (WIA sec. 195(4).) An OJT contract must be limited to the period 
of time required for a customer to become proficient in the occupation for which the training is being 
provided. In determining the appropriate length of the contract, consideration should be given to the skill 
requirements of the occupation, the academic and occupational skill level of the participant, prior work 
experience, and the participant's individual employment plan. (WIA sec. 101 (31) (C).) 

POUCY and PROCEDURES 
The Business Services Unit will identify and market to potential OJT employer partners. Also, Business 
Services Consultants will review the following with the potential OJT Employers prior to developing an O]T 
agreement. The employer must be advised of all requirements and agree to the same before writing the 
agreement. 

• BACK REFERRALS: The employer may refer potential customer for OJT, provided they are not 
currently an employee of the business and they are currently unemployed. If a company refers a job 
applicant for WIA eligibility determination and possible OJT, the participant must receive an objective 
assessment and an IRP, which documents that OJT with that Employer is an appropriate activity. 

• MONITORING: The employer will make available all records related to the training and compensation 
of the OJT customer. Records shall be made available to local Workforce Plus staff along with state 
and federal monitors/auditors during the OJT and for a period of five years after completion. 

• DISPLACEMENT /RELOCATION: The company may not be induced or encouraged to relocate in order 
to take advantage of OJT, if the relocation has resulted in the loss of employment for any employee at 
the original location in the U. S. or its territories. In the event of any such loss of employment, no OJT 
contact may be awarded for a minimum of 120 days after the relocation. OJT may be used for 
company expansion if there is no displacement of current employees. 
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• EMPLOYER'S PERSONNEL POLICIES: The company should have grievance procedures relating to the 
terms and conditions of employment. 

• EMPLOYMENT IN SAME OR SIMILAR POSITION: Employment of an O]T participant with the 
participant's previous employer in the same, a similar or upgraded job is not permitted. 

• WORKER'S COMPENSATION: The employer should have adequate worker's compensation coverage. 
It is the employer's responsibility to advise Business Services Consultants of any changes in their 
workers' compensation status, as it relates to the employee-trainee. 

• LABOR STANDARDS. NON-SECTARIAN: The job may not involve sectarian activities. 

• PARTICIPANT NOT CURRENTLY EMPLOYED BY THE OJT EMPLOYER: Participants who have been 
hired by the employer and then referred to WIA or WT may not be accepted for O]T. 

• NON-DISPLACEMENT OF CURRENT WORKERS: The Q]T position must be new or vacant position 
which does not displace currently employed workers. 

• OJT EMPLOYEE RATIO: The Company should support its own program of employee development, and 
not be overly reliant on O]T. The ratio of OJT positions to non-OJT positions should not exceed 25% of 
the total number of employees. Exceptions may be granted by the CEO of WORKFORCE plus. 

• PAYMENTS: OJT employers shall maintain adequate time and attendance, payroll and other records 
to support amounts reimbursed under OJT contracts 

• TRAINING: A training outline or job description that reflects what the participant should learn, and a 
description of related classroom training (if provided), is to be incorporated into the OJT Agreement. 
The job must require specific knowledge and skills training which can be learned while engaged in 
productive work. There is no set time limit to the duration of training during OJT, but the length of 
training is determined by the amount of time needed to acquire the necessary skills. The length of 
training must be in line with the applicable ONET and SVP code for the occupation, and be no less 
than 6 weeks and no more than 6 months in duration. 

• YOUTH WAGE: In the case of Youth OJT, wages must be at the same entry rate as adults in the same 
job, for out-of-school youth between 18 to 21, and the employment must be in a targeted occupation. 

• RATE OF PAY: The job must pay not less than the highest of the minimum wage prescribed under the 
Fair Labor Standards Act of 1938, as amended or applicable state or local minimum wage laws. OJT 
positions should not be developed in occupations where the principal source of income is tips, 
commissions, or piecework. The wage paid upon completion of the OJT must meet current wage goals 
for WIA or WTP set the beginning of each program year. 

• WORKFORCE STABILITY: The company should have a stable workforce, with few labor disputes, 
layoffs for reasons other than short term fluctuation in business cycles, or other higher than average 
separation rated. 

• RETENTION OF EMPLOYEE FOR 6 MONTHS: Upon completion of training, the employer will retain 
the employee for a period of not less than six months, barring gross negligence or misconduct on the 
part of the employee. 

Programs funded through WORKFORCE plus are equal opportunity programs with auxiliary aids and services available upon request to individuals with disabilities. Persons using 
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REVIEWED EMPLOYER'S OJT RECORD: The Business and Employer Services Center shall not be offered or 
entered into an agreement with and employer who has had two or more previous OJT contracts and exhibited 
a pattern of failing to provide participants continued long-term employment (minimum of 6 months) as 
regular employees with wages and working conditions at the same level and to the same extent as similarly 
situated employees. The period of ineligibility for additional OJT contracts is 6 months. A successful 
percentage rate of at least 60% is established as the minimum standard for determining an Employer's 
"pattern of failure". 

Workforce Investment Act (WIAl!Welfare Transition Career (WTP) Specialists will be responsible for the 
following: 

IDENTIFY POTENTIAL CUSTOMERS: With Wagner Peyser staff, identify potential O}T customers from the 
pool of job seekers. The selection of the participant for a particular OJT is contingent on the assessment and 
IRP. 

ELIGIBILITY DETERIMINATION: Ensure that OJT customers are program eligible. For WTP staff, potential OJT 
customers will be fully participating in assigned activities. No sanctioned or pending sanction customers will 
be considered for O}T. 

ASSESSMENT: Ensure OJT Customers are assessed against employer requirements. 

EMPLOYMENT PLAN DEVELOPMENT: The job, and its career ladder, must be a logical step in achieving the 
occupational objectives outlined in the participant's IRP. 

Performance Unit Staff will monitor the OJT contract for compliance at the mid point of training and upon 
completion, before final payment is made to the employer. Once the OJT contract is signed, Performance 
Unit staff will add the OJT to the internal monitoring schedule and provide a week notice to the employer 
before conducting the review. 

Performance Unit staff will notify the Executive Assistant once an OJT is contract is executed to add the 
employer to the approved training provider list for the region. 

Programs funded through WORKFORCE plus are equal opportunity programs with auxiliary aids and services available upon request to individuals with disabilities Persons using 
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TO: WORKFORCE plus Operators Operating in Region 5 and Affiliated Partners 

FROM: Kimberly A. Moore, Chief Executive Officer 

SUBJECT: Employed Worker Training (EWT) and Incumbent Worker Training (IWT) Directive 

EFFECTNE 
DATE: April28, 2011 

EXPIRATION 
DATE: Until Superseded or Rescinded 

PURPOSE 
Employed Worker Training (EWT) is customized training designed to assist employers with employee 
retention by providing skills upgrading enabling the employer to stay competitive in the marketplace and 
enables employees to retain their employment. Incumbent Worker Training (IWT) provides the same 
purpose; however the funds are provided by the State of Florida and must be used for for-Profit organizations 
whereas EWT funds are provided by local workforce funds. The case management practices and application 
process are the same. This directive will outline the required documentation and data entry necessary to 
provide EWT /IWT training services to the employer. 

REFERENCE 
Section 3 Military Selective Service Act (50 USC Sec. 453) and Agency for Workforce Innovation AWl 
Communique A WI-05-1 o dated June 22, 2005. 

BACKGROUND 
EWT Guidelines: 
Employers that meet all of the following criteria are eligible to apply for an Employed Worker Training. 

Program requirements: 
I. Employers in the private, for-profit sector, private, not-for-profit, non-profit, local governments, or public 

agencies; 
2. Employers must have business located in Gadsden, Leon, or Wakulla Counties; and 
3. Employers must have at least two full-time employees. 
4. Employers must be current on all state and local tax obligations. 
5. Must have been in operation in Florida for at least one year prior to application date. 

Incumbent Worker Training: 
The Incumbent Worker Training (IWT) grants provide funding for customized training to existing for-profit 
businesses. Through this grant, Florida is able to effectively retain businesses and help them stay competitive 
by supporting skills-upgrade training for existing full-time employees. 

IWT grants are structured to be flexible to meet the business's training objectives. The business may use a 
public or private training provider, or may use an in-house training provider based on the nature of the 
training. 

Programs funded through WORKFORCE plus are equal opportunity programs with auxiliary aids and services available upon request to individuals with disabilities. Persons using 
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WIA-DR-0 145 
Employed Worker Training (EWT) and 

Incumbent Worker Training (IWT) 
Effective Date: April26, 2011 

I . Have been in operation in Florida for at least one year prior to application date 
2. Have at least one full-time employee 
3. Demonstrate financial viability be current on all state tax obligations 

Funding priority: 
I. With 25 or fewer employees 
2. Located in a distressed Rural Area, Urban Inner-City Area or Enterprise Zone 
3. In qualified targeted industries 
4. Whose grant proposals represent a significant layoff avoidance strategy 
5. Whose grant proposals represent a significant upgrade in employee skills 

Reimbursable training expenses: 
I. Instructors'/trainers' salaries/tuition/lodging 
2. Curriculum development 
3. Textbooks/manuals 

Employer will provide: 
I. As part of the application process the company must provide WORKFORCE plus with their Federal ID 

number. 
2. The organization must identify the type of training needed, the training vendor best suited to provide that 

training, the cost for the training and, once the application is approved the agreement will be executed by 
WORKFORCE plus. 

3. The CEO, COO, Human Resources Director, or comparable company officer must sign off on the 
application and agree to the subsequent releasing of employee information before the agreement can be 
executed. 

4. The organization must agree to pay the employee their wages if training occurs during their normal 
working hours. 

5. The organization must be willing to release wage information (or average wages) for all employees 
participating in training prior to the final execution of the award agreement. Employment information 
will be provided on a completed WORKFORCE plus employment verification form WIA-FR-0093. 

6. Service Provider staff will ensure that all employees to be trained under an agreement resulting from the 
EWT application be registered in the current MIS before training begins. 

7. Training will begins within 45 days of the date the agreement is executed by WORKFORCE plus. Training 
must be completed within six months from the date the agreement is signed. 

8. Voluntary attendance for training is not allowable, the organization must require selected employees to 
attend and complete the training. 

Authorized Types of training: 
Training that develops employees' specific occupational skills that will then contribute to the organization's 
ability to compete in the market, or if the organization is a non-profit or a public agency, to effectively deliver 
the services expected by their constituents. This training should also improve the opportunities for the 
employees trained to keep their jobs, advance within the company, receive a wage increase, and gain 
additional skills. 

The training must lead to an industry-recognized certificate/credential or a certificate/credential recognizing 
a skill standard that has been achieved. All programs of training provided by a public education agency such 
as a community college, university or vocational center, meet this requirement. If the organization plans to 
use another type of training vendor, WORKFORCE plus will work with the employer to determine if the 
certificate that will be issued meets this requirement. 

Programs funded through WORKFORCE plus are equal opportunity programs with auxiliary aids and services available upon request to individuals with disabilities. Persons using 
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WIA-DR-0145 
Employed Worker Training (EWT) and 

Incumbent Worker Training (IWT) 
Effective Date: April26, 2011 

WORKFORCE plus will pay up to 50% of the training costs. Training costs may include tuition, textbooks, and 
other training materials. The organization must pay the remaining costs of training through an in-kind or 
cash match. 

Eligibility: 
I. Employees must work in Gadsden, Leon, or Wakulla Counties the majority of time. 
2. Employees must be authorized to work in the United States (I-9 information). 
3. Males must be registered for selective service, unless they meet an exception under WORKFORCE plus 
Directive WIA-DR-OI41. 
4. Employees in the training program must be at least I8 years old, willing to complete and sign a program 
application and provide necessary documentation. 
5. Employees must work a minimum of 20 hours a week. 

Process Administrators/ Assigned Leads: 
In an effort to ensure proper coordination and record keeping of all applicable documentation concerning 
EWT /IWT grant agreements, the following coordination process has been established: 

I Business Consultant will provide copy of appropriate documents to the assigned Business and 
Employers Services Lead for review. 

2 Assigned Business and Employer Services Lead will forward original document to the Performance 
Manager for review and approval. 

Once documents are approved and signed by the Business and Employer Services Representative, the 
Performance Unit Manager, or CEO, as applicable based on the document, will contact the employer to 
proceed to the next step in the process. 

Case Management 
Case Management for the EWT /IWT employer initiatives will be handled by the WIA or appointed board staff. 
The Lead Business Consultant will be responsible for providing the necessary documents to the WIA Program 
Manager to begin eligibility determination for EWT /IWT participants and to begin file development/data 
entry for EWT. 

Upon approval of the EWT /IWT grant application, the Lead Business Consultant will provide the following 
documents to the Employer for Completion: 

I EWT /IWT Agreement 
2 EWT /IWT Application-Participant 
3 EWT /IWT Employer Verification Form 

Upon approval of the EWT /IWT grant application and subsequent completion of the EWT /IWT Agreement, 
the Lead Business Consultant will provide the following completed documents received from the employer to 
the WIA Program Manager or appointed board staff person: 

I EWT /IWT Application-Participant 
2 EWT /IWT Employer Verification Form 
3 EWT /IWT Agreement 
4 Statement of Training Need from Employer on Company Letterhead for each identified trainee. 

Eligibility Determination and data entry will need to be completed within 72 hours of receipt of 
documents. 

Programs funded through WORKFORCE plus are equal opportunity programs with auxiliary aids and services available upon request to individuals with disabilities. Persons using 
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EWT/IWT: 

WIA-DR-0 145 
Employed Worker Training (EWT) and 

Incumbent Worker Training (IWT) 
Effective Date: April26, 2011 

The WIA Staff will need to ensure the following items are completed for EWT /IWT case management. 
I Levels of Service: Eligibility Determination, Case Management, and Customized Training (EFM Codes 

I02, 205 (IEP/ISS/EDP) or 2I2 (Other Intensive Service Not Otherwise Classified) and 304). 

2 Copy of I-9 from employer with a copy of the SS Card and Driver License 

3 EWT /IWT Participant Application 

4 Selective Service Registration (if age appropriate- (WIA staff can print this from www.sss.gov ). 

5 Each participant record must contain the statement from the employer that the training was needed in 
order for the individual to retain/maintain employment and help the company to remain competitive 
(Statement of Need for Training). 

6 Employed Worker Training Agreement 

7 Copy of Grievance Procedure 

8 Copy of Release of Information 

9 Documentation of Training Dates (training start date and end date) 

I 0 Standardized initial case note outlining eligibility determination. Each participant standardized initial 
case note should reference that Florida has an approved Waiver (#4) that reduces the data collection 
burden for employers served under WIA-funded employed worker training programs. This permits the 
state to discontinue the collection of low income information, receipt of T ANF, other public 
assistance, offender, and homeless individual/runaway. 

II Copy of Credential (a date must be included on the document) 

I2 EFM Screens that Document: Program Participation Date, Program Exit Date, First Core Service Date, 
First Intensive Service, Date Entered Training, Date Exited Training, and Training Service. 

Document Storing 
All case files pertaining to EWT /IWT will be stored with the Career Specialists or board staff assigned to WIA. 
The WIA team will need to establish a specific location and method of filing specific to EWT /IWT Case files 
for ease of access for case review purposes. 

Retention of Files 
All files related to EWT /IWT will be retained on site at the WORKFORCE plus office location for auditing and 
review purposes for five (5) years. 

Programs funded through WORKFORCE plus are equal opportunity programs with auxiliary aids and services available upon request to individuals with disabilities . Persons using 
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1. PURPOSE 
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The purpose of this document is to provide instructions for operating the Work Experience (WE) Program for 
Welfare Transition (WT) and Food Stamp Employment and Training (FSET) customers. 

2. GENERAL 
Work Experience is one of the countable activities for the WT and FSET Programs. The activity is designed to 
provide WT /FSET customers an opportunity to gain the work skills necessary to obtain employment by 
placing them with local employers to learn work skills in a structured and supervised work environment. 
Established by a signed agreement with an employer, the work experience activity facilitates the customer's 
acquisition and development of the work skills necessary to transition into employment. With that state, this 
document outlines the structure ofWORKFORCEp/us' WE program and how it will be implemented. 

The WT /FSET Program Manager in conjunction with the Job Developer and Career Specialists administer the 
WE program. Their roles are as follows: 

I. Program Manager--The Program Manager will provide oversight and managerial support for the WE 
program and ensure programmatic compliance relative to the activity. 

2. Job Developer--The Job Developer will recruit employers to participate in the program and manage the 
relationships with the employers. The Job Developer also monitors the performance of the program 
and is responsible for collecting the Evaluation Forms from the worksite supervisors. 

3. WT /FSET Career Specialists--The Career Specialists will engage program customers utilizing this 
procedure to ensure customers have a meaningful experience that leads to the attainment of 
employability skills and employment opportunities. They are also responsible for updating the One 
Stop Service Tracking (OSST) system and hard copy case file per established WORKFORCE plus 
procedures. 

3. PROCEDURES 

3.1 Career Specialist Processes 

3.1.1 Initial Intake and Assessment 
Assigning customers to the WE Program begins with the Initial Intake and Assessment conducted by the 
Career Specialist. The Initial Assessment uses formal and informal evaluation methods to extract information 
pertaining to a customer's background in relation to their employment history. The information from this 
assessment is used to create the Individual Responsibility Plan (IRP), which outlines the customer's career 
goals, and documents the customer's educational background and work history. The details of the IRP are 
used to objectively quantify the customer's level of work readiness by using the Work Readiness Calculation 
Model. 

3.1.2 Work Readiness Calculation 
The Work Readiness Calculation is a calculation that determines the work readiness of a customer by 
translating the information obtained in the Initial Assessment, specifically the customer's educational 
background and work history, into a percentage score. In turn, these percentage scores are then added 
together to categorize the customer into one of three levels of work readiness: Work Ready; Intermediately 
Work Ready; Not Work Ready. 

Programs funded through WORKFORCE plus are equal opportunity programs with auxiliary aids and services available upon request to individuals with disabilities. Persons using 
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The Work Readiness Calculation is as follows: 
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Work Readiness calculation 

CRITERIA Total Weight Work Ready Intermediately Not 
Work Ready Work Ready 

Work History 6596 6596 65%-30% < 30% 

Education 3596 3596-20% 2096-5% < 5% 

TOTAL 10096 10096-85% 8596-35% <35% 

Work History--To receive the maximum score of 65%, the customer must have held full -time employment 
with the same employer for at least three years; or at least four years of aggregate employment in similar line 
of work. To receive a 50% score, a customer must have held full -time employment with the same employer 
for at least two years; or at least three years of aggregate employment in similar line of work. To receive a 
40% score, a customer must have held full -time employment with the same employer for at least one year; or 
at least two years of aggregate employment in similar line of work. To receive a 30% score, a customer must 
have held at least one year of aggregate employment in similar line of work. Less than one year of work 
experience equals 0%. 

Education--To receive the maximum score of 35% for Education, the customer must possess a Bachelor of 
Arts (BA) or Bachelor of Science (BS) degree. To receive a 20% score, the customer must possess a 
technical/vocational certification with any applicable licensures or an Associate in Science (AS) degree. To 
receive a I 0% score, the customer must possess an Associate in Arts (AA) degree. To receive a 5% score, the 
customer must possess a high school diploma or General Education Diploma (GED). If the customer lacks a 
high school diploma or GED, they receive a 0% score. The following table explains the criteria used to 
determine the percentage scores: 

WORK HISTORY 
Years of work history Percentage Points Level of Work Readiness 

3 to 4 years 6596 Work Ready 
2 to 3 years 5096 Intermediately Work Ready 
I to 2 years 4096 Intermediately Work Ready 

I year 30% Intermediately Work Ready 
<I year 0% Not Work Ready 

EDUCATION HiSTORY 
Education Credential Percentage Points Level of Work Readiness 

BA/ BS degree 3596 Work Ready 
Vocational Certificate/ AS degree 2096 Work Ready/ Intermediately Ready 

AA degree 10% Intermediately Work Ready 
HS/ GED 5% Intermediately Work Ready 

N/ A 0% Not work ready 
*NOTE* Volunteer, intern and part-time experience count toward work history. Further, work history is 
rounded to the nearest vear. 

The following are definitions of each Track. 

a. Internship Track (Completely Work Ready) - The customer has a score of at least 85% and has 
the skills, education and experience necessary to transition immediately into an unsubsidized 
position. These customers will be placed with an employer that has high requirements and 
expectations for the position. 

Programs funded through WORKFORCE plus are equal opportunity programs with auxiliary aids and services available upon request to individuals with disabilities Persons using 
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b. Employability Track (Intermediately Work Ready) - The customer scores between 25%-85%. 
This track is designed to provide additional work experience, new skills, networking and the 
structure required to transition into full -time, unsubsidized employment. 

c. Apprentice Track (Not Work Ready) -Scoring below 25%, the customer will be placed at a work 
site with basic skills assigned. This track is for customers with few skills and little employment 
experience. Further, this track is designed for customers who need to increase their 
interpersonal and job retention skills; such as punctuality and stress management. 

Accordingly, the Job Developer categorizes worksites into the same Tracks as the customers so that the 
placement is appropriate for both the customer and worksite. 

3.2 Job Developer Processes 

3.2.I Worksite Recruitment 
The }ob Developer shall recruit worksites based upon two broad criteria: I) The needs of WT / FSET customers 
as intimated by the Career Specialists; 2) Labor Market Information that describes which occupations are In
Demand. The }ob Developer will recruit worksites, execute the contracts and enter the required data in the 
WE Worksite Spreadsheet. Subsequently, the }ob Developer will categorize the worksites into work readiness 
Tracks so that the Career Specialists can easily assign their customers to a worksite. 

3.2.2 Worksite Determination Calculation 
In order to place the customer with an employer that has work opportunities that match the customer's level 
of work readiness, worksites will be categorized based upon the level of education and skill -level required to 
perform the duties identified by employers. 

The Worksite Determination Calculation determines which Track an employer will be assigned: 

Worksite Determinaliiolil CalculaliioR 

CRITERIA Total Intern Track Employability Track Apprentice Track 
Wei~ht (Work Ready) (Intermediately Work Ready) (Not Work Ready) 

Top 3 Employability 100% I00%-66% 6596-3496 33% -0% 
Skills 
TOTAL 100% 100%-66% 65%-34% 33%-0% 

For example, if a position offered by a worksite has five Employability Skills that can be assigned, the three 
highest scoring will be added together to determine if the position is for customers that are Work Ready 
(Intern Track), Intermediately Work Ready (Employability Track) or Not Work Ready (Apprentice Track). The 
following table illustrates the scoring method: 

CRITERIA ONET Occupaliional Ed.'ucatioR PERCENTAGE 
Requir-ement Code SCORE 

An Employability Skill that reqlllires a post-secondary Code 4 or 5 3396 degree and/ or vocational training 
An Employability Skill that requires a High School Code 2 or 3 22% DiJ:)loma and/ or I year of work experience 
An Employability Skill that does not require any Code I Il 96 education or experience 
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Combined, the Work Readiness Calculation Models provide an objective process to determine the level of 
work readiness of customers and the level of work readiness needed by employers to provide an appropriate 
match. This entire process is captured in the Work Experience Maturity Model. 

3.3 Work Experience Maturity Model CWEMMl 
The combined efforts of the Career Specialists and the ]ob Developer are captured in the Work Experience 
Maturity Model. The WEMM provides a profile for both the customer and employer, what is expected of each 
customer, as well as the customer's expected outcomes. 

TRACK EMPLOYER PROFll.E CUSTOMER PROFll.E EXPECfATIONS OUTCOME 

• Score between 66%- • To obtain full -time, 

100% • Score between 85%-1 00% unsubsidized • Job Development 
INTERNSHIP 

employment 

Track • Seeking Highly • To increase 
Skilled/ Educated • Meets/exceeds Minimum networking in • Job Placement 
Candidates Job Requirements for 

COMPLETELY Positions employer community. 

Work Ready • Employer expects the • Master Employability • Mastety skill-level 
customer to contribute • High Quality Resume Skills achieved. 
immediately 

• Gain additional skills 
• Score between 25%-85% and experience. • Intermediate skill-

EMPLOY ABIUTY • Score between 34%-65% level achieved 
Track • Moderate level of work • Learn new 

• The employer type can experience. industty/occupation. • Graduation into 
vaty significantly. INTERNSHIP Track 

INTERMEDIATELY Job 
Work Ready • Working towards high • Build upon previous 

quality Resume experience • Placement 

• Score at or below 34% 
• Scores at or below 25% • Learn basics of job • Increased work 

APPRENTICE 
campaigning. readiness 

Track • Customer will be placed 
• Has little to no work 

at worksite with 
histoty. • Learn basics skills • Increased work habit 

expectations and 
required for job skills 

NOT responsibility that match 
• Lacks basic work skills. retention 

Work Ready their current level of 
• May not possess • Develop viable • Graduation into 

work readiness. EMPLOY ABILITY 
diploma/GED. resume. Track. 

3.4 Administrative & Implementation Processes 

3.4.1 Customer Placement and the WE Worksite Spreadsheet 
With the work readiness of the customer, and the work readiness needs of the worksite established, the 
customer can be placed at a worksite to gain the work experience and Employability Skills necessary to 
transition into employment. With that stated, the customer will be given three to five Employability Skills to 
learn at their assigned worksite. Simple enough, the Career Specialist shall locate, using the WE Worksite 
Spreadsheet, occupations that match the career goals of the customer as documented in their IRP. A worksite 
shall be chosen based primarily upon the customer's Track and the requirements of the particular 
position/ worksite. These requirements can be background checks, fingerprinting, etc. Other considerations 
can include open availability, proximity to the customer's area of residence and other practical reasons that 
can facilitate the customer's assignment. 
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Customers that fall within the Apprentice Track will be placed at a worksite for an assignment not to exceed 
three months. The employability skills assigned to these customers are foundational skills that are necessary 
for success in the work place. Examples include attendance, punctuality, work ethic, etc. 

Customers that fall within the Employability and Internship Tracks will be placed at a worksite for an 
assignment not to exceed six months. These customers will be assigned employability skills that are 
necessary skills an employee would need to be successful for that particular position. An example would be 
to learn a particular software program for an administrative/professional position. 

For customers who have less than three months of remaining eligibility for Temporary Cash Assistance (TCA), 
their required hours of participation at a worksite may be divided between Work Experience and the Job 
Search/Job Readiness activity. This is to facilitate a rapid transition into employment. 

After a worksite has been chosen and the Employability Skills that the customer is expected to learn are 
documented, the Career Specialist will provide the customer with the instructions regarding their placement 
at a worksite. Verbal instructions along with the required forms will be provided. 

The required forms are: 
• WE Roles & Responsibilities - The WE Roles & Responsibilities is a document mandated by the State 

as a component of a work experience activity. It is to be signed by the Career Specialist, the customer 
and the worksite supervisor. It states the responsibilities of both parties, including the requirements 
for supervision and verification and the expected outcome. Most importantly, it contains the 
Employability Skills that the customer is expected to acquire while on assignment at the worksite. 

• WE Timesheet -The WE timesheet is used to document the participation hours of the customer and is 
completed and signed by the customer and worksite supervisor. It must be submitted to the Career 
Specialist weekly. Upon receipt, Career Specialists manually enter hours into OSST based on the 
actual hours completed. Further, a hard copy of the WE Timesheet must be maintained in the 
customer's case file to support participation data. Hours completed should also be entered in the case 
notes screen in OSST. 

• Evaluation Form - The Evaluation Form monitors the performance and progression of the customer. 
The Job Developer will obtain the Evaluation Forms on a monthly basis. The Job Developer will 
forward the results to the respective Career Specialists. The Evaluation Form is used to determine if 
the customer is performing satisfactorily and is making progress towards mastering the Employability 
Skills they have been assigned. 

• FSET Job Description Form - The FSET program has a Job Description Form that is specific to their 
program. This form outlines the demographic data of the employer, including their address and 
directions to worksite. It also contains a section to list the job duties (i.e. Employability Skills). 

• FSET Work Experience Training Timesheet -The FSET Work Experience Training Timesheet is used to 
document the participation hours of FSET customers and is completed and signed by the customer 
and worksite supervisor. It must be submitted to the Career Specialist weekly. Upon receipt, Career 
Specialists manually enter hours into the OSST system based on the actual hours completed. Further, 
a hard copy of the Timesheet must be maintained in the customer's case file to support participation 
data. Hours completed should also be entered in the case notes screen in OSST. 

These forms are required to document all activities pursuant to governmental regulations. Also mandated by 
law are the required hours of participation that a customer must meet. 

Programs funded through WORKFORCE plus are equal opportunity programs with auxiliary aids and services available upon request to individuals with disabilities. Persons using 
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For Welfare Transition Program customers, Work Experience is a Core activity. Their work experience may be 
at a for-profit, not-for-profit or public organization. The maximum number of hours per month a WT 
customer can participate is the sum of their Temporary Cash Assistance (TCA) and their food stamp allotment 
divided by the Florida minimum wage. Moreover, their hours can be used with flexibility during each week of 
the month so long as they do not exceed the monthly maximum. The chart below illustrates: 

BENEFIT Total Total Sum of FloFida Maximum number of 
+ food stamps = benefits 

minimum = hours of participation CALCULATION TCA 
wage per month 

Example $200 + $300 = $500 + $7.67 = 65hours 

For FSET Program customers, Work Experience is one of several employability-enhancing activities that can 
be assigned to FSET customers. Unlike the WT Program, these customers can only participate in Work 
Experience at non-profit organizations. An FSET customer cannot be mandated to do more hours at a 
worksite during the month than their food stamp benefits for the month of participation divided by the higher 
of the Federal/State minimum wage divided by the number of household participants (as indicated in OSST 
and/or the Department of Children and Families (DCF) FLORIDA system). The chart below illustrates: 

BENEFIT 
Total Higher of 

Number of Maximum number of 
Food Stamp . FedeFal/Florida + Household = hours of participation CALCULATION 
Allotment Minimum Wage _per month 

Example $600 + $7.67 3 = 26hours 

Throughout the entire WE process, the Career Specialist will follow established documentation and 
programmatic procedures as required by state and federal law. Further, the Career Specialist will maintain the 
timesheets and document the customer's participation hours and details of their activity and interactions 
accordingly. 

3.5 Evaluation Processes 

3.5.I Customer Evaluation 
The Job Developer will ensure the timely receipt of the Evaluation Forms from the worksite supervisors. 
These forms should be completed on a monthly basis by the worksite supervisor. The Job Developer will 
forward the Evaluation Forms to the customer's respective case manager. The Career Specialist and Job 
Developer will use the evaluations to examine the customer's progress. It is expected that after the 
customer's initial evaluation scores are received, they progress one full numeric score on the Evaluation 
Form for each subsequent month on assignment. This way, if they are assigned to a three month assignment, 
they will have gained, at a minimum, intermediate skill-level in each of the Employability Skills assigned. If 
they are assigned a six month assignment, theoretically, due to the structure of the WE Program, they will 
have gained mastery of the employability skills assigned. 

If the customer's evaluation does not show progression, the Career Specialist and/ or the Job Developer will 
determine, through both formal and informal means, the cause of the customer's lack of progression. This 
may include contacting the worksite supervisor directly and/ or re-assessing the customer to determine if 
there are barriers or other issues that need to be resolved . If, at the end of the WE placement, the customer is 
not hired at their assigned worksite, the Career Specialist will follow up with the customer to determine 
services that are conducive to assisting the customer's achievement of their career goals. This may include 
assignment at a new worksite with additional Employability Skills assigned to augment their work skill-set 
even further. 

Programs funded through WORKFORCE plus are equal opportunity programs with auxiliary aids and services available upon request to individuals with disabilities Persons using 
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3.5.2 Programmatic Evaluation, Monitoring and Performance Benchmarks 

The following performance benchmarks have been instituted to measure and monitor the performance of the 
Work Experience (CWEP) program and to ensure the program is equipping the customers with work skills. 

QUESTION MEASUREMENT curERIA DATA SOURCE 

At least 50% of the customers gain Mean of three top Evaluation Form 

Are customers gaining Intermediate skill-level in at least three Employability Skills ratings of 

work-related skills? Employability Skills assigned after three ranked by worksite Employability Skills 

months of participating in WE supervisor completed by 
worksite supervisor. 

At least 50% of the Work Ready /Intern Mean of three top Evaluation Form 
Are top-tiered customers Track customers gain Mastery skill-level in Employability Skills ratings of 

gaining work-related at least three Employability Skills assigned ranked by worksite Employability Skills 
skills? after three months of participating in WE supervisor completed by 

worksite supervisor. 
At least 1 0% of customers gain 10%ofCWEP OSST, employment 

Are customers obtaining employment (at their assigned worksite or customers close verification, Suntax, 
employment? otherwise) after three months of out due to placement 

participating in WE employment. 
5-Level Ukert scale The responses of 
survey: I =very surveys administered 

Are customers satisfied At least a 4 mean on a customer unsatisfied; 2= by job Developer are 

with CWEP program? satisfaction questionnaire survey after unsatisfied; collected and 
three months of participating in WE 3=neutral; analyzed. 

4=satisfied; 5=very 
satisfied 
5-Level Ukert scale The responses of 

At least a 4 mean on an employer survey: I =very surveys administered 
unsatisfied; 2= by job Developer are Are employers satisfied satisfaction questionnaire survey after the unsatisfied; collected and with CWEP program? completion of an assignment 3=neutral; analyzed. 
4=satisfied; 5=very 
satisfied 

This data shall be compiled and analyzed by the Job Developer and a report shall be submitted to the Program 
Manager for appropriate utilization. 

4. RELATED DOCUMENTS 
Employment and Training Program Job Description Form 
State WT Work Verification Plan 
SNAP State Plan 
Work Experience Contract 
Work Experience Timesheet 
Work Experience Evaluation Form 
Work Experience Training Time Sheet 

5. QUALITY RECORDS 
OSST Case Notes and Skill Development Screen 
Customer's Hard Copy Case Files 
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I. Assessment 
Big Bend jobs & Education Council, Inc. d/b/a WORKFORCE plus of Region 5 serves three of Florida's 
sixty-seven counties, which according to the Department of Economic Opportunity, Labor Market 
Statistics Center is home to 355,355 individuals (2011). 

WORKFORCE plus responded to the increased need for culture and language specific services by 
implementing an Equal Accessibility Compliance Manual which provides a central point of access for 
One-Stop policies, plans, and operating procedures to ensure equal access to services for One-Stop 
customer populations. While the One-Stop Career Center can meet the needs of many New Americans, 
the demand for services is too great across many immigrant groups to be able to respond adequately. We 
are therefore reliant on the programs, processes and staff of community partner and vendor agencies to 
provide services to these populations. 

In january of 2000, WORKFORCE plus engaged in a comprehensive assessment of the LEP populations 
residing in Gadsden, Leon and Wakulla Counties. The assessment took into account the following: 
current services in place to meet the needs of our LEP populations and the availability of spoken language 
interpreters and the translated documents. In addition, we also reviewed the signage across all One-Stop 
programs to determine whether the staff and our LEP populations understood the right to free language 
services. 

The WORKFORCE plus Limited English Proficiency Plan sets forth the policies and procedures for ensuring 
equal access to linguistically appropriate services for persons residing in Gadsden, Leon and Wakulla 
Counties as well as a process to address issues of training for staff and contracted providers and the use 
of appropriate signage. 

WORKFORCE plus will conduct a thorough assessment of the language needs of the LEP persons to be served 
by WORKFORCE plus annually. 

II. Language Assistance 
A. Assessment of Language Needs: The following steps should be taken to assess language needs of 

persons likely to be served by WORKFORCE plus: 

I. Identify the number, purpose, and the non-English languages spoken in contacts encountered by 
the staff and the proportion of contacts each language represents. This may be done by keeping a 
log of phone calls and other correspondence received where a language barrier occurs or by 
surveying staff with public contact responsibilities. 

2. Identify areas of the region where census, workforce, or program staff experience, or other 
population data show high percentages of particular non-English language groups. 

3. Identify the points of contact where language assistance is likely to be needed in the offices and 
other field locations. 

4. Identify the resources that will be needed to provide the effective language assistance for 
frequently occurring and infrequently occurring languages. This may include bilingual employees 
and/or the use of interpreters depending on the nature and frequency of contacts. 

5. Identify the location and availability of existing language assistance resources and additional 
resources that may be needed. This will vary depending on the county and the languages 
encountered. 

6. Identify the arrangements that must be made to access these language assistance resources in a 
timely fashion. 

Programs funded through WORKFORCE plus are equal opportunity programs with auxiliary aids and services available upon request to individuals with disabilities Persons using 
TIY /TID equipment use Florida Relay Service 711 
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In order to evaluate a customer with limited English proficiency it is important to first determine the 
customer's primary language and proficiency in English. 

An accurate assessment of the customer's language proficiency includes gathering objective 
information of the customer's reading, writing, speaking, and understanding skills. Assessment may 
consist of gathering an array of informal documentation rather than administering a formal battery of 
published diagnostic tests. The actual language assessment should include comparisons of reading, 
writing, speaking, and understanding skills across the customer's primary language and secondary 
language of English. It is important to consider skills across all contexts with the realization language 
skills may vary from zero to literate depending on the context and the environment expectations. 

Through the use of a range of data collection tools, the State of Florida has identified the following 
language groups, ranked in order from the largest to the smallest who have requested interpreter 
services through state and county departments or who have indicated a language preference on state 
maintained systems: 

• Spanish 
• Spanish Creole 
• French 
• French Creole 
• German 
• Italian 

WORKFORCE plus identifies the largest LEP population's languages as: Spanish and Spanish Creole. 

WORKFORCE plus continues to work with the Florida Department of Children and Family and the 
Department of Economic Opportunity to identify all critical and vital documents for these two 
language groups where translation is needed in order to ensure accessibility of services. We utilize 
current bilingual staff (Spanish) to facilitate transactions within the staff person's program, and across 
all program areas when possible. In the event that an offices does not have on-site assistance for a 
language groups identified above, contracted interpreter services are used to meet the language need. 

B. Means of Providing Interpretive Services - WORKFORCE plus currently employs seven individuals that 
are bilingual. Five of the bilingual staff comes from the two language groups identified in the LEP 
Assessment phase. 

The protocol to be followed by all programs for accessing bilingual services is outlined below. 

I. Use of bilingual staff- A list of the bi-lingual staff will be compiled and maintained. The list will be 
reviewed and updated on an on-going basis to account for staffing changes. The list will be 
shared by email and information posting. 

2. Upon identifying a language need that cannot be met by utilizing internal staff. The staff person 
will make their immediate supervisor and Office Manager aware. The Office Manager will 
coordinate with the EEO Officer to ensure that the needs of the customer are met. 

3. If the customer has been offered free interpretive services and chooses to utilize their own 
interpreter, i.e. friend, family member or community member, the customer will sign a waiver 
indicating that they are giving up their right to free interpreter services. The waiver does not 
replace a signed Authorization to Release Information or Authorized Representative form. The 
waiver will be in effect for the time period indicated on the attached form (to be determined jointly 
between the staff person and the customer) but will not exceed the period of one year. Note: Staff 
should never require, suggest, or encourage a customer with LEP to use family members or friends 
as interpreters. At no time will friends, family members or children under the age of I 8 years old 
be utilized to provide interpretive services. 

Programs funded through WORKFORCE plus are equal opportunity programs with auxiliary aids and services available upon request to individuals with disabilities. Persons using 
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a. When confronted with a situation in which the customer is illiterate, cannot read or write in his 
or her own language, the staff person, with assistance from an interpreter, will assist the LEP 
individual in the completion of necessary forms and documents. 

b. When individuals require access to services within short time frames, The WORKFORCE plus 
personnel, in consultation with a Supervisor or Manager, will take whatever steps deemed 
necessary to ensure that all customers, including customers with LEP, have access to services 
within the appropriate time frame. 

c. New customers will be asked for their preference for translated forms prior to being given 
English only forms. If the LEP individual is unable to read their own language in order to 
complete necessary forms, the above procedures will ensure that through the assistance of the 
office employee, the LEP individual is provided a competent interpreter for the access to all 
services and programs. 

The need for assistance in the application process for many programs poses some unique challenges. 
While WORKFORCE plus employs staff with the ability to assist in these functions, they are not able to 
cover all language groups in all locations. While many application forms and critical documents are 
available in translated format, the low literacy rate in some LEP populations, lack of translated 
materials in all languages, and the lack of translated information regarding program eligibility, income 
and asset limits, etc. presents additional barriers that are difficult for staff to overcome. 

WORKFORCE plus will work with Program Manager to identify governmental-produced forms, 
brochures and written materials routinely distributed to English speaking individuals; through a 
process of prioritization, WORKFORCE plus will identify critical and vital documents and develop a 
schedule for ensuring accurate translation through: 
• Bilingual staff persons. 
• Use of contracted interpreter services specializing in translation services. 

c. Signage 
As part of the assessment, each WORKFORCE plus location was reviewed to determine if the required 
signage was posted. It was determined that the majority of the sites had the appropriate postings. 
However, not all of the locations had the appropriate signage. All entry sites will be posted with signs that 
inform LEP populations of their right to free interpreter assistance. Staff and personnel who serve as first 
points of contact will be trained on the protocol to access interpreters whether live or remote when 
confronted with "I Speak" cards. 

By implementing the strategies it will allow us to plan, develop, and implement an exercise to post 
appropriate signage that will direct our attention to the languages as identified by the Department of 
Human Services in a uniform and consistent manner. The assessment also allowed WORKFORCE plus to 
identify other growing LEP populations such as Creole and French that access its buildings and services. 
WORKFORCE plus will ensure timely collection and analysis of data related to projecting future needs by 
conducting annual estimates of new LEP populations to see if they meet the critical mass numbers as 
identified by the Department of Human Services and to see if new signage in new languages is needed. 

III. Training 
A critical component of the LEP Plan implementation and maintenance will include the training of staff. 
The sections that follow will describe the process the organization will follow in addressing the issue of 
training. 

A. Training of Staff in accordance with OCR Guidance - WORKFORCE plus remains committed to providing 
a full range of services to all individuals who are eligible -regardless of their English language 
capabilities; WORKFORCE plus has worked extensively on their training component in order to 
develop the skills and diversity of their employees. WORKFORCE plus continues to be committed to 
the training of employees and the effective delivery of services to LEP individuals by implementing the 
following plan. 

Programs funded through WORKFORCE plus are equal opportunity programs with auxiliary aids and services available upon request to individuals with disabilities. Persons using 
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B. Distribution of LEP Plans to Staff- WORKFORCE plus will distribute the LEP Plan by utilizing technology 
and placing it on our SharePoint site to allow for easy access. Paper copies will be distributed to all 
leadership team of the One-Stop Operator. These individuals will be tasked with disseminating this 
information to their staff. Suggested venues for this distribution include staff meetings, in services, or 
informal training sessions. By utilizing this method for distribution it will insure that staff is 
knowledgeable and aware of LEP protocols. This distribution will also be a precursor to formal 
training for staff who have contact with LEP individuals. 

C. Training of Current Staff- Due to the size and complexity of WORKFORCE plus, several training options 
will be available. 

I . Formal Training - This training will be designed for management, supervisors and staff who are 
likely to have contact with LEP individuals. This training will address the WORKFORCE plus LEP 
Plan, the obligations of WORKFORCE plus to provide interpretative services, and how to effectively 
utilize the interpreter and understand the dynamics between the customer, provider and 
interpreter. 

2 . Informal Training- All other individuals who are not likely to have contact with LEP persons will be 
required to receive informal training. This training will cover the tenets of the LEP Plan and the 
obligations of the Plan. This training can be conducted by their Program Manager or by the 
Training and Development staff if requested. 

D. Training of New Staff- WORKFORCE plus will develop and conduct training sessions in order to orient 
new employees and volunteers to the LEP Plan. These sessions will be designed with the assumption 
that all new hires are likely to have contact with LEP individuals. These training sessions will be 
conducted in the first few weeks of employment as the employee goes through general orientation. 

E. Continuing Education -WORKFORCE plus remains committed to ensuring quality access to services for 
LEP individuals. In order to fulfill that commitment, continuing education will be conducted at the 
program level at least yearly. A brief review of all major components of the LEP Plan will be 
conducted. Acknowledgement of this training, along with feedback and suggested changes to the Plan 
will be forwarded to the designated LEP /EEO Coordinator. 

IV. Monitoring 
A necessary and crucial component of the LEP Plan is monitoring, assessment, and evaluation. Therefore to 
insure the WORKFORCE plus LEP Plan continues to provide meaningful access to LEP persons, WORKFORCE 
plus will monitor the program at least annually. The monitoring process will incorporate feedback from LEP 
persons when feasible and a formal LEP complaint process. It should assess: 
• Current languages encountered, 
• Current communication needs of LEP persons, 
• Whether existing assistance is meeting the needs of the LEP persons, 
• Whether staff likely to have contacts with LEP persons are knowledgeable about policies 
• and procedures and how to implement them, and 
• Whether sources of and arrangements for assistance are still current and viable. 
• Whether staff knows how to handle complaints from LEP persons about their access to 
• All programs and activities 

Programs funded through WORKFORCE plus are equal opportunity programs with auxiliary aids and services available upon request to individuals with disabilities. Persons using 
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TO: WORKFORCE plus Operators Operating in Region 5 and Affiliated Partners 

FROM: Kimberly A. Moore, Chief Executive Officer 

SUBJECT: Wagner-Peyser (WP) Job Seeker Registration and Employer Services Directive 

EFFECTIVE 
DATE: May 10, 2012 

EXPIRATION 
DATE: Until Superseded or Rescinded 

PURPOSE: 
To provide guidance and clarification to the proper procedures relating to the provision of job seeker 
registration and employer services in the Wagner-Peyser reporting system. 

REFERENCES: 
Department of Economic Opportunity Final Guidance 03-035 
ETA 9002 and VETS 200 Data Preparation handbook ET Handbook No. 406; Wagner-Peyser Act of 1933, as 
amended by the Workforce Investment Act of 1998; Code of Federal Regulations at Title 20 Part 651.1 0; Code 
of Federal Regulations at Title 20 Part 652.2; Code of Federal Regulations at Title 20 Part 652.3; Code of 
Federal Regulations at Title 20 Part 652.207 

BACKGROUND 
The Federal Regulations at 20 CFR 652.2 state that the basic purpose of the employment service system is to 
improve the functioning of the nation's labor markets by bringing together individuals who are seeking 
employment and employers who are seeking workers. Additionally, 20 CFR 652.3 requires that, at a 
minimum, each State shall administer a labor exchange system that has the capacity: 
a. To assist job seekers in finding employment; 
b. To assist employers in filling jobs; 
c. To facilitate the match between job seekers and employers; 
d. To participate in a system for clearing labor between the States, including the use of standardized 
classification systems issued by the Secretary, under section 15 of the Act; and, 
e. To meet the work test requirements of the State unemployment compensation system. 

PROCEDURE 
The Wagner-Peyser Act, as amended by the Workforce Investment Act of 1998, stipulates specific guidelines 
regarding the registration of job seekers and the provision of services to employers. Federal regulations at 20 
CFR 652.207 require that labor exchange services must be available to all employers and job seekers, 
including unemployment insurance (UI) claimants, veterans, migrant and seasonal farm workers, and 
individuals with disabilities. The State must have the capacity to deliver labor exchange services to employers 
and job seekers, as described in the Act, on a statewide basis through self-service, facilitated self-help service 
and staff-assisted services, WORKFORCE plus provides the labor exchange services to employers and job 
seekers in Gadsden, Leon, and Wakulla counties. 
Underlying principles that drive the operational integrity of the nationwide labor exchange system include the 
following concepts: 

I . The acquisition of accurate statistical data which "enumerate, estimate, and project employment 
opportunities and conditions at the national, state, and local levels in a timely manner ... " 

2. Data provided through the state's employment service further provides critical information for: 
Programs funded through WORKFORCE plus are equal opportunity programs with auxiliary aids and services available upon request to individuals with disabilities Persons using 
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• Employment and unemployment statistics for many groups of workers; 
• Industrial distribution of occupations; 
• Current and projected employment opportunities, wages and skill trends by occupation and industry; 

incidence of and geographical and industrial location of displaced workers; and, 
• Employment and earnings information 

JOB SEEKER REGISTRATION REQUIREMENTS: 
Job seekers receiving staff-assisted-services funded under the Wagner-Peyser Act must be registered. Job 
seekers who use self-services or facilitated self-help services also may be registered, but this is not required. 
This would involve activities such as accessing EFM as a guest or using One Stop Career Center resources, 
such as LMI pamphlets, without registering. 

REPORTING OF JOB SEEKER SERVICES: 
The job seeker's activity service plan is used to report all services received to include job referrals and 
placements. The basic purpose of providing services is to enhance the job seeker's ability to become 
employed. Services should be entered as they are offered and should not be backdated. 

EMPLOYER SERVICES PROCEDURES: 

Minimal Services to Employers 
A job opening is a job vacancy that an employer intends to fill. In addition to listing an employer's job 
opening, and referral of job seekers to available job openings, the following services should be provided to 
employers: 

• Assistance in the development of job order requirements; 
• Matching job seeker experience with job requirements, skills and other attributes; 
• Assisting with special recruitment needs; 
• Arranging for Job Fairs; 
• Assisting employers analyze hard-to-fill job orders; 
• Assisting with job restructuring; and, 
• Helping employers deal with layoffs. 

Also see WPY -FL-0008 for the employers menu of services, those listed above are the minimum. 

It is inconsistent with the purpose of the One-Stop Career Center to refer job seekers to an employer who 
only wishes to build applicant files for possible future openings. Such requests are not considered to be bona 
fide job orders. It is permissible to refer an applicant for an interview with an employer who may be able to 
create an opening that will be available on a definite future date. Such orders are often necessary when a 
new business is staffing up. The expected hiring date should be clearly shown on the order so that the job 
seeker will be aware of the situation prior to accepting a referral to the employer. 

Job Order Entry: 
ETA Handbook No. 406 requires that job openings listed through staff funded under the Wagner-Peyser Act 
must be included in the count of job openings reported to the United States Department of Labor (USDOL). 
Although this handbook indicates that job openings listed through staff of other partner programs may be 
included in the count of job openings in accordance with State policy, by this guidance paper, it is hereby 
established that all job orders and openings be listed in the Wagner-Peyser reporting system (EFM) and 
reported to USDOL. 

In order to ensure that employer job orders receive maximum exposure, job listings will be entered into the 
W-P reporting system (EFM) immediately upon being received and reviewed by One-Stop Center staff. All job 
orders entered should comply with Federal and State laws and the Employ Florida Terms of Use policy. 
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Timely Submission of Job Orders into the Wagner Peyser Reporting System: 
Generally, it is incumbent upon staff who performs marketing activities, receive requests for assistance from 
employers for qualified job seekers, manage job orders, and others involved in the job order taking process, 
to immediately enter these job orders directly into the existing W-P reporting system. The concept behind this 
practice is that the employer's needs are best served when they are served on a timely and current basis. The 
W-P reporting system is a statewide system which immediately exposes job orders to job seekers throughout 
the state, nation, and for that matter, throughout the world, via the various web-based applications on which 
these jobs orders reside . 

There are certain situations where employers receive exclusive or tailored "servicing" of their job orders, 
usually at the specific request of the employer. These include such accepted practices as the "account 
executive" concept or Employer Recruiting Agreements. Recruiting Agreements are agreements between a 
particular One-Stop Center and an employer where the One-Stop Center operates as an "extension" of that 
employer's personnel office, providing a range of services to that employer. The "account executive" concept 
traditionally provided a way for employers to develop a working relationship with designated One-Stop 
Center staff in the ongoing servicing of job orders and other employer services. 

Whatever the specific relationship between the employer community and the One-Stop Center, it is state 
policy that all job orders received by DEO One-Stop Center staff and other partners, including service 
providers be entered into the W-P reporting system so that employers' hiring needs can be satisfied as 
efficiently and as effectively as possible. The practice of withholding job orders from timely entry into the W -P 
reporting system, or otherwise preventing the sharing of job order information throughout the system is 
prohibited. 

Wages on Job Orders: 
Compensation information is required to be listed on all job orders entered into EFM. Employers who choose 
not to enter actual wage information must enter some value on the job order form. In all other cases, the 
actual wage or wage range as expressed by the employer should be listed on the job order. lf, dUJing follow
up or job order verification, it is determined that the job seeker was hired and went to work at a higher wage, 
the higher wage should be entered on the job order. Per DEO, the employer may choose to display a wage or 
wage range. The compensation field, basis for unit of pay, is a required field in EFM. If the employer chooses 
not to list a wage or wage range, the unit of pay must be selected and the wage information will default to 
$0.00. 

Recording Job Placements: 
Federal regulations at 20 CFR 651 . l 0 define a placement as the hiring by a public or private employer of an 
individual referred by the employment office for a job or an interview, provided that the employment office 
completed all of the following steps: 
a) Prepared a job order form prior to referral, except in the case of a job development contact on behalf of a 
specific applicant; 
b) Made prior arrangements with the employer for the referral of an individual or individual(s); 
c) Referred an individual who has not been specifically designated by the employer, except for referrals on 
agricultural job orders for a specific crew leader or worker; 
d) Verified from a reliable source, preferably the employer, that the individual had entered on a job; and 
e) Appropriately recorded the placement. 
It is very important that each job on the job order form include an accurate number of open positions so that 
an accurate count of job placements on that job order is properly reflected. Placement credits that are 
recorded as a result of a job referral should be identified by using service codes 750 - 850 in the Employ 
Florida Marketplace (EFM) . Staff must verify that the customer has started working prior to recording the 
appropriate placement code. Verification infonnation should include a case note identifying the customer's 
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name, name of the employer, source of verification and the date the customer started working. Notification of 
a hire date will not suffice for securing placement credit. 

Takina Credit for Job Development Hires: 
The Code of Federal Regulations at Title 20 Part 651.10 specifies that a job development means the process of 
securing a job interview with a public or private employer for a specific applicant for whom the local office 
has no suitable opening on file . 

If there is no suitable opening on file in the One-Stop Center, staff should make job development attempts 
(contacts) on behalf of the customer. The job development attempt should be recorded on the job seeker's 
activity service plan in the MIS. job development attempts (contacts) should be documented on the job 
seeker's case notes screen listing the employer's name. 

If staff later learns that the customer was hired on the job to which a job development attempt was made, 
then the staff person should write a job order and take credit for the placement. Once the job order is written 
to reflect the hire, it must be matched against the job development referral that was previously entered on the 
job seeker's services screen. 

Documentina and Taking Credit for Obtained EmplQYIDent: 
Obtained employment refers to those individuals who secure employment within 180 calendar days of 
receiving one or more services which are wholly or partially funded by the state employment service agency 
but the placement does not meet the federal definition for a "job placement". Credit for an Obtained 
Employment may be claimed for any participant who has received any Wagner-Peyser reportable service(s), 
and has a job start date, where both service and start date fall within 180 days from the date the obtained 
employment is recorded. Staff must verify that the customer has started working prior to taking credit for an 
obtained employment. Notification of a hire date will not suffice for securing obtained employment credit. 
Customers who have obtained employment and have not soft exited (90-days without a reportable service) 
will be provided an 880 activity code. Customers who have obtained employment and had received a 
reportable service more than 90 days ago but less than 180 days will receive an 882 activity code. 

Manual Obtained Employment Credit (emplQYIDent must be verified): 
Verification of the obtained employment must be received from a reliable source, preferably the employer, 
that the customer has obtained employment. Sources of documentation may also include hire data obtained 
from the bh I 0 and the bdO I screens on the UC management information system where a start date may be 
derived. The Department of Economic Opportunity states information obtained from sources where quarterly 
data is reported (i.e . SUNTAX) may be used as a starting point in which to gather a start date may be used. 
However, since quarters in which wages were reported will not suffice as documentation of a start date 
WORKFORCE plus staff will not use this method. 

It is not allowable to take a placement when an obtained employment has already been recorded or to take 
an obtained employment where a placement has already been recorded in the system for the same customer 
with the same employer. This would constitute a duplicate placement in the system and would be subject to 
review. 

More than one obtained employment credit per customer is possible in the same program year. Credit for 
obtained employment can be taken as long as a prerequisite service is still on the customer's computer 
record and the case has not exited. 

Obtained employment must be documented on the activity service plan using code 880. The following 
information must be recorded when taking obtained employment credit: 

• Employer's name (must be longer than three characters) 
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• Certification that the service is not a duplicate of a previously documented placement (NQle.: If a 
placement has been recorded on the current Wagner-Peyser application the following warning is 
displayed "Job Order Placements or Obtained Employments already exist. The obtained employment 
being entered is not associated to a placement already recorded on the WP Application.") 

• Job title and occupational code (waived per DEO) 
• Actual start date, and 
• Region/office information. 

Please see attachment 'A' for instructions and images of obtained employment documentation in EFM. If one 
or more required field of documentation is not available, obtained employment credit may not be recorded. 

Post Exit Manual Obtained Employment Credit Cemplqyrnent must be verified): 
Post Exit Manual Obtained employment refers to those individuals who meet the definition of an obtained 
employment and have gone at least 90 days without a reportable service and exited the system. Credit for a 
post exit manual obtained employment may be claimed for any participant who has received any Wagner
Peyser reportable service(s), and has a job start date, where both service and start date fall within I80 days 
from the date the post exit manual obtained employment is recorded. Staff must verify that the customer has 
started working p1ior to taking credit for a post exit manual obtained employment. Notification of a hire date 
will not suffice for securing obtained employment credit. 

Documenting Post Exit Manual Obtained Employment Credit: 
The post exit manual obtained employment must be created as a WP follow-up service to the last WP 
application . To record a post exit manual obtained employment, staff must have the appropriate 
administrative privileges to create a WP follow up. See attachment 'A' for images of the correct administrative 
settings and instructions on recording the required information. Upon creation of the WP follow-up, service 
code 882 must be selected from the activity service code dropdown menu. 

Post exit manual obtained employment requires entry and verification of the following: 
• Employer's name (must be longer than three characters) 
• Source ofverification 
• Certification that the service is not a duplicate of a previously documented placement 
• Job title and occupational code, (waived per DEO) 
• Actual start date, and 
• Region/office information. 

Please see attachment 'B' for instructions and images of post exit manual obtained employment 
documentation in EFM. If one or more required field of documentation is not available, post exit manual 
obtained employment credit may not be recorded. 

Entered Employment: 
Entered employment refers to a participant who has gone 90 days without receiving a reportable service in 
W-P or other partner programs (e.g. WIA or TAA) and no longer is considered a pa1ticipant (exits from the 
system) . If the participant receives wages in the first quarter after the exit quarter, the region who provided 
the first reportable service will receive an automated entered employment credit (881 activity code) . Entered 
employment is recorded automatically and cannot be entered manually into the state MIS. This category is 
recorded only for purposes of federal reporting. 

DEO will monitor against all Wagner-Peyser guidance. 
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Attachment A 

To record an obtained employment, code 880, complete the following steps: 

Step 1: Manage Individuals > Assist an Individual. Enter information to search for candidate . 

i 
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l/Ll'ork"f.o~rce Staff 

rVJanage Individuals 

~ .. 1anage Employers. 

............... """ "-" ...,_.-

... 
]{ 

:: Cr-eate an Indi··.··idual 

... Assist an Individual 

Step 2: Select Activities from the Staff Profiles Menu> Click Ac tivity History/Service Plan 
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Step 3: Click Add Service 
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Activity Histg.ry I s ,ervice· Plan 
Select this option to review t 

[Add SeMce Add Multiple SeMces ~ Print Table ] 

Step 4: Complete all fields required by policy (Note: the program application association will default to the 
Wagner-Peyser application number) 
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WPY -DR-0 126 
Labor Dispute Directive 

Effective Date: 04/04/2012 

TO: WORKFORCE plus Operators Operating in Region 5 and Affiliated Partners 

FROM: Kimberly A. Moore, Chief Executive Officer 

SUBJECT: Labor Dispute Directive 

EFFECTNE 
DATE: April 03, 2012 

EXPIRATION 
DATE: Until Superseded or Rescinded 

Purpose: 
To provide guidance when an employer is involved in a labor dispute and continues to post job orders. 

Reference: 
Department of Economic Opportunity (DEO) Memorandum "Labor Dispute Procedures" February 17, 2012 and 
20 CFR 652.9 

Procedure: 

I) Upon notification of a labor dispute by DEO, workers representative, or an employer, the WORKFORCE plus 
Job Order Control OOC) or Business and Employer Services (BES) staff will place the employer's Employ 
Florida Marketplace (EFM) account on hold to verify the existence of the labor dispute and determine its 
significance with respect to each vacancy listed in the job order(s). 

2) WORKFORCE plus staff must not refer any job seeker to any job order that will aid directly or indirectly in 
filling a position that is (I) vacant because the former occupant is on strike; (2) vacant because the former 
occupant has been locked out in the course of a labor dispute; or (3) an issue in a labor dispute that involves 
a work stoppage. 

3) The BES and JOC staff will be responsible for immediately notifying local staff who provide pre-screening 
and/or referrals of the labor dispute and any affected job orders, via e-mail. A separate e-mail will be sent to 
the Performance Unit Manager (PUM). The PUM will send notification to the Wagner-Peyser personnel at the 
Department of Economic Opportunity (DEO) by e-mail at DEO.lnformation@deo.myflorida.com. 

4) WORKFORCE plus staff shall immediately provide written notification to all job seekers referred to jobs not 
at issue in the labor dispute informing them that a labor dispute exists in the employing establishment and 
the job to which the job seeker is being referred is not at issue in the dispute. WORKFORCE plus staff will use 
the Labor Dispute Notification form to inform job seekers and staff of the existence of a labor dispute (see 
attachment A). 

5) WORKFORCE plus staff will complete the Labor Dispute Notification Form, the customer and staff person 
will sign the form. The original will be provided to the customer and a copy of the completed signed form will 
be sent to the PUM. The PUM will maintain an electronic file of all Labor Dispute Notification Forms. 

6) WORKFORCE plus offices shall resume full referral services once they have been notified by DEO or the 
employer and verified by the workers' representative(s). that the labor dispute has been resolved. 

Programs funded through WORKFORCE plus are equal opportunity programs with auxiliary aids and services available upon request to individuals with disabilities Persons using 
TTY /TTD equipment use Florida Relay Service 711. 
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Appendix A. 

WPY-DR-0126 
Labor Dispute Directive 

Effective Date: 04/04/2012 

Labor Dispute Notification Form 

Date _______ _ 

Job Order No.--------

Employer Name _______________________ _ 

Employer Address-----------------------

I havi! been notified that a strike or other labor dispute exists at the above named employer's 

business and have been advised that the job order for which I have accepted a referral is not a job 

opening that is vacant due to the labor dispute. 

ApplicantSi~ttcre _____________________ _ 

Applicant Name (printed)----------- SSN Oast 4-digits) ___ _ 

SmffSi~ttcre _______________________________________________ _ 

SmffName(prim~---------------------------------------

Programs funded through WORKFORCE plus are equal opponunity programs wilh auxiliary aids and services available upon request to individuals with disabilities Persons using 
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This procedure describes in detail the job order entty procedure. Items to be covered include 
receipt of job orders, required data elements and obtaining missing information from job order 
forms. 

2. GENERAL 

Job orders may be entered into Employ Florida Marketplace (EFM) directly by employers or by 
WORKFORCE plus staff. Job Order Control staff members are responsible for entering job 
orders that are not entered directly by employers. Job Orders may also be entered by Employer 
Account Managers, the Executive Center Manager, Business Consultants or the assigned 
Migrant Seasonal Farm Worker. Other staff members may enter Job Development job orders in 
accordance with the Job Development Procedure, WPY -PR-00 I 0 or be asked to assist Job Order 
Control staff on an as needed basis. Job Order Control and Employer Account Managers are 
responsible for the review of job orders entered into EFM by employers for their assigned 
accounts. 

Generally, job orders not entered by employers are received via email, fax, delivety or 
telephone as further outlined in the Staff job Order Entry section of this procedure. Each office 
has a job order in-box or tray near the fax machine where job orders received via fax are 
collected. This box is checked at a minimum of three times per day to ensure timely 
processing of job orders. There is also a job order in-box or tray for each job order control 
office. Job orders placed into these boxes are date stamped by the individual who places the 
job order into the in-box or tray. When Job Order Control staff enters job orders on the behalf 
of Employer Services or the Executive Center, the appropriate Employer Account Manager will 
be notified data entry is complete. If all orders are not entered, an email defining the status 
will be sent to the individual who requested job order entry at the close of business as 
appropriate. 

Information received from the employer, regarding interview practices, testing requirements, 
etc. that can assist Career Specialists and job seekers with the application process, should be 
available on the job order or in a case note on the employer registration . An example would 
be that an employer conducts team interviews and interviews generally take two to three 
hours. If the information is related to a specific job order, the case note should be attached to 
the job order. However, if the information is applicable to all positions, it should be annotated 
on a case note on the employer registration. 

Note: Any staff member who identifies an area of concern related to a job order should notify 
Job Order Control of their concern so that it may be resolved with the assigned Employer 
Account Manager. 

3. GUIDANCE 

This section contains the guidance documents most often referenced when reviewing and 
entering job orders. The intent of this section is not to cover every instance, but to provide 
information and references on the most common issues encountered during job order review 
and entry. Employers must provide equal employment opportunities without regard to race, 

Programs funded through WORKFORCE plus are equal opportunity programs wilh auxiliary aids and services available upon request to individuals wilh 
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color, religion, sex (including pregnancy and sexual orientation). age (40 or older). national 
origin, disability or genetic information in compliance with Federal, State and local laws. 

3.1 EFM Terms of Use 

Positions posted in EFM must meet the EFM Terms of Use. This document includes guidelines 
for the use of EFM and detailed rules for job posting with links to applicable state and federal 
guidance: 

https:/ /www.employflorida.com/termsofuse.asp 

Below is a copy of the job posting rules copied from EFM terms of use: 

Posting Rules: 

Your Material(s) may NOT contain: 

o links to any website(s) other than your own; 
o copyrighted material (unless you own said copyright or have the owner's 

permission to post the copyrighted material); 
o trade secrets (unless you own said trade secrets or have the owner's petmission 

to post them); 
o material that infringes on or misappropriates any other intellectual property 

rights, or violates the privacy or publicity rights of others; 
o anything that is sexually explicit, obscene, libelous, defamatory, threatening, 

harassing, abusive, or hateful; or 
o anything that is embarrassing or offensive to another person or entity; 
o requests for personal services implying or requiring sexual or any other illegal 

activity 
o jobs that pay by commission only; unless minimum wage is guaranteed or 

exempt per http:/ /www.floridajobs.org/workforce/fl_min_wage.html 
o jobs that do not pay at least the Florida minimum wage; please see exemptions 

at http:/ /www.dol.gov/elaws/esa/flsa/screen75.asp 
o jobs that require the applicant to pay a fee to obtain the job 
o jobs that require the applicant or employee to make a capital investment; 
o jobs that require the applicant or employee to attend unpaid training; 
o any language other than English (a Spanish version is available, and translation 

of text into various languages is built into EFM); 
o any discriminatory language. Employers must provide equal employment 

opportunities without regard to race, color, religion, gender, age, national origin 
or disabilities in compliance with federal and State laws including: 

• The Civil Rights Act of 1964 as amended; 
• Age Discrimination Act of 1967 as amended; 
• Rehabilitation Act of 1973; 
• Vietnam Era Veterans Readjustment Act of 1974; 
• Americans with Disabilities Act of 1990; and 
• The Wagner-Peyser Act as amended. 
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Posted positions must comply with minimum wage requirements as defined in the Fair Labor 
Standards act: 

http:/ /www.dol.gov/elaws/esa/flsa/screen75.asp 

The most common exemption encountered during job order entry relates to positions where 
employees are paid by commission only. Job Orders that are paid on commission will include 
the statement "Commission Position - Employer Guarantees Minimum Wage" unless the 
position can be exempted from minimum wage per the Fair Labor Standards Act (FLSA) 
Exemption for Outside Sales Employees. Fact Sheet # 17F: Exemption for Outside Sales 
Employees under the Fair Labor Standards Act (FLSA) contains the language that defines this 
exemption and is readily available to individuals responsible for job order entry. 

A case note should be entered for exempt job orders detailing the discussion with the employer 
that resulted in the exemption . 

3.3 Child Labor Laws 

Positions posted must be in compliance with child labor laws as defined in the Fair Labor 
Standards Act. Additional information is readily available to staff and from the Department of 
Labor at the link below: http://www.dol.gov/whd/childlabor.htm 

3.4 Age Discrimination 

Positions posted must not discriminate based on age as described in the Age Discrimination in 
Employment Act of 1967. Job orders that indicate an age requirement must meet the 
requirements of normal operation of the particular business. 

3.5 Alien Labor Certification Positions 

Alien certification positions are posted by employers and/or attorneys to demonstrate that 
there are insufficient qualified American workers available and willing to perform the 
temporary work. These positions are classified as H-2A Temporary Agricultural Workers 
("Agricultural") and H-28 Temporary Non-Agricultural Workers ("Non-agricultural"). H-2A 
Agricultural positions will be input by the Agency for Workforce Innovation (AWl) and H-28 
Non-Agricultural positions may be posted by the employer and/or an attorney. These 
positions must be posted no less than 10 full calendar days. Employers are required to contact 
A WI to notify them that the job order has been placed. The contact information and detailed 
requirements are available through the following link: 

http:/ /www.floridajobs.org/alc/index.html 
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When a new job order is added or a job order is revised by the employer, an email notification 
is sent to Business and Employer Services Designees. The message is fmwarded to the 
individual responsible for job order maintenance for the identified employer. The responsible 
staff will immediately conduct a thorough review of the job order to ensure that it complies 
with the legal guidelines enforced by the U.S. Equal Employment Opportunity Commission 
(EEOC), as well as Wagner-Peyser, EFM Terms of Use Policy, and local procedures. If issues 
are identified, they should be resolved with the employer as quickly as possible. 

Additionally, all job orders should include the critical data points defined in the Staff Job Order 
Entry section below. Minor issues involving missing information or unclear/incomplete 
referral instructions may be resolved by Job Order Control or the assigned Employer Account 
Manager. If the job order is in violation of established guidelines and the employer cannot be 
reached, the job order should be placed "on hold" in EFM pending resolution and a case note 
entered to identify the reason the job order was placed on hold. 

When the job order review is complete, a case note should be created with the title of "JO 
{Input Job Order Number} Review". The case note should include any changes identified and 
made to the job order. The reviewer should also save the job order. Saving the job order will 
change the staff indicator on the job order from "Job order has not been reviewed" to "Last 
reviewed by: {staffusername} on {date}". Employer job order review will be performed within 
24 hours of receipt of the email notification from the designee; otherwise, job orders pending 
review will go "live" in EFM without review for compliance. If it appears that the job order(s) 
review may not be completed within the required 24 hours, assistance should be requested 
from another Employer Account Manager or other staff as appropriate. 

Best practice is to enter a calendar reminder at the time of review to follow-up with the 
employer on the status of the job order and quality of candidates they are receiving. The 
standard time frame for the follow-up is two weeks or as requested by the employer. 

4.2 Staff Job Order Entry 

Job orders not entered directly by employers are submitted for data entry to Job Order Control 
from employers and/or Employer Account Managers. Job orders are submitted on the Job 
Order Form, WPY-FR-0092, via email, fax or delivery. A job order may be received from an 
employer over the phone by Job Order Control or an Employer Services or Executive Center 
Employer Account Manager. 

Agricultural job orders will be entered by the Job Order Control designee located in the 
Gadsden office in accordance with the guidelines contained in the Migrant Seasonal 
Farmworker Program Directive, WPY-DR-0094. 

Job order entry will be performed within 24 hours of receipt. If it appears that the job order(s) 
may not be completed within the required 24 hours, assistance should be requested from 
another Employer Account Manager or other staff as appropriate. 
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The following list contains the critical data points for job order entry: 

• Occupation Code - ensure it accurately reflects the job title 

• Work Location - ensure it cmTectly identifies where the work will be performed 

• Maximum number of applicants - recommended number of referrals is 100 unless 
otherwise requested by the employer 

• Job Description -should be complete, accurate and meet all legal requirements 

o Appendix A, job Order Statements, contains a table of statements that are 
used within the job description to identify critical job information and/or 
requirements. 

• Job Skills - all job orders should have a complete skill set. This ensures that we 
have full job match functionality in EFM. Default skill sets may be used if skills are 
not identified by the employer. If an employer refuses to create or utilize skill sets, 
this should be documented in a case note on the employer registration. 

• Complete and accurate job requirements. Employers are encouraged to provide 
clear and concise requirements that will facilitate identification of candidates that 
qualify for their positions. 

• Number of Open Positions - if multiple positions are identified the number should 
be reviewed with the employer to ensure that it accurately reflects their needs and 
is not overstated. 

• Detailed salary and benefit information. Employers are reminded that providing a 
wage on the job order assists them in attracting job seekers. If no benefits are 
offered, the "no benefits" box should be checked. 

• Detailed information on work days and shift requirements 

• Enter Option 1 (Unsuppressed), Option 2 (Suppressed) or Option 3 (Staff View) as 
identified by the employer or appropriate for the position. 

• Clearly define application methods/referral instructions 

• Check the "Apply at One Stop" box when applicants are required to complete 
applications in the one stop. 

• Other Certifications- this area should be used to identify certifications required that 
are not identified in the job description. 

• Age requirements will be defined in accordance with Child Labor and Age 
Discrimination Laws 

Programs funded through WORKFORCE plus are equal opportunity programs with auxiliary aids and services available upon request to individuals with 
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• If this is a Job Development job order, it must be created in accordance with the job 
Development Procedure, WPY-PR-0010. 

• Green Job and/or other program indicators should be reviewed for accuracy 

• The office location should reflect the WORKFORCE plus office closest to the work 
location or the Executive Center for employers managed by the Executive Center. 

Best practice is to enter a calendar reminder at this time as a reminder to follow-up with the 
employer on the status of the job order and quality of candidates they are receiving. The 
standard time frame is two weeks or as requested by the employer. 

5. RELATED DOCUMENTS 

WPY-DR-0094, Migrant Seasonal Farmworker Program 

WPY-FR-0092, job Order Form 

WPY-PR-OOIO,Job Development Procedure 

6. QUAUTY RECORDS 

The following items are considered Quality Records and must be maintained as indicated : 

• EFM Employer Services and case Notes 

Programs funded through WORKFORCE plus are equal opportunity programs with auxiliaty aids and services available upon request to individuals wilh 
disabilities. Persons using TTY !TID equipment use Florida Relay Service 711 
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APPENDIX A: JOB ORDER STATEMENTS 

STATEMENT PLACEMENT 
(NEG) National Emergency Grant Top 

Bilingual Encouraged to Apply Bottom 

Commission Position- Employer Guarantees Minimum Wage Top 

Drug Free Workplace Bottom 

Employer requests no phone calls and will not accept emailed or faxed resumes Top 

Employer conducts background checks (sta!Twill also check related box on the job order) Top 

Equal Employment Opportunity, Affirmative Action, and Drug Free Workplace Employer Bottom 

Equal Opportunity Employer Bottom 

Hours. days, benefits and salary will be discussed Bottom 

Must Meet Federal Guidelines for this Federally Funded Program Top 

Position Offered by No Fee Agency Top 

Salary based on education requirements, experience and knowledge, skills and abilities Bottom 

Seniors Encouraged to Apply Bottom 

The State of Florida is an AA/EEO employer. Pursuant to Chapter 295 Florida Statutes, 

veterans and spouses of veterans may receive preference in employment and are Bottom 

encouraged to apply 

This is an independent contractor /business opportunity, and does not establish an 
Top employee/employer relationship . Will receive IRS 1099 form, and will be responsible for 

own withholdin~ taxes 
This position has a closing date of xx/xx/xxxx. The employer will not accept applications 

Bottom after this date 

This Position is Temporary Top 

Veterans Encouraged to Apply Top 

Work Authorization Required Bottom 

Programs funded through WORKFORCE plus are equal opportunity programs with auxiliary aids and services available upon request to individuals with 
disabilities. Persons using TTY /TID equipment use Florida Relay service 711. 
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APPENDIX B: DOCUMENT HISTORY 

Revised 2125!20 I I 
Document was re-written to address guidance from EFM terms of use, labor laws, 
forms, and to clarify issues identified by procedure users. 

Revised 8/4/2009 
Document revised to include requirements for Tiered Service Delivery Plan. 

Initial Release 12/08/2008 
Job order entry was originally documented in the procedure for Employer 
Registrations and Job Orders Dated 12/4/2007. This document is a complete 
rewrite of the Job Order entry procedures contained in that document. 

Programs funded through WORKFORCE plus are equal opportunity programs with auxiliary aids and services available upon request to individuals with 
disabilities. Persons using TTY /TID equipment use Florida Relay Service 711. 
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This desk guide provides instructions for adding single and multiple Wagner-Peyser services in Employ 
Florida Marketplace (EFM). In addition, all currently used Wagner-Peyser service codes in EFM are listed with 
a description of why the codes are used and the case notes/documentation required for each service. 

Requirements 

Contact with individuals should be recorded in EFM using the appropriate EFM service code and related case 
note. All staff members are responsible for recording their contact with customers and the services they 
provide. Note: Services identified with three asterisks (***) are reportable services that initiate or extend 
participation for a 90-day period . 

Adding a Single Service 

I . Click on Manage Individuals. 

(: J:mploy Flonda · Menu Opllon• · lllrcclory of 5orvlcc• · Wmdows Inferno I Explorer Q@][R: 
_0};~ . ~-: tti !-,-~-- ~~eosch:c~•;l~-- ,- & • ~ .; 1 1 -.·.~·~ .;~~~~:.~~;~l_·;-_-____ - "J•!.' · ~ ~-~-~ ~~ ~· - - ______ I'.P_· 
_' Fie E~ _VIew Fovarlt~s- Teals Help _ 

~ ~~oy Fbido • Moru Ootlans · lli'oc;ory ol Sem:os -'"'-· .,.·=----~ 

cases 

2. Click on Assist an Individual. 

r.ti!nca- Emp.gyP.ra 
Selet llh1S oploon lo work wolh Employer 
cases 

.. ; 
'· 

t------~--~-' ' 
'I 

I 

(: Employ Florid• • Sloff Servt""' • fAanaee fnui-.iduolJ Of1lion• · Windows lnlernrl Eaploror ~@i]~ 

CJ@· ~t~~--:-oe~~~~-:-1 a·~-~~~~~~~--~~_~-- =~.~~~j~~~~~~~~~--------- - - ·~~~-~ -
Fie Eclt _ Vtt:w Favootes Tools Help _ • _ 

_ :!_j~Employlbldo.·SUIIS""'~·MonoQoln<MlualoO ... [_· -------- - - _ - · - ____ .. _________ ___ j l:)) • ~- : ~ .. -

Plaose~led'iriim the ' optfom"llstod. baiow.""' 

Creilli! an lnd1-.1dual 
Select thrs option to create an account for 
a user 

"'ssisran lndMdual ~ 
Select thi5 ophon to assrst a regrstered 
lndMdual 

Programs funded through WORKFORCE plus are equal opportunity programs with auxiliary aids and services available upon request to individuals with disabilities Persons using 
TTY /TTO equipment use Florida Relay Service 7 \ \. 
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3. Search for the individual you are assisting. Note: Enter as much identifying information as possible to 
narrow your search results such as First Name, Last Name and last four digits of SSN. 

Nanaoe nesutnl!!' 

t-lanao~ Prove:ters 

"lttnage Scan Card 

1·1-'n&Q-!: C&!it: 
A~~~gnment 

·------; 
t•lanage Follc•,.··.Jp ~nd 
:iur"•e\':> 

Manaoe Fund~ 

---- ·----- .. ........... ...__... 
a f.t&Mge Reports 

General Criteria 

lnd~1dual User Hame 

State ID l~umbor 

Firstllame 

lasll-lame 

SSI·I (last~ d1gtls) 

SSII (full nun1ber1 

Dale of B11th 

Telephone llumber 

Scan Card ID 

Ematl Address 

II 
,---l 
L----~---_j 
~------1 

~----~ 

[__ _______ _j Example 999999999 

[ ~_: ==--] (mmlddiyi'\'YI 

~-~---- r--j - ~ -- --~ 0tnclude Allemato.-e 
Phone 

4. Under Staff's Profiles, click on General Profile. 

~ 

1:11 SrrvJces for 
\'Jorkforce StaR 

Mar:ao~ lndl'lldui!lls J 

r-- -----------: l 
l•lana~;~c Employer !i ! r 

>~onog< Reoumeo 1! 
l·lanaqt!: Job Orders l 

Hat'iiiQ~ labor : ... r;.hanoe: ! 

[f] '-"' Mx JndJvldual P•ofU•• lfl C Hx !ndl•kl••' Pion• E. L:J Slolfs rrofilu ./':) 

[=:1 U G41'\otta 1 Pt~f, l • u 
iJ Summ.J!'"· 

Mv lndlvlduel 
fL2IlW 

Mv Jndlvlduol 
flAm 

:~ 

w~ 
D.&u.·rtu 

Ll~ 
{:=] r..J CJu Man1g1mtnt 

t..l~ 
WEm 
J :.u•J•m•,ts 

Stalfs 
Prollle 

G•neral Putjlo - Selocl th1s option to \lew general case informal! an including 
access to notes and aciMIIes 

5. From the Activities tab, click on Activity History/Service Plan 

" 
I 

f±1t.wl Hy lndi"ttdual prqfllwa '±~1~ Hy lndlyl4u•l Pl•n• '3:~:~~~ 

Internal Job R•farrals 
Select this opt ton to ra\iew mlernal job 
order referrals for the selected lndr.idual 

F·J I_..! Q~ner~1 ;:,~f·l• 

._;]~ 

Ll~ 
Cl~ 
Ll~ 

nH -J Cus "'"'R'"' ""l 
...l~ 
.JE.!.!..:! 
.J .tutu,.,,.,t; 

'+ - .5..:R.!u.U. 

Ac:&ivitios 

Ac!MJV H1•JO!Y I SoNCi Pl1n ~ 
Select th1s optton to re·11ew the selected 
lndi .. iduars SeMce Plan Thts includes 
external1ob referrals 

j 

:, • - I 
) 

Programs funded through WORKFORCE plus are equal opportunity programs with auxiliary aids and services available upon request to Individuals with disabilities. Persons using 
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6. Click on Add Service. 

--~--~ 

a Currently r.l811.11ging 

,.!·; Staff A.t~cun~ 

· · - ·- - ----= Sr:rwK:r.:~ for 

Usern.,me: JOJOGIRL~6 

Last 4 S 511: 2273 

State 10: 6390 

Phone: 850·245·7422 

lndlviduol"sllama: GIRL. JOAN Address: 10 Main Street 
~ _ TaUahassee. FL 32308 

~ Email Address: joanlos@aol com 

[ -'-dd S!'D!>.~ I Add f.1utt<pt• 5•1\tces I~ Pnnt Table [ 

Show Foller Crotena (Showrng all records) 

To Son. dock Colurnn Tr/le 

----------------S..rvlce Code Progrnm 

7. From the drop down menu, select the appropriate Service/ Activity Code. 

f_• fmploy Fio<Jda ·Case Managomenr . Add a llcw 

~ ~ ... ~me~ S.j1f'.CUt -- . .,. - ..,_ • ,, e 

a Cunenlly IJanagtng 

GIRL. lOAN 

r-1y Staff Ar:ccunt 

--~-~--

1:1 SeMctB for 
Wor1don:e Stalf 

~ .... ~~ 101 - ···onentatron Staff Assrsted 
Pleosa provlci~:lnfo'i 102 - '"IMral Assessment 
when you are finish 103 - '"lnformatron On Tran11ng Pro•11ders Performance Outcomes 

' Plan page. 10~ ·"'Job Search Wor~shop 
105 • '"Job Frndrng Club 
106 - '"Pro·nded Internet Job Search Suppon I Tran11ng 
107 • "'Prll\tsron Of Labor fJarkel Research I 109 · '"Case Coordrnated Sel\1ces 

1
110 · "'Attended Raprd Response 

' Service Plan , 111 ·TAP Workshop 
'112- '"Job Farr 

• Ser.icerActr.ity ! 113 • "'Job Search Plan 
Coda ! 1 U · '"Staff assrsted JOb search 

Program 
Application 
ASSOC1al10n 

Scheduled 
Date 

Scheduled 
Time 

JILWIIQ;J@i!u!jijiij.bJg!ttmmm61.!§: 

1

116- '"Rocel\'ed SeMce From StaW I lot Classrfied 
117 · Outreach VETIMSFW 

1118 · Farled To Respond To Call-In 
'120 - '"Use Of One·Stop Resource Room I Equrpment 

1

123- "'Job Development Contacts (workrng wrth Employer and Job Seeker} 
12~ - '"Recer'led Bondrng Assrstance 

I 12>.~;1~-[!!..!?z.J~~~ As~ . ..!.'!f...f~!!•r Counseling·-----------------"" 

Programs funded through WORKFORCE plus are equal opportunity programs with auxiliary aids and services available upon request to individuals with disabilities. Persons using 
TTY /lTD equipment use Florida Relay Service 711. 
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8. Enter the Scheduled Date and Scheduled Time if you're scheduling a service or activity or skip to the 
Actual Service Date if the service has already been provided. 

9. Select Completion Code. Note: Unsuccessful completions are not counted in performance and do not 
extend participation. 

I 0. Select LWIA/Region. 

I I . Select Office Location. 

12. Select Position. 

-- -
a Scrvtee~ tor 

Wor1dorcc Stoff 

Nar.ag<! lnd•vtduals 

' l-Iar aa:: t:e:;umcs 

~ •ar . .'IIJ'!! l.!ibr.Jr Exchange ~ 

f·1anaQ-e C..ct•:::--J 
flolbnage Pr ov1d~•:; i 

---; 
rlanJOC !ic.ln Card 

- --i tMnOJ!Je Lao;-e 1 

_:::_~•onment ___ j 
,.l,naQe follow·U'"' and 
SuroJef'~ 

~lanage fund!i 

Program 
Apphcat10n 
Association 

Scheduled 
Date 

Scheduled 
Time 

Actual Sorilce 
Date 

Completion 
Code 

RR Event 

' LWIA I Region 

·Office 
Location 

·Position 

6G84 

111/1612011 

~~3] : lli_~r ~~-.~~ 

~~6121!_! 1 fl§! illW: 

r;-;~----------··-----, 1 
~ne Select•~--------~ 

Staff User ID . R5STAFF1- Staff One 
Created 

Staff User ID . R5STAFF1 -Staff One 
Last Edited 

[Add a n~=~w Cat:e rJ?Ie I Shgw F11Jgr Crt!eup [ 

Case IJote 

13. Scroll down, and click on Add a new Case Note. 

t·!anage Sc.an Card 

~lan!tge Ca~~ 

.\!t!>•gr.ment 

r.l.!n.ao'!! FoUo,-..-up and 
Surv~~· ~ 

l f·1ar:ag'! Fur~:; 

__ j 
Locatron 

·Positron w-~1 
Staff User ID- R5STAFF1 - Staff One . 
Created 

Staff User ID -
Last Edited 

Case IJote 

R5STAFF1- Staff. oz:/ 
1 No data found 

- -:1 
v :r 

Programs funded through WORKfORCE plus are equal opportunity programs with auxiliary aids and services available upon request to individuals with disabilities Persons using 
TI'Y / TTD equipment use Florida Relay Service 71 t , 
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14. A pop-up window will appear. {Instructions for entering case notes are detailed in the Entering Case 
Notes section of this desk guide). Scroll down to save the service. Note: After you enter the case note, 
you must click "Save". You must also click "Save Changes" in the service to complete the transaction. If 
you do not complete the second "Save", the se1vice will not be recorded. 

Adding Multiple Services 

1. Follow Steps 1 through 5 in the Adding a Single Service section of this desk guide. 

2. Click on Add Multiple Services. 

(.' tmplor florida • Cdsc Manar,ement -Girl, Joan - Serlrice Plan · Windows -lnlernel fxplorcr ~@~ 
c:J"a• j@·~https/it ~.;f ~oi , QeOSolnc:.comi:J ,I.~~:: •~•·•ltoll~!tl•••~j r • •• '• 

- ---· ::::.::':::=::-'-:-'::-::-=-'=:= :::::==-==::: 
: -~ _ Edot ~ ~avortes T""'!.__ Help 

')t ]2f~Fb.i.-coseMa~-G<t,~-5er-..t .. . -

----~---

• Cunen!ly U4f1a91fi9 

GIRL, JOAU 

Username: JOJOGIRL46 

Las14 5511: 2273 
Slllle 10: 6390 

Phone: 650·245-7422 
Individual's Uame: GIRL. JOAU Address: 10 Main Slreel 

Tallahassee FL 32308 

A~~~~t ll re_._. lndtJtdua! ~ Emoll ~:dress: JOanlos@aol com 

[Add Sernr• I Add Mul!mle Semc•s I t:;;ll ~ J 

Snow Frl!er Crol•rra (Showmg all records! 

To Sort. clrck Colunrn Trtle 

3. Select LWIA/Region. 

4. Select Office Location. 

5. Select Position . 

6. Select the appropriate Activity/Service codes by scrolling down the list and checking the 
corresponding boxes. 

Programs funded through WORKFORCE plus are equal opportunity programs wilh auxiliary aids and services available upon request to individuals with disabilities. Persons using 
TTY ITTD equipment use Flolida Relay Service 7 t I. 
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Enter the Scheduled Date and Scheduled Time if you're scheduling a service or skip to the Actual End 
Date if the service has already been provided. 
~~ :. :_,. Pl~~;~.;~"'€1\".it\~'~~j~-lhi/rndlviduefwm b~ rili:~lvlng ~tthlstlnfe. 

I Kllfi/Jff}1•) : 4 

'!2! !1''.~~·· -J <:'-----, 
.. ----

Q CuHetltl)' M41lllg~ong 

---
a UyWorkspace 

P.1·t Staff R.esour ces 

My Steff Account 

a ServiCeS for 
Worilfon::e Staff 

'-lanagl! lnd \.'tdual!t 

t-1anage R.e!tume!::' 

~ -··--·#-- ~ - - ---·--··-:·--
i • LWIA ~ R.eglan: 

j • Office location: 

I Worklooce Pius v'i ~'-----. 

~-;-~. Pi~.- L;nTo~~.01:is -YJI 

I : , · 
j ' Posol an: 

··- - -··· - - -- -- - .! 
- Scheduled~- Scheduled Tiona ~~ij;"~ RR [;;;;!'• J\ciu~ 

Dale Dale 

i 0 [i1716no11] I oo ,'f1i · §3 ~-;.;·1 004 - ' " _Self Seovice I - lnformallon On Traonong 
1 Prll\iders, PeofDfmance 
1 Outcomes 

I o §12o111 ~·;·J ~r~J!'Ar<~ -SJ oo5 · ""Seff serm , · c__ labor 1.1arkel Research 
! 

.- -J c--·-1: 
[BB 

§.ui&h I 
! B [i'iliGt201il @;~]: j45 ,'tjfi;;;GJ 006 ·"'Self Seovice Job f .. -.-_-__ -_·_-_·_· j j-_1 1 __ ,_,-~12_01 1J' .· 
': - -· -~ - --- - ~-- Search lhrou"" VOS 

"" [RR. ' 

'1 
I-

8. Scroll down and click on Add a new Case Note. 

(..• Employ florida · Services ·WindOW' lnlctncl hptoror ~@rg) 

.ar 
--- - -

Fie Edit VIew FovorRes Tools Help 

·.;.- ]'i~;.;;liorkfa -5~-.;. · --~.c_c_·-------------------

§.ui&h I 

I, o 11if1s,2ottj 1 oo !~}1 /oo~~II'AM ~] aa1 -obtaine<l 
: l!..::..!. . ·-- .. ·"" I~ __ ]~ · Employment Automated I 11 It [BB ...._ _ __, 

S!mh] 

: 0 §16/2~i11 [ iio·~:j: joo·i.,J)fAi',l v'l 585 ·Referral to ;-olunteer [---r r-_-·-J !. , ---~ .._ ~ __. _ L: • .. Job -- -- I L 
[BB. 

I ~~ 
: 0 (t1/tG/20.i1] • [ 00·,~1 1: @G~ .;tl 6-lO- Florida Back lo 
• . . . . . - Work Enrollment 

: Case~Jote: ·. _ · :. · [Add a new Case No(e I Show Folter Cnlena I 
I : _· . 
I . 
t . . •i·. 
' ; No data found ! :_ __ 

9. A pop up window will appear. (Instructions for entering case notes are detailed in the Entering Case 
Notes section of this desk guide) . Scroll down to save the service. Note: After you enter the case note, 
you must click ·save". You must also click "Save Changes" in the service in order to complete the 
transaction. If you do not complete the second "Save", the service will not be recorded. Note: When 
entering a case note for multiple services the case note should meet the requirements for all of the services 
entered. 

Programs funded through WORKFORCE plus are equal opportunity programs w ith auxiliary aids and services available upon requestlo individuals with disabilities Persons using 
TTY / TID equ ipment use Florida Relay Service 711 . 
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Entering a Case Note 

If there is a standard template for the service, select Auto-fill by Template and skip to step 7. If a template is 
not being used, follow all steps below: 

I. Enter Contact Date. 

2. Select LWIA/Region . 

3. Select Office Location. 

4. Select Partner Program, if applicable. 

5. Enter a Subject for the case note using examples provided in the Required Documentation column of 
the EFM Activity/Service Code diagram below. 

6. Select Contact Type. 

7. Enter a case note, perform spell check, and save. 

i] https '·h ·~. , oeosolnc.com·· I 1 • ,; I i i 

Please enter any details that you would l1ke to mclude '" th1s note 

(')rnd.cate3 roquu&d irelds !tt .t=cr ie,•p cltck fhf Q!JS!IIO:'I marl< rcon 

.. 1 

Case tlote Template 

Autoftll by 
Template 

Case llote Summary 

Case llole 10 

User J·Jame 

!·lame 

Case llote Details 

0 
JOJOGIRL~G 

Joan G11l 

DPiease check Jo suppressth1s Case llote ~----, 
·Contact Dale L__ __ I~ I2lW! ~ I 

Program 

Source 

• LWIAIRegton 

• Office LooaliOn 

Ilene Selacted 

Enrollment 
1 WoMorce Plus 

Ilene Selected 

Panner Program 
I I lone ~el !?cled __ _ _ _ _ 

~-< --- ---~--·SubJect 
I Contact Type I Ilene Selected vI <...------1 

9 Internet 

v 

I 
y 

.ra • <t-,100"/o . 
Y-

Programs funded through WORKFORCE plus are equal opportunity programs with auxiliary aids and services available upon request to individuals with disabilities Persons using 
TTY / TID equipment use Florida Relay Service 7 I I. 
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EFM Activity /Service Codes 
EFM EFM Service Code 
code 

004 ***Self Service Information on 
Training Providers, 
Performance Outcomes 

005 ***Self Service Labor Market 
Research 

006 ***Self Service Job Search 
through vos 

007 ***Self Service Resume 

090 ***Skills Self Assessment 

098 ***On-line Orientation, Self-
Assisted 

099 511 N Issued and Explained 

100 Validate I-9 

101 *** Orientation, Staff Assisted 

102 *** Initial Assessment 

103 *** Information on Training 
Providers, Performance 
Outcomes 

WPY -DG-0082 
WAGNER-PEYSER SERVICES DESK GUIDE 

03/16/2012 

Description Case Note/ 
Documentation 
Requirements 

Recorded by EFM when customer clicks None. 
for additional information on training 
providers. 

Recorded by EFM when customer clicks None. 
on labor market information link. 

Recorded by EFM when customer does a None. 
job search. 

Recorded by EFM when customer None. 
creates a resume. 

Recorded by EFM when customer clicks None. 
on self assessment. 
Recorded by EFM when customer takes None. 
on-line orientation. 
Used when a 511 N is issued and None. 
explained. 
Use this service when an I-9 has been None. 
validated for an individual and is on file 
in the one-stop center. 
Designed to acquaint customers with Case note title: 
the one-stop and other available Orientation. Case 
services and programs that can assist note should include a 
them secure employment. Length of description of the 
session may vary and should be orientation provided . 
provided by, or in conjunction with staff. 
An analysis of job seekers strengths and Case note title: Initial 
weaknesses in education, work history Assessment. Case 
and/or vocational skills. Identification note that describes 
of employment barriers and the assessment given, 
development of a plan (not necessarily the results and 
written) to utilize their strengths and strengths and 
reduce their weaknesses. weaknesses of the job 

seeker and plan to 
eliminate. 

Provide specific training related Case note title: Info 
information that enables a customer to on Training. Enter a 
make informed choices relative to brief description of 
training opportunities and resources. the information 

provided. 

Programs funded through WORKFORCE plus are equal opportunity programs with auxiliary aids and services available upon request to individuals \vith disabilities Persons using 
TIY /TID equipment use Florida Relay Service 71 I . 

8 of 18 

Page 292 of 959 Posted at 9:00 p.m. on September 11, 2012



Attachment #1 
Page 260 of 493

104 ***Job Search Workshop 

105 ***Job Finding Club 

106 *** Provided Internet Job 
Search Support/Training 

107 *** Provision of Labor Market 
Research 

109 *** Case Coordinated Services 

I 10 ** * Attended Rapid Response 

WPY -DG-0082 
WAGNER-PEYSER SERVICES DESK GUIDE 

03/16/2012 

Workshop designed to provide Case note title: Job 
participants with knowledge that will Search Workshop. 
enable them to find jobs. Must include Case note should 
I) labor market information, 2) describe all 4 required 
application/resume writing, 3) activities provided. 
interviewing techniques and 4) how to 
find job openings. Service can only be 
taken when all mandatory items are 
comJ:>Iete. 
Includes all mandatory elements of a job Case Note Title: Job 
search workshop (104). Encompasses a Finding Club. Case 
period of at least 1-2 weeks of note should identify 
structured, supervised individual and/or the mandatory items, 
group support where participants dates conducted and 
attempt to obtain jobs. completion date. 
Trained job seeker on using the internet None. 
for a job searching (using a mouse, 
search engine, EFM, etc.). 
Information regarding influences on Case Note Title: LMI. 
employment in the local labor market Case note should 
area. Includes occupational staffing identify what LMI was 
patterns, hiring patterns, working provided and how it 
conditions, and pay of firms or was provided (in 
industries. May be provided in person, person, by mail, 
by mail, telephone, or via internet. telephone, etc.) . 

Always include name 
Note: This service can only be provided of company or 
four times per program year. If LMI is industry. 
provided more than once in the program 
year, it needs to be specific and not Note: The first LMI 
duplicated. For example: "Provided Mr. service in the program 
Jones LMI for truck driving jobs in year does not require 
Wakulla County." If Mr. Jones is a case note. A case 
provided LM1 again in the same program note is only required if 
year it would need to be for a different this service is 
occupation. "Provided Mr. Jones LMI for provided again in the 
culinary arts jobs in Wakulla County." same program year. 
Veteran staff use this service to take Case Note Title : 
credit for coordinated services with Coordinated Services. 
community agencies and other federal, Case note should 
state and local governments who identify the 
provide services. coordinated services 

performed and the 
involved agencies. 

Use this service if the individual Case Note Title : 
attended a rapid response event. Rapid Response. 

Enter the required 
rapid response event 
number. 

Programs funded through WORKFORCE plus are equal opportunity programs with auxiliary aids and services available upon request to individuals with disabilities Persons using 
TIY /TID equipment use Flotida Relay Service 711 
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Ill TAP Workshop 

112 ***Job Fair 

113 ***Job Search Plan 

114 *** Staff Assisted Job Search 

liS ***Resume Preparation 
Assistance 

116 *** Received Service From 
Staff Not Classified 

117 Outreach Vet/MSFW 

118 Failed to Respond to Call-In 

WPY -DG-0082 
WAGNER-PEYSER SERVICES DESK GUIDE 

03/16/2012 

Veteran staff uses this service to take case Note Title: TAP. 
credit for a Transition Assistance Case note should 
Program Workshop for vets getting indicate the date, 
ready to leave the military. time, and place of the 

event. 
Used to record attendance at a Case Note Title: Job 
structured event with individuals who Fair. Case note 
are seeking employment with should indicate the 
employers. May be at employer's date, time and 
location, one-stop center, or any other location of the job fair 
location where prior arrangements have that was attended by 
been made by or in conjunction with the the job seeker. Job 
one-stop center staff. Logs or Fair Sign-in Sheets 
applications taken at the job fair should must be retained for 
be retained for one year. Note: Referral one year to support 
to a job fair is not sufficient to claim this this service. 
service. 
A plan that focuses on how to look for a None. 
job. The plan may contain: what you 
want to do, where you want to work, 
your skills, how to create a resume, 
where you can find open jobs, and who 
can help you find a job. 
Use when you have provided job search None. 
services to a job seeker using EFM or 
any other job search site, such as Career 
Builder, Monster and Indeed. 
A session with a job seeker that None. 
instructs them on how to write a resume 
or critique of a resume. Note: Providing 
a brochure on how to write a resume is 
not sufficient to credit this as a service. 
Use this service when providing a Case Note Title: Not 
service which is not listed in EFM. Classified Service. 

Case note should 
contain details of the 
service provided and 
the results. 

Use this service to document outreach Case Note Title: 
for an individual job seeker. May Outreach Vet or 
include providing information about MSFW. Case note 
available services for Veterans and should include a 
MSFWs. summa1y of the 

outreach with the job 
seeker. 

Can be used to note job seekers failure Case Note Title: 
to respond to contact regarding a Failed to Respond. 
referral. Case note should 

document when 
contact attempt was 
made and that there 
was not reply. 

Programs runded through WORKFORCE plus are equal opportunity programs with auxiliary aids and services available upon request to individuals with disabilities Persons using 
TTY /TID equipment use Florida Relay Service 711 . 
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120 *** Use of One-Stop Resource 
Room/Equipment 

123 ***Job Development Contacts 
(working with Employer and 
]ob Seeker) 

124 *** Received Bonding 
Assistance 

125 ***Job Search/Placement 
Asst., inc. Career Counseling 

126 *** Tax Credit Information 

127 ***Reportable Service from 
DVOP/LVER 

128 *** Assigned Case Manager-
Vets Only 

129 ***Assigned Case Manager 
and/or Received Case 
Management Services- Vets 
Only 

WPY -DG-0082 
WAGNER-PEYSER SERVICES DESK GUIDE 

03/16/2012 

Use this service if an individual comes None. 
into the resource room to use 
equipment. Equipment includes copy 
machine, telephone, fax, etc. 
Use this service when you secure a job Case Note Title: ]ob 
interview with a public or private Development. Case 
employer for a specific job seeker for note must document 
whom there is no suitable opening in the referral including 
EFM. the name of the 

employer and 
individual contacted 
about the candidate. 

Use this service when you issue a bond Case Note Title: 
to an employer for an at-risk job seeker. Bonding. Case note 
Maintain a copy of the bonding form at should indicate the 
the one-stop center. amount of the bond, 

the employer it was 
prepared for, the job 
seeker's start date 
and who verified the 
information. 

Use this service to document Priority Re- None. 
employment Program Planning (PREP) 
Placement services. 
Use this service when the job seeker has Case Note Title: 
been provided information about WOTC. WOTC. Case note 

must contain the 
qualifying WOTC Tax 
Credit eligibility 
criteria. 

Veteran service used to record Case Note Title: 
reportable services provided by a DVOP Reportable Service. 
or LVER when providing a service which Case note should 
is not listed in EFM. describe the service 

provided and results . 
Veteran service used when a Veteran Case Note Title: 
has been assigned a case manager (i.e. Assigned Vet CM. 
Chapter 31 VR & E). Case note should 

indicate the name of 
the assigned 
Veteran's 
reQ_resentative. 

Veteran service used to identify Case Note Title: Vet 
Veterans who have received and Services. Case note 
completed intensive case management should document the 
services provided by LVER and/or type of services 
DVOP. provided and contain 

the name of the 
Veteran's 
representative. 

Programs runded through WORKFORCE plus are equal opportunity programs with auxiliary aids and services available upon request to individuals with disabilities Persons using 
TTY /TID equipment use Florida Relay Service 711 
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130 *** Proficiency Testing 

131 *** Testing/Background Check 
as Required by Employer 

132 *** Testing- Other 

134 *** Employer Pre-Screening 

135 Local Office Contact 

136 Follow-up Contact 

153 ***Computer Skills Workshop 

WPY -DG-0082 
WAGNER-PEYSER SERVICES DESK GUIDE 

03/16/2012 

Use this service if the one-stop center Case Note Title: 
provides any type of proficiency testing Testing. Case note 
such as keyboarding, computer skills, should indicate the 
etc . type of testing 

provided and results. 
Use this service if an employer requires Case Note Title : 
that the one-stop center provide a Employer Testing. 
specific test for aptitude, personality, Case note should 
interest, etc. include the type of 

test and any other 
pertinent information. 

Use this service when performing testing Case Note Title: 
not othetwise listed in EFM. Testing Other. Case 

note should include 
the test name, type of 
test and the results. 

Use this service when screening None. 
qualifications on a suppressed job order 
does not result in a referral. 
Can be used to report that a job seeker Case Note Title: Local 
appeared at the one-stop center as a Office Contact. Case 
result of staff outreach but generally note should provide a 
another reportable service should be summary of the visit. 
used if additional services are provided. 
Use this service to indicate that a follow- Case Note Title : 
up has been provided to a job seeker. Follow-up. case note 
Can be used to notate any type of should record the 
follow-up . nature of the follow-

up and results. 
Use this service to indicate that a job Case Note Title: 
seeker has received instruction on Computer Skills 
various computer applications, basic Workshop (or specific 
keyboarding skills, how to use e-mail name of workshop). 
and/or the use of Microsoft Office Suite. Case note should 
May be used to record varying levels of indicate what 
comprehension (basic to advanced). computer assistance 

was provided. 
Typically the 
instructor of the 
workshop would 
enter this service 
activity and case note. 

Programs funded through WORKFORCE plus are equal opportunity programs with auxiliary aids and services available upon request to individllals with disabilities. Persons using 
Tl'Y /TID equipment use Florida Relay Service 71t. 
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154 ***Social Networking 
Workshop 

155 *** Interviewing Skills 
Workshop 

156 *** Soft Skills Workshop 

157 ***Financial Management 
Workshop 

179 ***Outside Web-Link Job 
Referral 

WPY -DG-0082 
WAGNER-PEYSER SERVICES DESK GUIDE 

03/16/2012 

Use this service to indicate that a job Case Note Title: 
seeker received information on how to Social Networking 
use social networking sites to search for Workshop (or specific 
employment and networking name ofworkshop). 
opportunities and/or proper conduct Case note should 
while using these applications, including indicate which social 
contacting employers and networking networking sites and 
with other job seekers. May be used to instructions that were 
record vatying levels of comprehension provided. Typically 
(basic to advanced) . the instructor of the 

workshop would 
enter this service 
activity and case note. 

Use this service to indicate that a job Case Note Title: 
seeker received information on Interviewing Skills 
guidelines and best practices on Workshop (or specific 
successful participation in an interview, name of workshop) . 
appropriate attire, frequently asked Case note should 
questions and mock interviews. indicate which 

interviewing 
information was 
provided. Typically 
the instructor of the 
workshop would 
enter this service 
activity and case note. 

Use this service to indicate that a job Case Note Title: Soft 
seeker received information that Skills Workshop (or 
identified and discussed key soft skills specific name of 
that are useful in the workplace. Soft workshop) . Case note 
skills include interpersonal should include the 
communication in the workplace, soft skills instruction 
professionalism and work ethic, critical provided. Typically 
thinking and problem solving, the instructor of the 
teamwork, creating a self image and workshop would 
reputation maintenance, enter this service 

activity and case note. 
Use this service when providing Case Note Title: 
customers with information on personal Financial 
finances such as: basic financial Management 
terminology, assessing debt, consumer Workshop (or specific 
credit counseling services, building a name of workshop) . 
budget, money management, saving Use a detailed case 
and/or retirement planning. May note indicating which 
include financial management seminars information was 
hosted by partner organizations. received . Typically the 

instructor of the 
workshop would 
enter this service 
activity and case note 

This service results when staff is None. 
assisting a job seeker with a job search 

Programs funded through WORKfORCE plus are equal opportunity programs with auxiliary aids and services available upon request to individuals with disabilities Persons using 
TTY / TID equipment use Flotida Relay service 711 . 
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180 *** Support Service- Family 
Care 

181 *** Supportive Service -
Transportation Assistance 

182 *** Supportive Service -
Medical 

183 ***Support Service-
Incentives/Bonus 

184 *** Supportive Service -
Temporary Shelter 

185 *** Support Service - Other 

186 *** Support Service -
Seminar/Workshop Allowance 

187 *** Support Service -job 
Search Allowance 

189 Notification of Veteran Priority 
of Service 

WPY -DG-0082 
WAGNER-PEYSER SERVICES DESK GUIDE 

03/16/2012 

and clicks on the "Apply for this job" link 
on a "spidered" job. 
Use this service when a referral is made Case Note Title: SS 
to Child/Dependent Care, Family. Case note 
Transportation Assistance, Medical, or should include the 
Temporary shelter, etc. name of the referral 

organization. 
Use this service when a referral is made Case Note Title: SS 
for transportation assistance. Transportation. Case 

note should include 
the name of the 
referral organization. 

Use this service when a referral is made Case Note Title : ss 
for Medical assistance. Medical. Case note 

should include the 
name of the referral 
organization. 

Use this service when a referral is made Case Note Title: SS 
for an Incentive and/ or Bonus Incentive and/or 
assistance. Bonus. Case note 

should include the 
name of the referral 
organization. 

Use this service when a referral is made Case Note Title: SS 
for Temporary Shelter assistance. Temp. Shelter. Case 

note should include 
the name of the 
referral organization. 

Use this service when a referral is made Case Note Title: ss 
for a Supportive Service not included in Other. Case note 
another service. should include the 

name of the referral 
organization. 

Use this service when a referral is made Case Note Title: SS 
for a Seminar/Workshop Allowance. Seminar and/or 

Workshop . Case note 
should include the 
name of the referral 
organization. 

Use this service when a referral is made Case Note Title: ss 
for Job Search Allowance. job Search. Case note 

should include the 
name of the referral 
org_anization. 

Used when notifying a Veteran of the None. 
Veteran Priority of Service. 

Programs funded through WORKFORCE plus are equal opportunity programs with auxiliary aids and services available upon request to individuals with disabilities Persons using 
TrY /TID equipment use Flortda Relay Service 711. 
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200 *** Individual Counseling 

20I *** Group Counseling 

202 *** Career Guidance/Planning 

203 ***Objective Assessment 

204 *** Interest and Aptitude 
Testing 

205 *** Develop Service Strategies 
(IEP /ISS/EDP) 

WPY -DG-0082 
WAGNER-PEYSER SERVICES DESK GUIDE 

03/16/2012 

Used when the staff works with a job Case Note Title: 
seeker in order for the job seeker to gain Individual Counseling. 
a better understanding of self and the Case note should 
world of work. Job seeker realistically include detailed 
decides to choose, change, or adapt to a information about the 
vocation. A written plan is developed. counseling session. 

Include the vocational 
Note: This activity/service code is rarely challenge and plan for 
used. Consult with your supervisor prior each challenge. 
to usage. 
Used when the staff works with job Case Note Title: 
seekers in a group session. Topics may Group Counseling. 
include difficulty obtaining or keeping a Case note should 
job due to work-related attitudes, include detailed 
behaviors, or habits; choice, change or information about the 
adaptation. A written plan is developed. counseling session. 

Include the vocational 
challenge and plan for 
each challenge. 

Used when staffprovides information on Case Note Title: 
career opportunities which include: Career Guidance. 
occupational information, training Case note should 
providers, financial information, and include a detailed 
steps to achieve their occupational goal. description of the type 

of guidance/plan 
provided. 

Used to identify service needs, goals, Case Note Title: 
interests, and measures barriers and Objective 
strengths, etc. Reviews basic Assessment. Case 
occupational skills, prior work note should document 
experience, potential for employment assessment. 
and develo12mental needs 
Use this for individuals who take Case Note Title: 
standardized tests that measure their Interest and/or 
possession of, interest in, or ability to Aptitude Test. Case 
acquire job skills and knowledge. Can note should include 
only be taken by the individual the name of the test 
administering the test. and results or location 

of results. 
Use this when a document is prepared Case Note Title: 
for a job seeker that identities their Service Strategies. 
strengths and weaknesses. Includes a Case note must 
planned series of actions leading to include what was 
employment, specifies the employment, included in the plan to 
training and social services to be employment. Include 
provided. Plan must be on-file at the strengths and 
one-stop office for five years or weaknesses and 
completed electronically in EFM. Job activities to satisfy 
seeker must be provided with a copy. them. 

Programs funded through WORKFORCE plus are equal opportunity programs with auxiliary aids and services available upon request to individuals with disabilities Persons using 
TTY /TID equipment use Florida Relay service 711. 
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206 *** Referred to Apprenticeship 

207 *** Referred to Job Corps 

208 *** Referral to Other Federal 
(Non-WIA) Training 

209 *** Referred to State and Local 
Training 

2IO *** Referred to Educational 
Services 

2II *** Referred to WIA 

2I2 ***Other Intensive Services 
Not Othetwise Classified 

2I3 *** Mentorship 

2I5 ***Short Term Pre-Vocational 
Services 

WPY -DG-0082 
WAGNER-PEYSER SERVICES DESK GUIDE 

03/16/2012 

Use this when referred to an Case Note Title: 
apprenticeship program. Referred to 

Apprenticeship. Case 
note should include 
the name of the 
program, referral 
date, etc. 

Use this when referred to Job Corps. Case Note Title: 
Referred to Job Corps. 
Case note should 
include the date of the 
referral. 

Use this when referred to other non-WIA Case Note Title : 
training. Referral to Other 

Training. Case note 
should indicate the 
program and date of 
referral. 

Use this when referred to state and local Case Note Title : 
training. Referral to State or 

Local Training. Case 
note should indicate 
the name of the 
training program and 
date of referral. 

Use this when referred to educational Case Note Title: 
services. Referral to 

Educational Services. 
Case note should 
indicate the program 
and date of referral. 

Use this when referred to WIA. Case Note Title: 
Referral to WIA. Case 
note should indicate 
the date of the referral 
and specific case 
manager if applicable. 

Use this when another intensive service Case Note Title: 
is used that is not otherwise classified. Other Intensive 

Service. Case note 
must include detailed 
information about the 

service provided . 
Use this service when a mentor is Case Note Title : 
assigned to a job seeker. Mentor. Case note 

should include the 
name of the mentor. 

Use this when providing short term pre- Case Note Title: Pre-
vocational services. Vocational Services. 

Case note should 
indicate the program 
and date of referral. 

Programs fund•d through WORJ<FORCE plus are equal opportunity programs with auxiliary aids and s•rvlces available upon request to individuals with disabilities Persons using 
TTY / lTD equipment use Flotida R•lay S•rvice 711 
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216 ***Out-Of-Area job Search 
Assistance 

217 ***Supportive Service -
Relocation Assistance 

218 *** Internships 

219 * ** Work Experience 

222 *** English as a Second 
Language (ESL) 

226 *** Reading and/or Math 
Testing 

300- ***Enrolled in Training 
324 

370 ***Completed Training 
WP/Vets 

500 ***Referral Codes 

WPY -DG-0082 
WAGNER-PEYSER SERVICES DESK GUIDE 

03/16/2012 

Use this when providing out of area job Case Note Title: Out-
search assistance. of-Area job Search. 

Case note should 
indicate the area of 
the job search and 
results if available. 

Use this when providing relocation Case Note Title: SS 
assistance. Relocation. Case note 

should provide a 
summary of the 
relocation activities. 

Use this when referred to an internship. Case Note Title: 
Internships. Case 
note should indicate 
the program and date 
of referral. 

Use this when referred to work Case Note Title : Work 
experience. Experience. Case 

note should indicate 
the program and date 
of referral. 

Use this when referred to English and a Case Note Title: ESL. 
Second Language. Case note should 

indicate the program 
and date of referral. 

Use this when staff time is used to Case Note Title : 
administer a reading or math test, such Reading and/or Math 
as the TABE. Test. Case note 

should include the 
name of the test and 
other information 
related to testing 
results. 

300-Level Services are training-related N/ A for non-WIA staff 
services that are used primarily by WIA 
program staff. Training includes: 

• job Corps 
• Federal, State or local training 
• Apprenticeships 
• On-the-job training 
• Customized training 

This service can only be used if the job Case Note Title : 
seeker has a previous "Referred to Completed Training 
Training" service. WP/Vets. Case note 

should include the 
name of the 
completed program 
and training p_rovider. 

500-Level Services are system- None. 
generated referral codes. 

Programs funded through WORKFORCE plus are equal opportunity programs with auxiliary aids and services available upon request to individuals with disabilities Persons using 
TTY /TTD equipment use Florida Relay Service 711. 
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750 Placement Local Individual 
Over 150 Days 

880 Obtained Employment Manual 

WPY -DG-0082 
WAGNER-PEYSER SERVICES DESK GUIDE 

03/16/2012 

This service is entered by employer N/ A for non-employer 
account managers to document account managers 
employment that has been obtained by a 
job seeker against a preferred job. 

Note: There are additional placement 
codes. 
This service is entered for a job seeker Case Note Title: 
who has secured employment within 90 Obtained 
days of receiving a staff-assisted Employment. Case 
reportable service. note must include 

who verified the 
employment, the date 
the job seeker started 
work, name of the 
employer, and the 
source of verification. 

Programs funded through WORKFORCE plus are equal opportunity programs with auxiliary aids and services available upon request to individuals with disabilities Persons using 
TTY ITTD equipment use Florida Relay Service 71 I. 
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General 

WPY -DG-0088 
Job Matching Desk Guide 

12/22/2011 
Re~sed:7/27/2012 

The purpose of this desk guide is to provide guidance on conducting job-matching activities by using a job 
order, resume, and the job search feature that allows staff to search for a job using a resume only. In addition, 
it outlines the criteria to be used while completing daily file search repmts. 

Job Order Posting & Retrieval 
I. The ]ob Order Control Unit will post all new job listings into the New ]ob Order Spreadsheet located on 

the Towne South common drive, which is located in the New Job Order folder. 

2. The following tabs and information should be populated by ]ob Order Control for Career Consultant 
viewing: 

Create Date Uob Order Create Date) 
Order# Uob Order Number) 
Job Title 
Employer 
City (Work Site Location) 
Positions (Number of Openings) 
Applicants (Number of Current Referrals) 
Minimum Wage 

3. Designated Career Consultant(s) will conduct file searches on new job orders on a daily basis. New job 
orders may be viewed at any time by accessing the New Job Order Spreadsheet. 

Requirements 
File Search Criteria 

I . Upon receipt of the New Job Order report via email, designated Staff will conduct file searches on new 
job orders. The following criteria will be used to determine the priority of job orders for which file 
searches will be conducted : 

a. Job Orders with a wage rate equal to or greater than the Lower Living Standard Income Level 
for employers who list wage rates. 

b. Job Orders that require special training, education, or a combination of both. 

2. Assigned staff will attempt to locate and refer a minimum of five suitable candidates for each new job 
order using search methods provided in this guide. If a Career Consultant cannot locate and refer five 
qualified applicants, the assigned Employer Account Manager will be contacted via email. Additional 
outreach efforts will be conducted by Business Consultants or Account Managers. See Filling Job Orders 
- Process Guide WPY -DG-0096. 

3. Assigned staff will document their efforts on the New ]ob Order Spreadsheet using the following steps. 

a. The assigned staff enters their name in the "Career Consultant (CC)" column of the New job 
Order Spreadsheet for each job order that they perform a file search on. 

b. They will also enter the number of referrals or potential referrals generated because of their 
file search efforts in the "# of Applicants identified by CC" column. 

c. If five candidates are identified, enter "Yes" in the "Five (5) Applicants Identified Yes or No" 
column and enter the date in the "Date Complete" column. "No" should be entered if less than 
five candidates are identified. 

Programs funded through WORKFORCE plus are equal opponunity programs with auxiliary aids and services available upon request to individuals with disabilities Persons using 
TTY /TTD equipment use Florida Relay service 711. 
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WPY -DG-0088 
Job Matching Desk Guide 

12/22/2011 
Re~sed: 7/27/2012 

d. A case note will be added on the job seeker's side to document file search efforts. In the 
subject line, FS and the job order number searched should be entered. In the body of the case 
note, a brief description of the type of contact and the result should be entered. 

e. A case note will be added on the employer's side to document file search efforts. In the 
subject line, FS (File Search) and the job order number searched should be entered. In the 
body of the case note, a brief description of the number of job seekers contacted and the 
results should be entered. 

Example: 

Subject: FS 9500000 
Case Note: Made contact with customer via phone regarding ]09500000. I advised the customer to 
come into the Leon Office to pick up a referral for the position . 

f. Activity code, E08 (Reviewed Resumes and Referred Eligible Individuals), will be added on the 
employer's side and a case note entered as follows: 

Example: 

Subject: JO#XXXXXXX ]ob Match 
Case Note: XX number of resumes were reviewed and xx number of individuals were referred to 
the position. 

4. The Wagner-Peyser Lead will provide a file search summary on a monthly basis to the Office Managers. 

JOB MATCHING USING AN OPEN JOB ORDER 

I . Login to Employ Florida Marketplace (EFM) . 

Programs funded through WORKFORCE plus are equal opportunity programs with auxiliary aids and services available upon request to individuals with disabilities Persons using 
TTY /TID equipment use Florida Relay Service 71 I . 
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Programs funded through WORKFORCE plus are equal opponunity programs with auxiliary aids and services available upon request to individuals with disabilities. Persons using 
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I. Select "Manage Employers" on the left menu bar. 

WPY -DG-0088 
Job Matching Desk Guide 

12/22/2011 
Re~sed: 7/27/2012 
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V11•w CnmpeJ!Iton fm C ompy!F't !ltAr Supporj Spen:oh,.,rs 

Elec.lronrc Ar1s Tiburon 

No or Employees (Company Sizo) 5.000·9,999 

Typo of Employ or Private Sector 

Company Profile 

Other Employ,us 

JoU Requhemonta 

Tasl Roq&.~iremant 

Minimum Educ:atron Level 

Minimum EMpononca 

Driver's License Certification 
Requirement 

ViAw romp any prpfi!A 

ViPw Laroe;;.! ErnployPrs nf Compytar UsFir ~ynporJ 
~ 

No test requ•red 

Bachelors Degree 
ViPW Tyojcal EdyqJI!on RtQUnAmAnl~ for r .omny!IO! 1119{ 
Support Speqal!:;t5 

CO months 
y;ew !ymca! Work E1meriAnc~> Rog•Jiroments for 
f:omout"r 11-.;ru Synnon Spepalf21t: 

No 

r ~ .lnto.net 

-1 

11: 
' j~ 

'I 

j 

.: 
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2. Select "Assist an Employer." 

ols Help 

I r?,) ! f~ .S•."<h ~-;~valtes/0 e- ~ rG.: - L] 1ft 
ida.com/staff/stofftearch,asp7p4gc-cmpkt.otP 

.------~.~ 

• Service• for 
Workforce Shrlf 

f·1~n -~?e lndl v ld •JJ~I~ 

"l';t'' .. 

.. Manege !mployers 

,.,M~Employorsl 

N .)fi.)•.IU " "IIOW !lfl .:Uid ; 
S•JrY .;1 ~ ! 

-----------------a Managa Rcparta 

-------~ 
!,urnrroo!IPI ,:.Oe-pOt't!. ~ 
------j ' 

C•et .!r,lo:d ~opGrts. j 

~~~~-------~ 

Aoj·HoH '.'U~r., \ "li 1: ir d _ J 
rr:dl!l •:l l f•·: ,llll"t '. 

ol(/fKni>OI>ls.osp 

. ·- ·- ____ ~{I Sear~ • I More » 

• Hare ara the 5 most recent employer5 you .,,!;!Sled WOh'KFOP.CE plu'i f\NOR!"".Ff')RCE';25l, 
GLF Cgn?llucljpn Cgrnnptlton Rr01on F> ff::OI\JSTRJ ICThiiJGLFl, Ch~ney Bro!b~rz Inc . fCBil 
CCBICHENEVl, CPnlrt po1nte HP.f!l!h e. Rehab l".:onte• tCENTREpO!NTEl, Holland?. l<nmhl 
LLP- IH~;LAW< 

E1nployer Crlterln 

Show User Accounts 

r(EIN)/ 

Employer Reg1sterad within 

Employer lnduslry Code 

Employer Industry Sllctcr· 

Jobs Available 

Employer Benefits 
I~I~J 

(!) Prtmary User Account Only 
0 Shaw all User Accounts 

I __ --- --

. . ed ~ 

JNO~~s·a~~d- ~ ._ ___ ~:....J 

[N~?."~s;,~~~d ?~ 
r· ---- -··. ]E•ample 593217769 

,-----. 
I ·_1 days 

~----~I S"arrh fqr NAif'S rpde I 
Or 

J None Selected 

[NO~e. S-e~_cta~ · ~ - -

0 401K 

0 Company Vehtcle 

0 Expense Account 

0 Holidays 

0 Ltfe Insurance 

0 Medocel 

0 Ch<ld Cora 

0 Denial 

0 Flv•·Ttma 

0 Job Share 

0 Mrals 

0 Olher 

,v,j 

0 Pa<d T<mo Off 0 Relocation Asststance 

.... , 

0 Retnement/Penston 

0 Stck Leave 

0 Shor11long Term Dtsabihty 

0 Stack Opttons 

0 Tuthon Asst~tance 

0 Vacatton 

0 Umform Allowance 

0 Vision 

WPY -DG-0088 
Job Matching Desk Guide 

12/22/2011 
Re~sed:7/27/2012 

----~~Go L ~t..: :o , 
_Sign In "'. • 

.... 

~.1 ! 
&J l • W.not 

~- ... - . • ----7····• .... , .. ,""""" .... _,7' ..,"\r,;- -:"'1-:"<"- '"'f'\"":"';."~ -·.t: -"t"'"'l '~----- ----- - --·-·--•·----.. - -. · ---..--5-~ ·- --·~·-~------...- --. 
=!tOUt... Jl tmplovFiorld.l·~t>ll. liitCC LoadWcrl' tl~'PV-PG-OIJ!lS..)on·l. . . ~ • rt),'I!Ste• ~ :47PM ., 
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3. Enter Employer's name or other identifying search criteria. 

ol• Holo 

1 ~· . .P s ... ,h !1i?;.:.-=l 0 ~- J~ ~·~ • C) i1 
lda.com/staff/stoffsoerch.asp?peoo-emolist.esp 

-~ - ~1 ~ 5eerch ... r Moren 

• Hera are the 5 most recent employers you assisted W•iRI<'FOPr:E plu'\ iWORI<FORCE325\, 
GLF Con~lrYCIIQil Comor;;JI!gn R':QIOO 6 cr·ot,ISTRUCT!Of.!GLFl, f::bfl'o•y Brg!her~ Inc ccen 
CCB!CHENEY), Cenlra Pg1nl& Haa!th e.. R"'hab CenterlCENTREPn!I:JTEl, Holland & f'.nrght 
LLP- !HI<LAWJ 

~-~· -- -- ----~ 
a Senrlcea ror 

Worhrou::c Shdl 

. · ~ . - - - -

Employer Crlrarla I 

Show User Accounts 

':'~~·;iM~na?' E~pb.r~r_sl j .r..:: .. ,~~ -~n !:'mploly~r ···---- . 

t·1f)nt.Qe Job Order:. Em&'IQy•H A,:ce:::o n•?tot::;: 

r•hro!IQe l.at.or 
t; .•dum~e 

J ED"•LIIO'l'f'l';. F- .;. :ol.lr'"o\l .lolL~ 
~------------1 

1----------;t Lot.ll Er."'~lr.11"!1" ':>•''!' ~ 
! - ~m..,•uJ•· · ·~ •·u.11nu r (EIN) I 

; Fadarill Taw 10~ 

l 
''~" ·~ ·J'=' "~~'!' 
A<:t.lgnrnent i ------- -----, 
r-J.,II!I!,.l'!' foolln1 ·I Ill ,.rroi 
~UI'V"!i,;: 

a Man11ge Rcport11 

i 
-: 

o:u:::tnrn Repl.lrt.:: 

Employer U!!D· 

Employer R1gis1ered !Mthin 

Employer Industry Code 

Employer Industry Sector 

Jobs Available 

Employer Benefits 
1~1~1 

0 Primary User Account Only 
0 Show all Usar Accounts 

Or 

L~~~.!J_§!.~!:-'-ad~-
f N~~~·s;i;c~ed 

- ---- -1 
"''I 

0 401 K 0 Chold Care 

0 Company Veh1cla 0 Dantilt 

0 Expanse Account 0 Flex• Time 

0 Holidays 0 Job Share 
0 Life Insurance 0 Meals 

0 Madocal 0 01hor 

- - .;.1 

0 Patd T1me Off 0 Reloc•tion Assistance 
0 Ral~remant/Pension 0 Short/Long Term Oisabilily 

&od • thlc Quer y W 1:<1!11 d 
0 S1ck Leave 0 Stock Options 

WPY -DG-0088 
Job Matching Desk Guide 

12/22/2011 
Re~sed: 7/27/2012 

._,JJ ~Go Lh:~ ~, 

_, 51gnln ~ • 

~, 

) 

'I 

! 

Jl 

-;::::~:s-~ 0 Tu1t1on Ass1stance 0 Unirorm Allowance 

~~~~~~!!~!!~L_----------------------------~O~V~a~t~a~lo~o~n--------~O~V!sio,_n ________________________ ~--------n;~~-------------~'! 
fllf/ernpopts.asp : t§ I • lnte<not 

4. Click the "Search" button. 
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5. Click on the Job Orders hyperlink. 

WPY -DG-0088 
]ob Matching Desk Guide 

12/22/2011 
Re~sed:7/27/2012 

{: Employ ftorld.a· SliifrS~rvlcn- Emplay~r List In,- WlndOWJi lnlern~l hplon•r [:;"(t5!~1 

Fie Edt ... "."'-... f:""''.., Tods H<1:> 
X =t3rtf0N [!· ... ,,..'t•V' rl.n ,-

· · · - ··e~~~- =~- - .~~ 
~-·1.-nm·~ .:11 -; ......... ~ - • ~ ...... 

~~ -~ -1] 

ResUIIs V'ew Sununary I Detailed 
T 0<\ oloo1n I ~ lumn ~lie 

.. ,,. 

(; Fot ltsfp cltcll tile auestton msrk.1Con 

, .. .,. 5toil AtU.IUIIl ----- -~ -------------~--- - · r--. - -r ---:-------.~-
----

a s~r.lcnfor 
Workfartfil SU11 

. I 

__ j 

1•1(11 i !IC Alli'J•Itt·~ ! 

•·tJnaye LJse 
P.SSll)nmcnt 

P.\;')1','9l' FndolW · lljlolnd 
::i..:r ... c:·,s 

User Name 

, Emplo1er 

! EmpiD 

Emp!ayor~blHod Aceo••l Action Select 
I . 

~ aealed on o:i.~ii20oi 
Capilal Eye CoosUIIai'IS 

12762 

0 

Pr<mary Con'.ad Login Yes 

Crly 

FEJD 

Pnmar; Work Srle 

A<live Colllacts 

Job Dnlers 

Tallahassee 

320103477 

Capilal Eye Consu!allls 
2280 Wednesday Slreet 
Tallahassee, FL 32308 

Angell K Smllh 
AnQela Smlh 
r.1a~ssa Mtlrtire 

12 Tqlal 1 Onine 

~~ 
L•51 • _, 
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6. The screen will display open job orders. Click on the job order title to review the job order. Click on the 
back arrow to return to previous screen. 

"= [mpta,. florida· Recrultmrnl Str'WiteS · Job Order Syslrm- Windows Internet Explorer ~ CJ 

f!!. ~ ~ _!'IYC!.., Tools ~ 

x startncuv : ... t11 t· ' -~ -~ • .._- • SJ' r.t'l"' '" t li,.tK'I .. 1'1.t•cl I , Amu~on 4' dli 11 f.1u~Noo~! ::# ll'dltl ·;-· .·e~· _-__ -- -- -~~~~~if ------- -~J:j:--~-~-6\ ~ 
"ilFiMlf!tes h,~ [J • .•1' ' · • • @iFteeH>tmol@) r.~ . -, • ~·' · • 

j~e~~-R~s-.; . .. L: __ _ 

-----· 
g Services. ror 

Workforce SUtf 

P·1anage lntlll/tdua s 

f·\j:t'll'Je Lalmr 
f··th;mge 

j ' 

I 

U., this iorder ,;.n.;.~;fg·~f~~ 6fi1~'~(8y cJiCkl~ the AdiJ·N~ 1b bm~-botton ~oU -, 
may enter Job Orders (omploymenfadi) thlit can be V'-wed anHne by local job 111koro. 
CHck on a Job Order Ulle In the toble below to v'-w lis details. 

I Ass1sl on Employor I Staff SON>COS 1 Emnoyer Ponloloo J 

~1 _, ttlll!loYJ:r...f.trulli::.: {.f! L !lum~'I1.Rr.~.911fft: PI'''' ~_: ~ 5tt1ll'1P.nt!lh: 

Job Ordttl fayOfifl Cpnd!d.l!l!t Vlnyt! Apqultcc 

~~ For /1o/p cliCk the quosfron mark rcon 

• Stow Filler Cnler a ISt.ow.ng ac1r10 fOb orders) 

emi>1oy·.,.- o;,:un-.c~,lnl~e 
Job I Status J After 

Status 1 

~~r ·~ 

N -4 Pagal_!_.t.. oil • M .... 
1 Co1111e~ E>~emal Job Cor.Jeo J 

'.!<21rt 
;~ 

·~ 
~ ~ 
!~! 

~~ : 
Rows ~_5 ~ 

··~ 

1 . l ~ 
-----------·--·---·-~---- ----- ------ - -- ~··-------- ---------------;;-:--"·- ·-----· 
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7. In the "Action" Column, click on "Search." 

WPY -DG-0088 
Job Matching Desk Guide 

12/22/2011 
Revised: 7/27/2012 

(.: Employ Florida· Recruitment Services· Job Ordor System· Windows lnt~rnel uplom ~~ 

.!!<. ~~..!.~ :~tiel> 
x st~nrc.v': """';' ;11,£ q 

X e ______ - -~ ·-~-~ Sll;~~~ I r.Kiw• ... TUIId •• AI'II<I:On 

~~-~-~- ll 
~FM<IO!S i ~ (1 J,-~ • ,. • • @JffeeK>tmal @j ,·~ ! ' '•"· • 

l iJE~kb'-~·eJS<r/£~· .. lJ_ -- ---·---- -----
• 0 ~ • - • •o -~ o' ' ·- ~ - T -• -· o • - • o ' • ~ • - - • • 

~ Home ~ ~"'Jn 0<~1 ~ 5etw.es [or lild~ duals i;a Servlte-s far Employ~ rs 

p . . • .. . - - -- - - . ... .. .. ,. ~ .. 
' Uu lhll loide} to mtnige your Jo()'lbrjitri, By~~~~~ lht ·Add NiW;IOb cihtrrblirion you 1 

may enter Jab Ordtrt (tmplaymint ad e) that can be vltWtd anUne by local jab teekm. 
Click on a Job Order Ulle In the table below to view Its de tells. 

--------- ---
a Currenny Managing 

I Assrsl an EmplOyer 1 Stair Servoces 1 Emp~yer Ponlolro ) 
L.APITAL lY( COf"'5ll, 

~. Sr·u~h Ange!J i 
[:i] ::.,: Emoloyer proOies l!J:...:! Unman Resnurce plan [f) U StoiCs prgfl!e 

1 Job Otdeu ftyqr!lt Candldtlft V!nua! R"mHtr 

----... --.----
a Mr won.!tp . .zce (f!> For hal.o cliCk 1/HJ quesr10n mark rcon 

t·tv Stafr Re5()urces J • Show Filler Crilerra rShowrno actNe JOb order;) 

t.1ana<Je Resumes 

f.1a1 iUjE l i10f1f 
F-.:chJilCjC 

. 
! 
-~~- . Job a;((;; ' Employer On~lne , Cnated • ~~~· v;;;; ~ti 

litle Job St.ltus I Aller 
Slot us 

.N ·~ Page f.TG;}! or 1 • lrl 

*Wi!IM·¥1 
1 Conven E•ternal Job Order 1 

!~ 
'Delete 
Search , 

'~I 
,Prevrew 

Rows ['@:..-.::. 

I 

~ 

... 
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8. The "Candidate Ranking" screen will be displayed, which is defaulted to the information listed on the job 
order. 

(. Employ Flortda • Condldale Rankin' · Window• lnlernol E•plom ~lKi 

---~--~---

a Curr•nlty Monoglng 

., 
~ 

--------
a My Warklpic.e 

l<t•t CitJii Rf:SO\JI ( I"o; f 
1---------j 

r·1y ~tali A.r u:.runt I 

---- --~ ·----

a S~r\llcutor 
Wctlt1orce Slln 

Mana~~ lndl'lldual~ 

t-1anage fmployPr~ 

1·1an:!gc: Resumc!s 

,.,anage labor 
e:,..rnar.gl! 

,..,il.,.J9e r..ase 
Asslgnrrent 

For /lelp c/tck t11e queS/ron mark rcon next to eac/1 section 

He1e are lhe 5rMst recent resumes you have VIewed Custcmer SeMce IUnderwooa JoM ot 
T~~ah.me• FL! Ms GaMns' Re;ume' !Ga""n Tla(l qiTa ~o~.assee FLJ GaMns ReSilM !Garv-n Trac1 
ol Wahassee FLJ GaMns Resume' IGar.n TracJ oiTaBdh.mee FL 1 GaMn''j Resi!!P" IGaMn Traer 
o!fa'ahassee FLI 

AdYinttd 
Ruume 
Search 

~ Rtt!Jm• Stuch R11ymi Surch 
aJ!IIl11 • ~ 

&!:!!!~!! 

I QeSJrea Wort Locauon I Ranluno 1 F1ler I ReSJden!Jatl Stan) -Dealred Work Location 

Area Selection 

Area (dick to change) 

Ranking Criteria 

Occupation 

SeleC1 an occupabon by clic~Jng the ChCY.Jse an occupation bnk below n.s IS ihe occupallon thai 
vou WlSh candidates lo have been empto1ed m lhe past or 1n wt'idllhey are cutrenUy loo~Jng lor 
wor1< 

Healh Technologists and Techrwans AIIOiher 

I Choose an occupat1on 1 Clear selected nccuoahon J 0 ReQuJJed ®Desired 0 ~I!A 

...:.--·-' P. •. 

. .. . 

·-- --·,. . _ .. __ .. """:"""" ;._ ___ ~ ~-- ,. 

9. All search fields may be edited if desired to be more or less restrictive when searching for candidates. For 
example, key word(s), exact credentials, specific locations 

10. Click the "Search" button. A list of candidates meeting the search criteria will be displayed. Those that 
meet or exceed 90% of the requirements should be contacted or referred first. (This ranking percentage is 
based on the skills checklist that employers and job seekers fill out. This will show up as the displayed 

Programs funded through WORKFORCE plus are equal opportunity programs with auxiliary aids and services available upon request to individuals with disabilities. Persons using 
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ranking column. Although candidates that have a 9096 ranking or higher should be considered first, others 
below that percentage can be referred also as long as they meet the minimum job requirements.) 

11. Click on "View Resume" to review the candidate's information to determine if the meet the minimum 
qualifications for the position. 

(. Employ Florid• • C•ndldale Rankin~ Re1ulh • Window• lnlernel Explorer [\~ 
@'@• jS~https 1

1 ;o,.. emP:,Yr.:rtl!com • •, • I · I•' ·J, ::. '- ' 4 

'==~~==~~~==========~= 
Ae Edt VIeW Faval!!s Tocis tiel> 
X s'ar-tffi..v :~.:;;; .. ; ·.~~;;~;:~-.: . - Q ~ .:. ~ ::.- • ~!Ot•.W.II I G~~ots ·~· Junl .! . .lmuau 

- -.---~~ 'ij--($-6> ~- . -x-e--·-----·· -- -- ~) -~--~~ (j 
- -. ..:.- ~ -----=-~ - --~--- ~ - · ----· ·--~~---··-·-- - -- -- -- ------ -.. ·--·---

-----
. gtng 

leon cSuritV"Ih·!~tch~dyoutcrtit~ You : 
and Number column, to display the usocilttd 

Your search found 389 resumti[s) that matched your search criteria. To uvt your narch, click 
•here. -

_:~mAL ~ iE co~su.::_J 

! 

-~- ~--

a Mf \'Jcnupu:e 

. I 
~-,V St~fr R~~ 

t-1v Staff Au.ounr j 
I 

.___.,- --...-
a Sarvltnlor 
Worktort~ SUft 

l~aoage lnd•·•>duals 

/.1all.Jgc E111p!oyers 

~'>litM-Jf. Hesum~s 

1.\itnage Job Orders 

r·lanJoe Labor 
(). r:n :ing~ 

Mal"lage Ar.tiVittes 

Resulls Vrew Summarv ( Dttalltd 

(•]Show Job Ciders 

To son on any column cick the Resume Details column title 

~ Forl~elp clr.:k the qu9slton mark •con 

- ----~~- --- -.------,,--..---·~-- --Ruumt Oet.IIJ ~ Ranking Sklh Detailed Select 

I 

! Usemame 

Name and Location 
I ! Resume Title 

: Resune Nt.rrber 

TBURI!S4183 

TINA R BURNS or Sairi Cloud, FL 

Tina Burns 

#3029142~) 

Resume Create Dale: 7114!2012 7.4710 PM 

I Resumet.lodified 7114!2012 8.19 OIJ PM 
'Dale 

' Desired Localion. 

! Destred Occupation 

i Occ~ational 
: E.Jperience 

Florida 

Health Tec/rologlsts and 
Teclvlidans, AI Ott.er 

General and Operabons 
Managers (14 morlhs) Heakh 
Tecllnolo;lists and Teclvliaans, 
AI Other ( 19 morAIK) 

S 12 00 hOully (525, 000 aMUaly) 
or more 

1 Matched Information ~ 

Dnvers 
License 

Informal/on 

Notes --==--1 
Pnnt 

12. Click on the back arrow to return to the previous screen. 

• •• 
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If the job seeker meets the requirements, click on "Contact Information" in the "Detailed Information" 
column to obtain the customer's desired method of contact and attempt to contact the customer. If you 
do not see this column or link, ensure that you are in the "Detailed" Results View. 

r: Emplo1 flor ida • C.andldatl! Rank ine; Rrsullt • Wlndow' ln lernel hplor~r hJ,OJ~ 
• I • I II I , ~·· f I - .I i 

Flo Edt """ F.,.,... TOO. f"'> 
x .Siart.i-D11 -::0 ···-
x8 

--9~-~ -.;. ~011~ • r • .ant•l ~ h•\ltl ! AnWII1 ... •ltai I] h~tb .. h J# htMII 

@) ~ :M!: ~I] ~r:J. i:J ~6~-~ 
.:iF.....OOil!S ' -1<1 D ":; • @JFte<Hotm.JI @) ·.·. · -' 

j~e~~-~~~~es .. j d 111f • P"90 • Slfety • Todt • <0:• • ·- - -----

- J H;,; .. -~ iit'or .~l!V.~r.i;;nfii rbr~ndldatta h. i:.to'rfc9unty tllatniiichod your crH.n.. Yo~ 
may click the RosiJmlllnk In tho Ruum611Uo and Numb or column,lo dllplay tho auoelalod 
TIIUm6. 

IJI1!!1'?$'1!!1f -_ ''i'l 
-· - ----- ·- - -
a ClJrTI!ntty rA1n~o1n Your aearch found 389 retumt}a) that matched your tearch ~;rttarta. To •ave your search, click 

here. 

Resuns Vtew Su:nrnary 1 OeLIIItd 

{•)Sf\0\v Job Orders 

To son on any colutm. ckck lhe ReS\t<M De1a11s column ltlle 

f~l Fc1 hiJip c/Jek the qu9st1on mark •COn 

I 
' i Usemame 

! !lame snd Location 
I 
i ReSUIM Tille 

TBURIIS4183 

Tlt!A R BURtiS ol Saint Cloua, FL 

Tina Bums 

#3029142~) 

711412012 H710 PM 

~ I 
1:1 s~rvu:es ror 

Wortllorce SUft 

\ 

i ReS<me Number 

l ResuneCreale Dale 

i Res~ Modifieo 
I Dale. 

! Desired Location 

!_ Desired Occupation 

, OccuPatronal 
Esperienc.e 

' • Desue<l Salary 
1------1 

i Education LIM!I 

7!1412012 819 00 PM 

Florida 

Healh TechnclogiSis and 
Te<:IVUoans, All Other 

Gl!fll!lal and Operauoos 
Managers 17 • morths) Heslh 
Technolo<}!Sis and JettnCJans. 
AI Olher 119 monthS! 

S12 00 hour~iS25 ,000 annua!y) 
or more 

Assooale's Degree 

~ 
~ 

irtOIIMIIQn 

~ 

:~~ ··;-_.._~~-;; =-~~ ::.~ i: .. ::.: ~2£- -:~ .. -~::..:..~-=.:~_--_ __:_::.._ .... __ ~~!...:._-· --·-----·-.~~t .... ;-_ :;_____~_:.. _:.:_ ..::_~~; -:.~ ~ .:- ,. 
"""""' . •• - "'--125... ~ 

Programs funded through WORKFORCE plus are equal opportunity programs with auxiliary aids and services available upon request to individuals with disabilities. Persons using 
TTY /TID equipment use Florida Relay Service 71 I . 
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13. If contact is made and the customer is interested in the position, go back to the Candidate Ranking 
Results screen. Check the "Refer" box located in the "Select" column. 

(.. Employ Florida · Candldato Rankin' Results ·Windows Internet Elplorer ~ I'Cii/8] 
('j~• ~~- .::-~~~~.c~ :-·=~·~: ~~~~--~~-'---~~-·~-- ---:-~-~-~ ~ - -· -- --- ----- In' · It ~~--- _ .. _.! ~ a _x ~ •_:_ 
Fie Edt V1oW FavorlteS Tools Ho!t> 

x startm11 "":~£ ;~ ·::_ ,. 
xE:) 
!,c(faYC<Ites 'l<f[]·,•r' ' · ', Y @)ffeottltmai@J;,• i •' ·~, Y 

j:S Em!*>YF!or1do-CrddatollrirqP.es ... [l__ __________ _ 

~ ;, • Hst ~ tctlvs 're.~mt; -lor ci'ndldiiti ln~L~~ c~uniV llttt ma~h'td yotif ~Jijlrla. v~J 
may click the Resumlllnk In the Reoum6 1ltlt tnd Number column, to dlaplay thtuaoCiattd 
rnum6. 

--------
a c urnnuy M~n,glng Your e01rch found JB9 ruume(a) lhal matched your ••arch crtterla. To save your uorch, click 

here. 
{..A PIT AI FYf fO\I<;U 

<f).'J Fot help cltek "'" quoslliJIJ matk tcon 

1 ResUlts Vtew Svmman· 1 Del.lllod 

! (•ISh<"' Job Oraers 

To sol\ on any column. cick llle Resume Delatls column une 

----·----- ---~~- -- R;~!;'.;;6oetaib ______ Rs;;iiii(i' ' skims 
a MJWor1u.p.lt.e-

t·ly ~[;lff A O•Jnt 

---~-----

11:1 Srrvlcrsfor 
WcTXto~~ sun 

' 
t Username 

, i flame and LOC&bon 

Resunelille 

Resune llormer 
: Resune Create Dale 

Managt tndtvKiuz.!s • J : ReSl~Tle Modiied 

• Dale 
1 

· Desired LocaUon 

I ' Desired Occupabon .. ..{ 

Occupabonal 
Experience 

TBURNS41D3 

TltJA R BURUS ol Sauil Cloud, FL 

T11111Bums 

# 3029142 (>1!!\V @SUI1>9) 

7114!2012 7 4710 PM 

7!14!2012 819 00 PM 

Florida 

Healh Technclogisls and 
Technicians, AI Olher 

General and Operabons 
Managers 174 monlhs) HeaKh 
Technologists and Technloafl5, 
All Dlher ( 19 monlhil 
S12 00 hour1y iS25,000annualyl 
or more 

Malt:hed 

~ .lQ.2!jQ 

Candidate 
0.-eMI!YI 

Emp!ovment ' 
Oua~ficaugns 

~ 

~ 

OrM:r5 
Ltcense 
~ 

!:!2ln 

Pnnt 

- .. :, .. _ 

I 

~ 

p. t 

Programs funded through WORKFORCE plus are equal opportunity programs with auxiliary aids and services available upon request to individuals with disabilities Persons using 
TTY / TTO equipment use Florida Relay Service 711 . 
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14. Scroll down and click on "Refer." 

WPY -DG-0088 
Job Matching Desk Guide 

12/22/2011 
Re~sed:7/27/2012 

(- Employ Flotld.a • Cand ld~le Romk to, Rt u.1lt1- WlndoW5 tnt•rn1 1 EJ.plor1r ~~'01~ 
Ill! J, 1 ltf I • tJ • I ,~ t 

-=.. - ·__.. __ --=----=- -·."":'-a---~· ••::- -
Fie Edt ""'- F- · r~,~- He~> . _ ~ 
X startr.cvv ; ,, .... , ' J II ·i~J ,, -·-·:.~~--! ... "~Dill·~ • lj,.ntc• .... lu·~·· ! Anw:~n .. , d r, ll r.e•'-o•k » l•IU-H x-e-· --~--· --· -~ ~· :g ~ I] bngr;:) -~ -~-<Jb 4iJ 

. ~,Fr .. H:>tmal @_Jt.·· ' ~ • 

J~ Enr.lo\'Pal:la·ClnddattRN'i<ilgRes., ~-~----------· --·- · - ·- · _. __ .. ----------

FL ~ 

Resume Till& Allison Hurst ~ 

Res~llumber •1199022~) 
Resume Creole Dale 6'812009125836_PIA 

Resume Modlfie<J 4.'2120 12 7 10 00 Aid .. 
, Dale 

~ 1 
Desired Location Florida 

: Desired Octupabon Healh T ecMologosts and 
Techridans, AJ Diller 

I 
· Occupa~onal Medicu\Assostanls (67 months) 

1 
Experience tlursong Aides Orderlies. ard 

Atlendams (45 morths) 

Desired Salary 509 50 nour~ (520,000 amualy) 
a< more 

Educ'a~or. Lew! Assooate"s Degree 

• Cer110cates Registered Medica Assostarf 
i CNA 

i Securlly Clearance No Clearance 

l Resume Slatus Acbve - Onine 

; "lndicalors WP -Enrolled 04i251201 1 

. Source Employ Florida 

i Save Save lo Ea·!Q!!It'S 

.~. 

@)Display Resum~ SUlnma., 0 Display Rani'Jng Deta1ts 

Enter page number 1 Record; per page ~-·• 
V1ew1ng page 1 of 76 

Programs funded through WORKFORCE plus are equal opportunity programs with auxiliary aids and services available upon request to individuals with disabilities Persons using 
lTi / lTD equipment use Florida Relay Service 7 t 1 
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15. Choose referral only without notification. 
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f- Employ Florida- R~fttrlll • Wlndowllnll'rnPI Uplorrr ~~~~ 
eJV· ~~-:-:-;~;,~-;;~-: --~-~~ .. -:·~~~~-=- ~-~-~~-=~~~~~--- ~--~-~~- -~ -·_- --__ --_. ~ .. 'L"_Q,·r···. ---.---- ---------- -- --... ~ •, x·l~ 1 __ _ p · 
Ae Edt VIeW F....,.,.. Tocls ~ 

X starU-0:.1 T.: ' I 0. ~-- ~ ~10~""1.1 ... fl:..el 

X ~~ ~f~t~--11 
~,..(" F.t.altes 1 -kif 1] 11··1 ~ • ~Freet'Otmal @) ·: .. ; . , • ,;.· • 

I ~E~Fbtla·-~ LL ______ _ 

~ 
''-'"1! '!'dl!U 

-~ ~----~- -- -
D Currently M1n1ging 

(") tncJ,ca:t:s rsquued fields For 1/elp Citric lhB QlleSII0/1 tndfi< ICOII ne:tr to E~CII 58: 11011 
FlORIO/\ Hf~l TH\' t-.. 

Stiff lnformallon 

• LWIA.Reg•on ! ·wo~P!.~! .~Ius ~to) ~ 
• OftiCe Loca~on i won;lorce Plus E.<eCUII1e Cenler . 4155 " II 

• PoSIIton 
rsiiiil _____ • 

Referral Type 

ifj 
• Please ma~e a selee1lon below on how to nollly file users <11'101ved on \tis relerr31 I 

C•llollficauon to Emploreronly 0Relenalonlywnllnonolrficauon ~ 
c) tloloficalion 10 Job Seeker only ? Relenalv"lh nol•rocauon lo Employer only 
C• lloloficaloon lo bo!ll U Relenal wil/1 noflficauon 10 Job Seeker only 

C Refenal vrim no\tfica\con lo born 

Done 

Job Order(s) to Refer to 
1 

J~bnu;- , EmploY.~-1--ocoupation ; - Louuo'n ..=:_ _ g.;;;;;; 

Mu ,Cu,.,nt 

8 vos 

~ g;~•·-iii§,M··*4M.··*W'·i* ·'. 

i~.: 

V•ew • 

16. Attach the appropriate resume under the "Resume Title" section. 
17. Save 

Programs funded through WORKFORCE plus are equal opponunity programs with auxiliary aids and services available upon request to Individuals with disabilities Persons using 
T1Y /TTD equipment use Florida Relay Service 711. 
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~ IQ··;··-- -------- ----- -- - ···- -·· 
w~· ~~_:::::::~!boa~~_:__·_·~.:_: ._.,_. :. _ ~~~ !._ 

\4 F""""" l 'i>f () 

.1 ~employ~: RefO"roli:: 

r-1anil!lf casl! i AS~IQM' t!OC ' 

r:.ati;;~~U~) and ••. 
Sur·~~r.a } 

---------
1:1 Manag& R~pOfb 

Surnnm~ ·~ P.t!ports I 

I 
t.u:HI)m ~r·r;orts 

A;J · Itut. Qul!fy Wtz.:ud 

~-----·- --
• M.uuge- Communlc.Jtlons 

9_=.£riWf .; ;;:;~ .. u I lt.n)<O t 

~-~~;~I] 
• @JFreeH:>anol ~ •• • 

l I l_l_ _ _ ____ ___ ____ _ _ 

1 Job Suker(s) to bo Referred 

I None Selected 
L __ _ - - -·-

! P~nt NotificaUon 

• tiOIIflcalion to be pnnted 

~,Malarka~see Jones 
-·- ···-- . 

j_N<m. _ __ -:- -~ 

• 
---- . --~ 

RRWm to the Dir•ctory of Servlc:ar. 

.Z. Serw:es [:,Ponfolio Gs.te!Jap r/ Prt:fmn<es 0 AsSisl•nce 

r.'! Home ':t: Sign Out 

til 

~ ~ 
i 

For m)(•lllfntn111 on COniiCI E.tnpla)· FloudJ t )' Cll ~~~~ 1 -%~ Fl.A-23J:i To ICC US TechM:al Su~f)C:tt l01 1ho5 lpp\c:JitOtl ca l 
, 600.Jl8~l2ii 

t.n rqu•l ~ponLIMy ern~lortr r f:'lf)~ram 
A.tnnharl Jlds and sen1ct5 are a~atl•blt upan rcqvrSI to mdM:tuals t.!th d 1ut~• l tS Al1 .ctet 11 t~hone r.umbers en llus Mb 

srtt ma;-b& ru:hed t,. ~er5011S usrn; TiUTl)Q t~pmen1 ··•• tna FIOf,~i Rt ay Str-1:1 al711 

CCP'fnghl e 19~6 2012 Geogra~: 5!)1\111)ftS .AJI rq.ts: llltMd 
F01 n\OIIIIIfounat on Ul"'liiCI ljec;!!(luc Sc'.rl'<l"a 

WPY -DG-0088 
Job Matching Desk Guide 

12/22/2011 
Re~sed:7/27/2012 

w, 

'11-"' .. .... \ 

18. Print referral and notify the job seeker via email in EFM using the following template: 

Programs funded through WORKFORCE plus are equal opportunity programs with auxiliary aids and services available upon request to individuals with disabilities. Persons using 
TTY /lTD equipment use Florida Relay Service 71 I . 
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o-m· !~. h~- ' ' '_ e~~~o; ·; .-:-· ~~~--~~--~---=~~ ~-· --_. ; ~~ ~~ ;-~-= . :--;-~- _------~~1~1 ~ _•r -~ r~ ~- -
Fie Edit VIew Favo1tei Tods Hetl 
X sta"'tr OlJ ' 1· ,., • · , :J •j .... 0 ·lSI' • Sl'tot'l ..... l • Gw..... ... . ,,...... .! ..., .. ..,,,,. ••• ···~~ rJ r~~.t-k :/# , __ , 
-;-e-'=•>=·---~ e;-~. ~;~-If ~,. - - -.o-~--= ,bhgr:J -~ ~6:;~ -

..4'•- I ;,f () -·-' ) ' • • ~jFr .. Hotm .. 5!J ; ! r l·• • 

· .. j 
toly'•lttiAt•llllllt 

----- ---- - -
CIS41NltU(o t 

Worll1orco Su.n 

1·\;ll\;ll)t tatmr 
r ... h,u o~ 

r.!,, \l_lf Atu.· ,IH ~ • l 
,.,lJIIolllJ": I1 10JIII~I~ 

!--------: 

I 

Print Referral Form(aJ 

'lou may cnoose 10 punt 1efenallomtS horn tne hi below bv cHkmg d hnk m the: A.:tton coluaTVl below 

'Adninislr11trve AsSistanc I 
•·;M 

• Pro,..Rafer~t l~ 

-· ~.....,. --~Job"n!l~ --.-.----...-..: 

t.taLa1ka A Jones 

Refer other Candldete(a) 

rr ~-ou ~oukl hke to refer aCd111onat candtdatels) to the selected too order( 51 chck a button be ow 

Refer new Job( II 

l you would hke to refer od:e1 JOb order Is' to available cand.dJiets) ckck a b\mon hetow 

--··-~-----~ 

Chaoso new Jab Ordvrt•l 

--'----~ -~- -~-~-

Return 10 Olreelory Of Serwkn · 

P· · 

~j··· r r·_.·~~_,..;: .~::t'.;... . ~ .. _.:f_~.- •. -.'o: ... :. :.~ ~~~:.. ..,:f'r··.:._,,..r- .- r:.-t..-. .. .. ·.••- _':" • . I - •• o •·• ,_ . . •• .,~ ~ h ~ ·•· •• ., t- J , J ------·-----------------~-----------------~··------- ------e~-·--- --r;--~ls~-:---

iiifie# t•·y*'·'i*4·'**~t#.i·l§.t~MA;&'i+ . · · . ~ew--mu«~•n+ 

Thank you for using Employ Florida Marketplace, and your interest in applying through WORKFORCE plus. 
Our organization offer job seekers no cost employment assistance including informative workshops, 
assessment testing, job matching, and one-on-one services such as resume critiques, mock interviews, and 
career guidance. 

Recently, you requested company/application information on a suppressed position. After completing the 
pre-qualification process, you meet the minimum qualifications outlined by employer. 

Please stop by your closest WORKFORCE plus office to pick up your referral and inquire about our no cost 
services. Bring the job number(s) listed in the subject line of the email you received from us. 

2525 s. Monroe Street, Suite 3A 
Tallahassee, FL 3230 I 
(850) 922-0023 

325 John Knox Road, Bldg. B 
Tallahassee, FL 32303 
(850) 414-6085 

1140 West Clark Street 
Quincy, FL 32351 
(850) 875-4040 

3278 Crawfordville Hwy, Unit G 
Crawfordville, FL 32327 
(850) 926-0980 

Programs funded through WORKFORCE plus are equal opportunity programs with auxiliary aids and services available upon request lo individuals wilh disabilities Persons using 
11Y /TID equipment use Florida Relay service 71 I. 
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SEARCH FOR RESUME MATCH 
I . Login to EFM. 
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2. Select "Manage Resumes" located on the left menu bar. 

~ ~ p .. ~<h ·r*-=,;~: 1 e e . .t;;; Iii - u ti 

WPY -DG-0088 
]ob Matching Desk Guide 

12/22/2011 
Revised: 7/27/2012 

--········-··" ·-=...) - " . -orlda.comftcbblll"11o.J/)Obdet-"s·•S~:~7seulotl•Jobse61"ch&Qoo•l2(}4000095&.cefCode•!r.otdern\111•9608131&src•V056Z•P•e.t.!ldtus•e..Q•otype•klty•&ldrum-9601!11Jl!J...e:VV"''fd•&.slte•V056ctd~;:~i l:l Go Llnl.o; n 

----------~ - .~!~~ISeatch"' i Mcwel) ----------- · .. ; SOn1n "• 
- -

1::115~ervtJ:aa fo r 
Wctktorc:o SIIIH 

f-lolll•l•J (> o• )~,.. 

45:11•Jhr!"oO:fll 

,.hn.'H)<: f.'Oit(Wo•l.lf• <'l(o(l 
:;ur·te,s 

i 
.l 

I . .., 
j ' 

J 
I 

- ·--
11: M1n111ge R..eporl• 

•.ustorn Fie" orb 

- ~ 

l 
l - -· - -· - . -; 

•rl-ito< c .. .-., "'""" i 
Fed~r., ! fli$POI't" 

----------- --.-· -·--
.Manage Communlcatlon• 

tot•n~'ol'-" Nes~~t,l('S } 

t•lOJti•I·Jt' ,•,,,, ~ sp.or.dpnf"r 1 
I ' 
I ' 

Full or Pan T1me 

Job Postlion(s) 

Employer lnfounati~_i_i· .1 

Employer Name 

Company Website 

Pnncipallndustry (NAJCS) 

Full T1ma (30 Hours or More) 

Electromc. Arts T1buron 

No of Employees (Comp•ny Sozo) 5 .000·9,999 

Type or Employer 

Company Profile 

OJhar Employers 

Job Requhemants I 

T~st Requirement 

Minimum Educahon Level 

Mmtmum EMpenence 

Drrver's Licanse Cenificoation 
Requirement 

Puval~ Sector 

\h(IW LamP?! Emglgyerf,; qf Computer tjo;vr Sypport 
~ 

No test requnad 

Bathalon Oegroe 

·i)·· 

Y IP"N Tvmr-oa! Educ,l!on p,.Q!IJfQMHtOI~ rCI[ Comp1J!Pr u,er 
Sunoon Snqerahsl-a 

00 months 
vu~w Tyn•pt! Wprb E~tuettiiOtP RegyuemPO!J fur 
r:oronyleJ User Sypugrt Snrrrahst; 

No 

~~ . 

'I 
' ' 

·"r-

, ~ .loternet 
~ - - ----~-- - ~ • ..,..._. r ·-...rr.-·- "1'-0 - """""--·· IH."r-==-) -~-- ·-· ------------·--- --- - ·- --~- ~ - ·-----~ - - -o<DitOu< .. ~E.,..,.,.,F.,.d• ·Job .. l.llt CCloodWori< 'QwPY-oG<JOOO.)~! ... i1 • r.__,rne• 4421'11 

Programs funded through WORJ<FORCE plus are equal opportunity programs with auxiliary aids and services available upon request to individuals with disabililles Persons using 
Tn' /TTD equipment use Florida Relay Service 711. 
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3. Click on "Search for Resumes." This will take you to the Advanced Resume Search tab. 

---------
1:1 Services for 

Worhfou:e 5tmfT 

• Here are the 5 most recent employers you assisted · WORI<FORCE ulys (WORKFORCE325l, 
GLF Constryclron Corporation Reg1on !i ICONSTRUC!If"''NGLFl, Cheney Brothers Inc CCBI! 
CCBICHENEYL Ceplre Po•nle Heallh & Rehab Cen1er ICENTREPOINTEl, Holland!. l<nrghl 
LLP- (HI•:lAW) 

Employer cfltarlD 

Show User Accounts. 

Employer Name: 

[±] ShOYrf Knwgrd $ursh OpUont -------
e: 

0 Primary User Account Only 
0 Show all User Accounts 

[ -.. ·--------l 
- - ------ --- -

IL _____ _j 
-1 ~ •• ,.J, for Re,.urn<• • -· ..... ~ L 

~ ~_!eleci.!_d ___ ~ ~~ folarHI?C L!bor 
f'lt h .!ln•JC 

\ 1<1btch t-lt-sume~ to .a Job 
' - - -Emjffii')'l!r"Sili us : I None S-elected--~ 

·1 Employer 10 Number (EIN) I [_ ____ ] E.ample 593217769 --------!
1 

Fodera! Ta• 10 
r.1e.n !lqe ~~ nv1de-rs 

Employer UIIO 

Mi111•':11J•: •: .:.s~ 
A s~ •gr.m£·r.t 

N.ln-l•le Follow 'J" ~r.d 
S ur•~•~ 

___ .....,...___ ---
• Mah.lilge ReportB 

j 
j 
I ... 
! 

My P.e-port:; l 
---------, 

Summ~rt P. e-port~ . j 
l 

U e-t-!lll"!d Reports 

Employor Registered Within 

Employer Industry Code 

Employer Industry Sector 

Jobs Available 

Employer 8onof1t s 
l~l~l 

L ___ l 
L~:=Jdays 
[=:.=:-=:J ( S••rch fo1 NAICS Code I 

Or 

~-~~!!!~!ed - ------- __ _:::j 
§-ne S~~ed -===-=-=---=-=--- ~ 
0 401 K 0 Chrld Care 

D Company Veh1cle 

D E•pense Account 

D Holidays 

0 Life Insurance 

n M•tfir::al 

0 Dental 

D Flo•·Time 

D Job Share 

D Meals 

n nth~r 

Programs funded through WORKfORCE plus are equal opportunity programs with auxiliary aids and services available upon request to individuals with disabilities Persons using 
TTY /TTD equipment use florida Relay service 711 . 
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4. Under the "Ranking Criteria" heading, click on the "Choose an occupation" hyperlink. 

{.. Employ florida · Candldalf Ronk ln ~ - W1ndows lnlorn•t hplom ~~ 

Fie Edt """' Favcrles Tools Hei> 
x stai-tfiVJ ~.~ •.. ;~~.~-Q:-.-_---~ ~~lof'W\g i r.*'tl!' .. ~· tu.,., l _: __ ~-=~~~--= ---~~~-~~- ll -~- --
~Favcr112! 1,4() ~.-; •·· .-• • @]Freetiltmal @) .'.·· ,.,. _•,. • 

gj EmJ*>y·Fiorl:la • CZddat! Rzl<l1g 

Rdt:3St. Employ~r 

~-~- --

1:1 Mr worop•ce 

t-ly Stah Ac rount 

----------
1:1 s~rvlcutor 

Worl<lon:e sr.~ 

r.tanilgc lndJw' ldU;l 5 

f.lilnag'! tatlr:• 
Exrh~r:~e 

Mant!tje ,lCl•v•htS l 

( Oe_sned WO/k Locaoon ( Ranltn\Q ( FrMe< ( Re51derollal ( ~ ( 

Dulred Work Location 

, Ar11 Sellttion 

Area (chck to change) 

( I2u ( E!Q!1Qm ( 

Renklng Crlter1e 

Occup•tion 

Selecl an oCCIJilation b·1 rlrck111g the Choose en OCCUfJBIKln link below Thrs IS the OCCIJilat10n tral 
you w1sh candidates lo have been employed 111 the past or 1n whrch lney are currently looking for 
work 

llone Selec1ed 

~I 

r.tart.1Qf· Prov•d~ r s ----- --, 
f.l31'lJ::_l£: 5Colfl (O'd 

_J 
I 

(ChOose an occupdllon ( Qf....~~~~~~~~!!!~~~~ 0 DesueJ r!• IliA 

t>1imagt: l..1:;c 
Asstgnrr.ent 

Mannoe rolu'll Up inld 
Surveys 

I 
r you would l · ~e ro search by an occupation group ~ 

Occupational Exper1enc• 

II you are looking lor cand1da1es wolh e>penence 1n your seleCied OCCIJilatron. you can spec1ty !hat 
expene"ce rn lhe lorm o: months 

Months of e•perience in selec1ed oCCIJilalion 1 Q Req,.red 0 Oe511eO {!I ti 'A 

,. 

·---->· 

... 

Programs funded through WORKFORCE plus are equal opportunity programs with auxiliary aids and services available upon request to individuals with disabilities Persons using 
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5. When the new window opens, enter the job title for which you are searching for a suitable candidate. 
6. Click on search. 

~-=--as~~~~~~~~~~~ 
It I It I I a ~ 

r , . r . ·. . i .,.~ 

X Sta~tn:.V~I·,_~: ~~~ :_ x-e·-
,;<F~V<>rlt:s i·~ [J · • @)Fr .. H>tmal, 

J~ Empoyf'otb·Crddat!llritr,j l §!1tiilp. ·',.;a!np)yllor'da.com• , ·• >I · ; · .,,, .. >I . ,,.., 

I_ • - - · Plene choose a speclnc occupation by uleellng one or the opUons below. t---·------1' ' II 
1-------~ 

-;-·- ... -r.- ----- ~ - ·-
CI >~r wcrup•ce 

M~· 51Jlf Rt: '.!I UU4~ 

Mv Stolt P.r• ounl I 
------- -----
a 5t!rwlcrs ror 

Worl;fort.e St.lH 

Manaoe lndt\'M.luals 

ManagE: Job flll1fr~~;; 

M;nagt:· 1 <1hm 
t:.·,.(hi.ln~e 

f•1aikliJC LOS~ 
ASS'9r.rt:ent 

t-1"na .It! .. o.rm \Jo ~rwl 
Sur-~~ys 

Dealrtd Work Loca 

1 Area Selection 

Area Jc~d< to chang 

Ranking Crtter1a 

OeeupaUon 

Select an occupaoo 
vou w1sh candidate 
vt011< 

!lone Selected 

jvlhJil : P.110I•Uf\l 

If you "outd bke to s 

OeeupaUonal Ex 

I you are loolung lor 
e•penenee 1n !he 101 

Months or e•perrene 

·~For help cl.cl< 1119 ques11on mark tcon 

OccupJIIons OCcuP!Uons I OctupatJon ' Occupatlonl 
by K•yword ~ 1 l!!ll!:!9 · by Educabon 

Praqnm 

0 Display only Occupallons w·fh a 811ghl ~ok 0 Ots~lay Green Occupallons <"*I 

• Search lor an oe~upoUon by keyword( a) 

Occupations 
byOeeupagan 
~ 

Type a fOb lil:e or occupallonal keywords 1n the bo> and c~ck the S~stcl> bUll on I 

~~P!~!I!!!J 

Chck Occupa)lon L•c•mg Ia see an alphabetiCal bsl of all ava•l.!ble occupaiiO!l hiles 

~Click Occooe!lcns by t,hl1!ery Spgpattyto enter a m~htary occupahonalspecia!iy 

... 
I .n i - u 

I .. I : ~ • -~w.-· -~ • 

7. Click on the appropriate title to attach. If the exact title is not available, choose the closest match. 
The system will automatically take you back to the Advanced Resume Search tab once you click on 
the title. 

Note: From this point forward, all screen shots are the same as those referenced earlier in the desk guide. 
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8. All search fields may be edited if desired to be more or less restrictive when searching for candidates 
For example, key word(s), exact credentials, specific locations 

9. Click the "Search" button . A list of candidates meeting the search criteria will be displayed. Those 
that meet or exceed 90% of the requirements should be contacted or referred first. (This ranking 
percentage is based on the skills checklist that employers and job seekers fill out. This will show up as 
the displayed ranking column. Although candidates that have a 90% ranking or higher should be 
considered first, others below that percentage can be referred also as long as they meet the minimum 
job requirements.) 

I 0. Click on "View Resume" to review the candidate's information to determine if the meet the minimum 
qualifications for the position. 

II . Click on the back arrow to return to the previous screen. 
12. If the job seeker meets the requirements, click on "Contact Information" in the "Detailed Information" 

column to obtain the customer's desired method of contact. If you do not see this column or link, 
ensure that you are in the "Detailed" Results View. Attempt to contact the customer by the desired 
method. 

13. If contact is made and the customer is interested in the position, go back to the Candidate Ranking 
Results screen . Check the "Refer" box located in the "Select" coloumn. Scroll down and click on 
"Refer." ]Choose referral only without notification. 

14. Attach the appropriate resume under the "Resume Title" section . 
15. Save 
16. Print referral and notify the job seeker via email in EFM using the following template: 
Thank you for using Employ Florida Marketplace, and your interest in applying through WORKFORCE 
plus. Our organization offer job seekers no cost employment assistance including informative workshops, 
assessment testing, job matching, and one-on-one services such as resume critiques, mock interviews, 
and career guidance. 

Recently, you requested company/application information on a suppressed position . After completing the 
pre-qualification process, you meet the minimum qualifications outlined by employer. 

Please stop by your closest WORKFORCE plus office to pick up your referral and inquire about our no cost 
services. Bring the job number(s) listed in the subject line of the email you received from us. 

2525 S. Monroe Street, Suite 3A 
Tallahassee, FL 32301 
(850) 922 -0023 

325 John Knox Road, Bldg. B 
Tallahassee, FL 32303 
(850) 414-6085 

RELATED DOCUMENTS 
Filling Job Orders-Process Guide-WPY -DG-0096 

QUALITY RECORDS 
EFM Case Notes 
Employer Services Activity Screen 
Jobseeker Services Activity Screen 

1140 West Clark Street 
Quincy, FL 32351 
(850) 875-4040 

3278 Crawfordville Hwy, Unit G 
Crawfordville, FL 32327 
(850) 926-0980 
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This desk guide provides guidance for WORKFORCE plus staff to manage the pending referral list. By 
following the guidance, the staff member will be able to refer a job seeker to a job order, delete the referral if 
the customer does not meet the qualifications of the job order, and provide the job seeker a disposition of 
their job referral effort. 

Requirements 

Click on "Manage Labor Exchange" then Click on "Referrals Pending Review" 

r~I£~4~~~~-~·~~~~~ .................................................................................. ~~· ..... 0 ft t:, ............ ,,.ot.ori'l<•loLo•-•••".o•·· l ,.,.,.,L ... I • .,fl••r .,... , , ,. 'tl .._, 

My st,.ff Ac:t'nut\t ·1 i l'IJ~~~~~~~~~~Y.~~tf~';, to work With lndlvldunl IVI"~:i!~~~;t~~~~~~ to work with Emplovor .;. 
cases cases 

a Sorvlcos for 
Worhfurcu !!lol 

Manags ResumErs M.amlQe.JoQ.OrcJ"rs t-1ut1aget lndrvldu~_:_ __ j : 
r-!nt1.:'1oJ.:.F.n1l"'lt'1·1~~ 

S"l"ct th1so option to v1ew 1\ny R&sum-.l'o on 
tho system 

Seloct thl~ option to work w1th .Job Ord&rs. 
Ralerrals, D.nd Plncemonf re!Oul1s o:JQainst 
specified Jcb Order!> ----- -., 

f.lt11'-!'I<;IOJ ... .;,111111\o':!'!:: ! 

f·10\ll:tQ•J1nl,)•:ltd"! J '!:: ~ 
• M' .-n---.,-.-L-.-b-o--~-----·1 ____lilll{.)~_-!..b1.!2..2L~~Q.illl~.:EL . c1gt;t labor 

... , h\~o;:. .ltJL• 1\ ... (.,,,rd ... 
e.-chtmge 
-1~;-c,.-;:r.-;;::;;;.'--

·-- r-,.:.:;c Cal,dldftt.:t fJ..,f:u•~ll• --·------------------------1 C:nro)l P"!'fOII'I~"III=o..~ult::: 

~'""··~· "'"""'""" 1-------l•oo" .U"SSP -· ------ - - - - --··-·- f1<uf••••nl~ P•Jne11r•a P~vlow -1111••11 
t·t~ru'ltJfJ :-.:l'l'n c .... , d 

-------- - -- Jul:. c,ud•d~r'.' r.-.u o~·· tJp 
t·l~n'"'" r ... ~.- -·-----
r.~~•···",.,,.,.,H Jub 51dll ~·~t!J 1------·---·-·----· age case 

_'·'_·'_"_•_·J·-··_C_"_"_0_'_•_·'_''_'_n_"_"_~ t-1•1Ht\J .. ~~·torn.'ll J oo~ b:. _Sl••·v ... vro --
t-l:tll-30'-' Fu1td::: • I 

M~nilQfr Fun.:Js 

l..-1arwu.:. . ActJvlttu~ 
Select thl~ option to work. with .Activity tool& 

Munaov_!':O.c:tln Citr.U 
Select lhiK option to moni1QF.4 Sr:nn Cl'lrd 
Services 

Mt.magu Follow-Up and Survt~Yi-
Solect this opllon lo wo1·k with WIA 
P~trticlpotlon Follow-ups and Setlsf&cflon 
SUIVOy5 

So!il&ct thl5 OJ'flr.Jn to ml\nna~ lndtvtc1u~ l tunrt 
lrll«: klng 

IHIIAifliEC~fhh I 4a - . ,. 
· ~•tHJ ~CJ->1 1 11"'' 

The search screen will appear as shown below: 

,~, ....... ,. ..... ~~ 

.. C' 1t QI0\11- .. ,.,.., .. , .. ,,""'""t..•'"tl '"lolf•l.rl...,, ., h ..... ll .. l"" · •• · l •1 ooh. ••'i 

~ tforn•1 ~ ~ton Ou:: :!., ~orvlcos fo r lndlvt dut~lt:: ~ 5-orvtc~:~:o for- F'mployera 

lY) For nelp click tJ'a que~ lion miJrk icon 

,..,., 5tft" 1\ccuunr 

. ~-~·· -- ·- -
a ~orvlr:oro for 

Wolklorcn Bluff 

M;uu·~~ lndl..,lc.Ju..tlo;; j 

t-101th"lQo Emplov•.:;;-! 

l">,:tllo"l•J"" H•~O:. Ill,.,#. ~ 

Han.,o ... U•tho:tt 
r:::,.cf·u,.,g .. 

Individual Crlt&rln 

Flr5t f'lame 

Lnst Nome 

SSN (f\JII numbiiJr) 

SSI..J (lo:J5t 4 d1Qil5) 

Zip Code 

State 

County 1 Pan:;h 

Campaign Veteran 

( tndtvitluall Employer 1 Job. C1 dar ] · ... 
Hone Selacted -;. 

f-Jonol3 Selected .. 

. ·--- ................... .... .. . . - _ ,... ... l 

,. M'Hj·-&iiJ·If§I§M 
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Scroll down toward the bottom of the screen and select LWIA/Region, click on 'WORKFORCE plus," select 
office, then click on "Search." 

-------·-----
1:11 Man01go Communications 

~ ·------ --:- -- --~ ...... --
a Man.ilgo Documont& 

. M pq n.s 

trh Pioyer UUU 

.Job Order Criteria 

Job Ordttr Number 

Job Order Numbers 
ICDnlm• ll•lll"'''ll•l.llltll 

Job Ttlla 

Job Occupation 
Code 

LWIA I Reg1on 

On& Stop 
L ocntton 

''"' 4 .. p;;spwaa 

(IDLJ I Boll!>m] 

( SEiillt.h lUI ONET JZ"udtJ] 

'I 
~ workrorce Plus 

Nona Selected 

•• • 
- ~,--, ,._ T _'"",_.. ~, -~-- ---..--.. -·~ •---.. 

Return to the Olroelory ot Sarvlcou 

.. 
pw .. a e .. g o '""9' 

After clicking on search a list of all pending job referrals for WORKFORCE plus and the office you selected will 
be displayed. Click on the blue "Job order number" under the "Job Order Information" column. (Print page) 

rQrr··~·ylhll.t • ':,.l.torl . ................................................ . 
~ , C' ft /1 hll fl • W-A.'II'41~rlb' .. Lu, fi!U " Ioiii I • I •~ to t'"" ·1•1 ol I 1)- " 

- ------ --- -- ---
CI 5DfVIco~ f or 

Wor1(forco Slalf 

r-1.-.IUIQC lndlvldu:th: 

r- l ~,n<HJe Empla,.·er '.O 

r-l~n.:.oc Re-:;ume::. 

f·l:.m~ge Job Order:; 

l 
I 
I 

l ··- - - . --·--·, 
~1tm<'lge Lilbor . l 
E :- cltdl\0~ 

.j f.1n•,,.,.,,. Arr1 v1t1~~'>S 

r--- l f·1&:~na~·~ Providers 

I t· l a n~9.:Z sc ... n c:.rd 

Here Jsa ·n~ of ");er,dlng' r~f~rrai r~qu~ds that are lll!k•d to suppr~~sed J.;l;-order$ cut~enJy in · ' 
the system. Click the R•f~rr111/llnk In the Al:tlon column tc provide Information nuded to 
create a referral. 

~) Fol' help cliCk 1119 question mark 1con 
To sort on any column cli!?k a column title. 

·--Jobo~-

1
"--· -~------ liidiVidu.iflnro-;n:;n!i[,-;;" -·----------·· 

Information 

-- ·---- ·~ • •• __ .-,;;.__ - .;;;'O,J';. o1'+-~;-~. · - • - · •• ..;::...:. -- = ;::;;,.,...~;._ ·.~.:...--:...·-- --·--·. ::.=..-- -__::_._.;;. • : •• 
Job Status First Nilme 1 Last SSN I Phone 1 Request Veteran 

1 
Action • 

Number Nilmc Date 1 

l!S5.56.Jl Open CARL MANN 3688 850-567-3484 4/5/2012 Nc Backgtll.und 
! .and ------ n · 

available 8Jiiii!.Lal 
l 1.-----

Send 
MB551WB 

i~ MICHAEL ' Open NEWTON 51523 850-508-7 4 54 4/512012 No Backgtll.UDd 

! and ----- CJ 
avelleble Refll!cal 

i l 
Send 

i M.a5lUI!lS 

ll!555212; Open NINA CLINE 4370 850-345-7116 4/6/2012 No Ba!:JsgClllJnd 
~ and ---- Cl 

'avalleble fl.e1SI.ti'tl ------ -,. 
18iHIM1 A~: • . ~f'" E-5AiUM, 

~ 1-Hi\ffi. 
.. ,,. 

~ 'ZMi! Jb·r•E!il ij fE 
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After clicking on the job order number you will be taken to the job order screen. Verify the requirements of 
the job order i.e. education level, experience, licenses, or other requirements. Make note of the customer's 
user ID, job order application process, job order number, position name, and company name from the job 
order, and then close the job order screen window. 

~ob Order Numbor· B65~637 

.Job Title and Occupation 
Job Title Cleonlng 1 Mointonanco Wor"'-o • 

Occup.otlon 

Typlcnl Ernploym<tnt 00'\tn 

Janitors and Clnoners. E>:cepl M::~lds and Housakeoping C..:.loanors 
(37~01100) 

Locution o; this ~ob (workslte) ~ 
Elder Dey Stay 
1 OGO N Monroe Street '# 1 1 
Tnllnhassee . FL 3:!304 
us 

To~ chong~ tiV> lnc~tlon of fhlo;. I• ot'~ un"1'll l'lr1il!lfit cl1rk t/ltl $ .;.1.-:oct .r .... nolh ·~ r Locntlnn lr.•r liHs JO h If o'lll• r,r 
IOCittlons do n•:..t ·~dst you ,\.Ill hilv.:t tho •JPf.JOrtunlty tc.) ;J r lr1 :t n•;.•. IOr:otlr.HI Wl"'h::ll cnn tlh!.tn b9 
~1llcu lt~d tu 1hw jt:tl.J urdvr 

Contact PerSon for this Job 
Nicole Hnrgrl'lveG 
Tel (850) 921·5554 
hargro .... esn@oceblgbond org 

-· MihU-M .. M .. Ei .•. ,, •. ~ MfMI, Ljlwii§i§M 

Click on the "Background" hyperlink under the Action column of the job order. 

~~~n~~~-~ ~ ··~1111111111111111111111111111111111111111111111111111111111111111111111111111111111111111111111 + C 1'1 tlltllf•:i WW\'1,..!1••~11 ... _ kll..tUm ,!l , otl o•~l· •! !!-, ,o•t•fl-1. 

~ Homo ~ Si gn Out .!. Sct Ylcc~ for Ind ivid ua ls ::,. S orvlcc!; for Em ploycr r:: 

. t!iere Is~ flst'~;~~.i~f~'g 'r.{~~al~t~ that are llnl!iloito'supp"t~~\-a Job .#diu~ liurie't,tly' fn '1 

--·· . -. -- -~--~----

1:1 Couontly M.:maolno 

------ -----· --
~ Sarvlcos ror 

Wor1dorco StaN 

1'-lrmao.e: lndlvldul'l l !> 

the system. Click the Referre/llnk In the Action column to provide Information needed to 
create a referral. 

~)For help cltck the question mark tcon 

Rlllarr.al ·------
I 

a end 
Message 

No Backgr.c.uod - - --
; 965.5.631 Open JASMINE POWELL 7495 850-274-2115 4/5/2012 

and 
' available ~ 

Send 
Manage 

r 96.5Sll3.7 Open CARL MANN JG88 850-567-3484 4/5/2012 No Bat;~~gcaund 
I and ·-- - ---

: available Rlllflrral 

c: 

0 

.. 

.. 
' 

' If'-

........ Q •pi!IU JE 
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Review the customer's qualifications such as education level, work history, credentials or licenses, etc. Click 
the back arrow to return to previous screen. 

, :J&.;!OCA'>yHo"lr\.1• .. 1't"1 

.. ~ 0 tl Shill ... -W.r.1111kl1rhlr.l.1.1nUI ~.,: •• : .,: ... 1 lo. r•• tt•"' • "' l r1• h1- 1 \'"J IM# I 

~·.•cnhnnon~;•oor :•! ·, Education and Training Quallflcatlontsl • 

l'-1rm,:,\Je Ar.rlvltle!t 

t•lanilg~ Scan C:111 cJ 

--~·--- --· - ---------;-
1:1 Manaoo Roports 

t-ly P~ports 

Education Level: 

Education Program Tltla: 

Education Category: 

Issuing Institution: 

State, Country: 

Completion Date (mm/yyyyl: 

Curr~ntly Attending School: 

Comments: 

Employment History 

Company Name: 

Job Till<!: 

ONET Code I Title: 

City, State, Country: 

Type or Employment: 

Full-Time or Part-Time: 

Start Data {mm/yyyyl: 

1 Year of College or a Tecllnical or Vocatoonal School 

Computer Science 

FCCJ North Campus 

FLUS 

07/1976 

l~o 

!TOll! Boltom) 

Atlanta Bread Company 

Baker 

51301100- Bakers 

Tallahassee. FL. US 

Regular 

Full Tome (30 Hours or Mor&) 

10/:2008 

After determining the customer is a suitable referral, send a message to them directly from the pending 
referral page by clicking the "Send Message hyperlink." 

t:J Homo !1:: S ian O~J t ~ Sorvlccs for Indhlldualg i;., Sorvlcos fer Emnloyct~ 

- --- -- -
c Cuuoutlv MiJn:Joolng 

ELDEn CAP.E 5EilV1C ... , 

'"c. 

·? j.j~;;;·j;, " list o"r p~ndlrf~~fetenai j~~-u"eits "tf.at are llnkotd to s~ppr~s'wed job•a;J.;s c~rr'n~ly In'
ttie system. Clli:k tho Ref•rra/llnk In the Action column to provide Information needed to 
create- a referral. 

•.~i For help cl1ck the question mark 1con 
_To sort on any column. click a column title 
---J;;b Ordcr·--·

1
· - ·- - ·· --Tnci!VIdu;;llnr.;;n;~llon ------- -~---- ----

lnrarma tlan 
I 

job--... . Statu~ 

1

· FJ~t N~~~e- La~ -- SSt{ --Pho·;;·.u.. R~~~~~t Vct~r~n ~· A~tlo;. , ··.-
Number Nn,mc Oat~ 

j .9.6555!il' Open MICHAEL NEWTON 9523 850-!508-7454 4/512012 No ~l:lUIJld . 
and 

Hef.erral 
u ~ 

·available· 

1 
96.556JI ; Open JASMINE 

l ,and 
I available 

POWELL 7495 850-274-21 t5 4/5/2012 

I 

i 
i!fl!ili6JZ ;op .. n CARL MANN 3688 850-567-3484 4/512012 

· ond 
available 

No 

SAnd -Message 

Backllround 
-·-- L 

Hef.II!Cill 

SJmd 
Message 

No , Backgr.QIJrul 
------ "' 

B.etmal 
H.:.nC"'ae R~,:urnr!!O • 

•. • • .I • ·-- I • · 
• P MSHJ. .. &Jv Ffii' )1 HIMM•• -M ··'ft¥; MIA' ¥-i'I'§M 
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On the Message Details screen, type in the job order number and position title as demonstrated below. 

- .. 
"" 

0 

.. ' . .I.. ~ 0 -; 

!'~9!JUI$1J1 .s 

a MyWorkspo ce 

I "y Staff Resources 

\ f.l'r Staff Account 

a Services for 
Workforce Stan 

f-lanage Jndl'llduals 

t·lanaiJ~ Employ~rs 

I r-tanoge Re<umes 

ll-\.1nage lob Ordero 

; f-lanagc Labor 
; E...:hange 

~ tiJild<JE- Activities 

j r-1.:milCJe Provide-r~ 

.. 

- ......_.._.. . 
. ;plaJI~a'itir'r'~th;auliJaci' ~nd 'me~~iga.'To .ioen~ ·tha maasage to th~ IndiVIdual (if they have 
an am oil address on fila), click ihe Send Message button at the bottom of the page. 

• Indicates requited nelds 1~1 For help click tile queslton mark tcon 

Message Information 

• Subject 9665312 Accountant 

• Message: 
Fv•rr .. 11 --~~ Fc..N "'.- j ' :e "~;: · 

I ~~ r .. .!.! -;;; ~ iii; :ii1 ~ ~ r= ::: - o o 
II fr:-· . .@ 4-\ ~... y,. .!J · 
,. _ • • w • • w ·" ·.. . .. - · - 1 
I! Thank you for using Employ Florida Marketplace, and your intere-st in !'! : 
·~: applying ttvough WOR KFORCEpful Our organi:at1on offer tab see~ers no .. 
! cost employn1ent assistance Including Informative workshop5 assess:menl 
~ testing. job n\atchlng and one--on-one services ~uch as resume critiques. •

1 
.. 

1

: 
mock Interviews. and career gUtdance 

; 

~- Recently. you requested compan:~/appUcation Information on a suppressed I· poslllon Afler completing the pre-qualiftcation process you meet lhe ~~ j: minimum qua~ficatlons out~ned by employer 

~ Please stop by your closest WORKFORCE plus office to pick up your 
~ referral and inquire about our no cost service!J Bring the job numberiSJ 
1 ~sled In the subject line or the emarl you recerved from us 
t· 
~ 2525 S Monroe Slreet , Su•tt! 3A 
:. Street 
~ iallahossee. FL 32301 

1140 We~t Cl:uk 

~ 
1850) 922·0023 

11·1.anaye- Follow-up and 

. Surveys . A ! ~:; .. :~~~.~~~~~.-~~:.~-~~~-B. 

1 11Jnage C.1~e 

1 
.;~s\onm.:nt Ou•ncy, FL 32351 

(850) 875-4040 

3278 

ili1fflMY* ~M·F"§·+Jcrmsn&,wa+ · , 

REFERRING THE JOB SEEKER 

,-

If the customer is determined eligible to receive the job referral, enter the following response template in the 
"Message" text box. 

Thank you for using Employ Florida Marketplace, and your interest in applying through WORKFORCE plus. 
Our organization offer job seekers no cost employment assistance including informative workshops, 
assessment testing, job matching, and one-on-one services such as resume critiques, mock interviews, and 
career guidance. 

Recently, you requested company/application information on a suppressed position. After completing the 
pre-qualification process, you meet the minimum qualifications outlined by employer. 

Please stop by your closest WORKFORCE plus office to pick up your referral and inquire about our no cost 
services. Bring the job number(s) listed in the subject line of the email you received from us. 

2525 S. Monroe Street, Suite 3A 
Tallahassee, FL 32301 
(850) 922-0023 

1140 West Clark Street 
Quincy, FL 32351 
(850) 875-4040 

Programs funded through WORKFORCE plus are equal opportunity programs with auxiliary aids and services available upon request to individuals with disabilities Persons using 
TTY /TID equipment use Florida Relay Service 711 . 
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325 John Knox Road, Bldg. B 
Tallahassee, FL 32303 

3278 Crawfordville Hwy, Unit G 
Crawfordville, FL 32327 

(850) 414-6085 (850) 926-0980 

Click "Send Message." After the message is sent, you will return to the pending referral report page. 

Select the "Referral" hyperlink for the candidate screened. Select the office location and "Referral only with 
no notification" radio button. Attach resume if directed by job order application process and select "Save". 
Be advised, if the customer has more than one resume you may need to go into the customers registration to 
determine which resume is suitable for the referral. 
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NOT REFERRING THE JOB SEEKER/DELETING THE REFERRAL 

lf the determination is made that the customer is not a good referral match, the referral will be deleted by 
selecting the "Delete" option after a message is sent to them. Choose the send message option and in the 
subject line type the job order number and position title. 

Insert the following response template: 

Thank you for using Employ Florida Marketplace, and your interest in applying through WORKFORCE plus. 

Programs fund~d through WORKFORCE plus are equal opportunity programs wilh auxiliary aids and services available upon request to individuals with disabilities Persons using 
TTY /TID equipment use florida Relay Servlc~ 711 
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Unfortunately you do not appear to meet the minimum qualifications for this position at this time. We 
encourage you to continue your job search using the Employ Florida Marketplace as positions are added 
frequently that may be suitable to your qualifications. 

Thank you for choosing WORKFORCE plus for your employment solution! 

Click "Send Message." After the message is sent, you will return to the pending referral report page. 

Delete the referral by clicking on the "Check Box" in the delete column and click on the "Delete" button. 
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If the job order is close, on hold, or the maximum referrals have been made, the referral will be deleted by 
selecting the "Delete" option after a message is sent tothe customer. Choose the send message option and in 
the subject line type the job order number and position title. 

Insert the following response template: 

Thank you for using Employ Florida Marketplace, and your interest in applying through WORKFORCE plus. 

Unfortunately, the position you have requested information about is no longer available. This may be the 
result of situations such as the job order closed, the position was filled by the employer, or the employer 
decided not to fill the position. We encourage you to continue your job search using Employ Florida 
Marketplace as positions are added frequently that may be suitable to your qualifications. 

Programs funded through WORKFORCE plus are equal opportunity programs with auxiliary aids and services available upon request to individuals with disabilities. Persons using 
TTY /TID equipment use Florida Relay Service 71 I . 

1 ora 
Page 333 of 959 Posted at 9:00 p.m. on September 11, 2012



Attachment #1 
Page 301 of 493

WPY -DG-0077 
PENDING REFERRAL DESK GUIDE 

10/07/2009 
Revision Date: 4/9/2012 

Thank you for choosing WORKFORCE plus for your employment solution! 

Click "Send Message." After the message is sent, you will return to the pending referral report page. 

Delete the referral by clicking on the "Check Box" in the delete column and click on the "Delete" button (as 
pictured above). 

*If a job seeker sends a response email, the assigned staff will respond to the message as soon as possible 
after receipt of the message, but no longer than the next business day. 

EFM Service Codes and Case Notes: 

All referrals deleted due to the job seeker not being qualified or if the position is closed, on hold, or the 
maximum referrals have been made require an activity code and a case note in EFM. The service code and 
accompanying case note should be entered in accordance with the Wagner-Peyser Services Desk Guide 
(WPY -DG-0082). 

The 134*** Employer Pre-Screening service code will be entered when the service of pre-screening the 
customer does not result in a referral. The case note should state: 

Emailed job seeker that they do not meet the minimum qualifications required to apply for the position. 

The 116*** Received Service from Staff, Not Classified service code will be entered when the job order was 
either on hold, expired, or the maximum number of referrals have been met. The case note should state: 
Emailed job seeker that the position is no longer available. 

BACK-UP Procedure 

Staff members in each office are assigned to work the pending referrals . When the assigned staff member is 
not available to work the pending referrals, the Office Manager will be responsible for providing an alternate 
staff member to handle the referrals . 

Programs funded through WORKFORCE plus are equal opportunity programs with auxiliary aids and services available upon request to individuals with disabilities Persons using 
TtY ITTD equipment use Florida Relay service 71 I 
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1. Purpose: This procedure identifies the core employer related business processes for 
WORKFORCE plus and serves as a guide in regard to the manner in which services are to 
be performed. It also provides key performance criteria and customer service principles. 

2. General: Business and Employer Services and the Executive Center serve as the primary 
face of WORKFORCE plus to the employer community. However, other operating areas 
like the Job Order Control Unit, Veteran Services, Youth Services and the MSFW program 
also have direct contact with the employer community and play an important role in 
establishing positive relationships with employers. WORKFORCE plus seeks to operate a 
demand driven system that is responsive to the needs of the employer community by 
offering services that are delivered by professional employees who are trained to meet the 
workforce development needs of employers. In order to accomplish this it is crucial to 
establish an infrastruch1re within WORKFORCE plus that will drive performance in the 
desired direction. This infrastructure will help provide clarity in regard to the roles and 
responsibilities of all staff at WORKFORCE plus who interact with the employer 
community. 

3. Identification of Core Processes pertaining to the Business Community 

3.1 General Marketing/Outreach to the Employer Community 

a. Staff assigned employer accounts to manage will develop a thirty second elevator 
speech which identifies who they are and who they represent, the nature of the 
services provided, and the benefits of the services. 

b. Staff assigned employer accounts to manage will utilize meetings related to 
economic development and meetings of community partners as a means to increase 
awareness regarding the services provided by WORKFORCE plus. 

c. Staff assigned employer accounts to manage will utilize general marketing material 
pertaining to all the services provided by WORKFORCE plus. 

d. Staff assigned employer accounts to manage will provide employers information 
regarding the Ready-to-Work program. 

e. Staff assigned employer accounts to manage will inform employers regarding the 
WORKFORCE plus website. 

f. Staff assigned employer accounts to manage will provide employers information 
regarding Employ Florida Marketplace (EFM). 

g. Staff assigned employer accounts to manage will provide employers with new hire 
registration information. 

Programs funded through WORKFORCE plus are equal opportunity programs wilh auxiliary aids and services available upon request to individuals with 
disabilities Persons using TTY /TTD equipment use Florida Relay Service 711. 
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h. Business and Employer Services and the Executive Center will promote the 
development of relationships between WORKFORCE plus and local universities, 
colleges, and teclmical institutions. 

i. Business and Employer Services and the Executive Center will provide employers 
with information relating to incentives and grant opportunities. 

3.2 Securing new business accounts 

Contacting new employers is an unending activity for Business and Employer Services. They 
must continuously reach out to the employer community to seek job listings and opportunities 
to help employers meet their workforce needs. 

The scope of employers served should not be limited to a subset of the employer community or 
be narrowly defined by the existing base of registered job seekers. Every effort should be made 
to provide a value added service to the entire employer community ranging from entry level 
positions to professional level positions. 

However, data regarding the existing pool of registered job seekers should be utilized as one 
means to target new employer accounts in order to meet the needs of registered job seeker 
customers. 

3.2.1 Methods of identifying new business accounts. 

One of the major responsibilities of an Employer Account Manager is to continually seek to 
identify potential opportunities to expand the number of employers served by WORKFORCE 
plus by establishing new business relationships with employers. 

Methods by which potential new employer accounts can be identified include but are not 
limited to the following. Newspapers, the Chamber of Commerce, new listings in Employ 
Florida Marketplace (EFM), new permits, visual sightings, referrals from the board, employer 
calls to the workforce center, on-line job data bases, company web sites, and special community 
events. 

Employer Account Managers should check the job listings in the local newspaper on a regular 
basis and read the business section in the newspaper and other business oriented publications 
for news about companies that are moving into the community, businesses 
that are expanding, and businesses that are seeking new hires. The yellow pages can also be 
utilized as an additional resource to identify potential new employer accounts. 

3.2.2 Priority for adding new business accounts 

Programs funded through WORKfORCE plus are equal opportunity programs with auxiliary aids and services available upon request to individuals with 
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All new employers identified through registration in EFM, through referral from the board, or 
through contact with one of the workforce centers will be contacted by Business and Employer 
Services or the assigned Employer Account Manager within 48 hours of identification. 

A priority will be placed on expanding relationships and job listings received from employers 
in professional and teclmical areas who offer positions with a wage at or above the hourly wage 
rate goal applicable to the area covered by WORKFORCE plus. 

Employers who list professional and teclmical job listings at a wage at or above the hourly wage 
rate goal applicable to the area will have their listings matched with the job seekers who are 
registered with the Executive Center. 

3.2.3 Preparation for contact with a new business account 

Preparation is an essential and ongoing aspect of the work of Employer Account Managers and 
has a big impact on effectiveness. 

Prior to contacting any new potential business, the Employer Account Manager should research 
the business via the internet to h-y to determine potential business needs and other information 
that will help the business consultant better relate to the business. Use the web site of the 
business to look for job descriptions, job openings, and who's responsible for hiring. Other 
potential sources of information are Career Builder, the Tallahassee Democrat and 
Monster.com. 

The Employer Account Manager should seek to identify the appropriate contact person for the 
business and the most effective way to make an initial contact: by telephone, letter, e-mail or in 
person. The contact person for the business should be someone who has decision making 
authority relative to listing of jobs and who can provide accurate information regarding the 
workforce development needs of the business. 

The Employer Account Manager should prepare marketing information that can be mailed, e
mailed, or delivered in person to the employer. The Employer Account Manager will tailor the 
employer folder to include information that is applicable to the particular employer. 
Information that is not applicable to the employer may be taken out of the business folder or 
put at the back of the folder. The business folder will normally include the following: Job order 
form, EWT Phase II, business incentives, ready to work, EFM employer user registration, menu 
of services, business consultant's card, executive center pamphlet, a WORKFORCE plus sticker, 
information relating to special upcoming events (power hour, job fair, spotlight etc.). 

The Employer Account Manager should prepare for the contact with tl1e new employer by 
identifying tl1e benefits of tl1e services provided that might be of particular interest to the 
employer as well as upcoming events that might be of interest to the employer. 

Programs funded through WORKFORCE plus are equal opportunity programs with auxiliary aids and services available upon request to individuals with 
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The Employer Account Manager should anticipate potential concems that the employer might 
have and how to best address them. This would include potential alternative screening 
methods or other programs such as incumbent worker h·aining that the employer might be 
interested in. Plan ahead regarding how you will meet potential objections with accurate 
information and success stories that might interest the employer. 

3.2.4 Initial telephone contact with a new business account. 

The ability to communicate by telephone, to determine the needs of employers, and to 
effectively describe the benefits of the services available will have a big impact on the level of 
success of any Employer Accotmt Manager. 

The following is a general guideline for the Employer Account Manager to follow as a means to 
establish rapport with the employer. 

An Employer Account Manager's success is dependent upon a positive attitude. It is important 
to engage the employer's interest during the first fifteen seconds of the initial contact. 

Choose a part of the week and time of day to telephone the employer that will be least likely to 
disrupt their work. 

Identify yourself with your full name and that you represent the local workforce board -
WORKFORCE plus. 

Briefly explain the reason why you are calling. For example, ''I'm calling to see if I can assist 
you with your hiring needs." Show your knowledge of the employer's business if possible by 
using the applicable industry vocabulary or specifics such as "I understand that you are hiring 
customer service representatives for your call center and I'm calling to see if I can assist you 
with your hiring needs." 

Establish that you are speaking to the right person, someone who makes or influences hiring 
decisions. If the person indicates that they are not the appropriate person to talk to then ask the 
name and telephone number of the person who you should talk to. Ask if they can transfer you 
to that person or if applicable schedule a meeting for you with that person 

Listen more than you talk. Try to get the employer talking about their specific needs. You 
might ask, "What's your biggest challenge in hiring." (You may want to frame that question by 
referring to specific job openings) Look for information that will enable you to begin a dialogue 
with the employer. 

You may want to begin by asking whether or not the employer is familiar with WORKFORCE 
plus. This may be accomplished by simply asking them if they have ever heard of 

Programs funded through WORKFORCE plus are equal opportunity programs with auxiliary aids and services available upon request to Individuals with 
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WORKFORCE plus or by asking them if they have ever worked with WORKFORCE pills in the 
past. As an open ended question you might ask what they know about WORKFORCE plus. 

Pick a few of the things that you think the employer might be most interested in and briefly 
discuss the menu of services available and the benefits of doing business with you. 

Topics might include personalized recruitments, labor market information, a job fair (or another 
upcoming event), candidate screening, posting jobs through EFM, or the available pool of 
qualified job candidates including the Executive Center. 

Business and Employer Services and the Executive Center should always b·y to establish a face 
to face meeting for the initial contact with the business accounts that they have been assigned if 
at all possible. Once the employer agrees on the telephone to a face-to-face meeting, move 
toward bringing the call to a close unless the employer has specific questions that need to be 
addressed. 

If the employer does not want to meet with you in person then see if they are willing for you to 
send additional information by e-mail or regular mail. If you send the information via e-mail or 
regular mail instead of meeting in person then follow-up at a reasonable time to ensure that 
they got it and to seek their job listings etc. If they are not interested in using your services then 
ask them if it is alright if you contact them again in the future to see if their situation has 
changed and to inform them of new events that we might have in the works. 

Always close the conversation with a thank you and a mention of the time, date, and place that 
you are going to meet with them if an in-person meeting has been scheduled. 

If a date is established for an in person meeting make sure you mark the time, date, and place in 
your calendar book. Try to determine if you will be meeting with just one person or with more 
than one. 

If the initial meeting is going to take place at the workforce center then reserve one of the 
conference rooms for the meeting. 

Send a follow-up by e-mail or regular mail thanking the employer for agreeing to meet with 
you or telling them that you look forward to meeting with them and include the time and date 
and place of your appoinbnent. 

3.2.5 Initial in-person contact with a potential new business account 

Business and Employer Services, the Executive Center, or Veterans Services will generally be 
responsible for the initial in-person contact with a potential new business accotmt. It is 
important that the individual who is going to make the initial in-person contact be fully 
prepared in order to make a good first impression and establish rapport and a professional 
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relationship with the employer. Be on time. If you have never been to the business before allow 
a little extra time for finding the location. 

Bring the employer folder that you have prepared for the business. Bring additional copies of 
the employer folder if you will be meeting with more than one person. Have your business 
cards available. 

Introduce yourself in an energetic manner. Smile, make eye contact, and identify yourself. Let 
people know why you are there. 

Focus on what you can do for the employer not on what you do for job seekers. To have a 
successful first contact meeting with the employer you must listen and appropriately probe for 
information regarding an employer's interests and meet objections with convincing logic. 

If the meeting is going to take place at the employer's place of business you may consider 
asking the employer if you can have a tour of the facility to help you better understand the 
specific needs of the employer and the requirements that they seek in employees. 

If the meeting is going to take place in the workforce center then make sure that someone at the 
information station is aware that the employer will be coming in and that they know to contact 
you when they arrive. Either wait for the employer at the information station or when they 
arrive have the information station contact you so that you can walk 
out to the front to greet them and escort them to the room where the meeting will take place. 

If the initial meeting takes place in the workforce center and the employer is not familiar with 
the services provided then ask if they would like a brief tour of the center. 

If multiple people are representing WORKFORCE plus at the meeting each person should be 
inh·oduced and a brief explanation provided regarding their role. If the employer has more than 
one representative present make sure you inh·oduce yourself to everyone present. 

Unless a specific topic has already been determined based on your initial telephone 
conversation with the employer, begin by having a conversation with the employer regarding 
their needs. Use the employer needs assessment form (employer in-take form as a guide). 
Don't forget that employers are in business to make money not to make jobs. 

Provide the employer with information regarding the menu of services available through 
WORKFORCE plus tailoring it to fit the needs expressed by the employer. You need to 
demonsh·ate to the employer that our services add value. 

Utilize the information in the employer folder as appropriate to explain the services available. 
Include the following in the discussion with the employer: 

• The range of available screening options 
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• Customized training programs for incumbent workers 
• Business incentive and tax credit information 
• Employer training relative to Employ Florida 
• Labor Market Information 
• Individual employer job fairs 
• Grant opportunities 
• Work Keys testing 
• Ready-to-Work 
• Any upcoming special events 
• Rapid Response and Ramp-up support 

Explain that job orders can be entered into EFM by the employer or staff assisted. Determine 
the method the employer prefers to utilize and provide any b·aining or other information to 
facilitate their preference. 

Clearly explain to the employer the follow-up that will occur relative to any job listings and the 
importance of obtaining the follow-up information. Make sure the frequency of follow-up is 
clearly understood by the employer. Any special requirements in terms of frequency of contact 
should be noted in the case notes and on the job order. 

Clarify how often the employer wants you to follow-up with them for general case management 
and for job order maintenance and the means by which they would like that to take place (in
person, telephone, or e-mail). Clearly explain that you will normally contact them once a month 
for general follow-up and that the normal time frame for follow-up for job orders is two weeks 
unless they would prefer a different time frame. Explain whether you or another Employer 
Account Manager will be making the follow-up call relative to any job orders received. 

Make sure that you obtain the correct contact information for the employer including the name 
of the contact person, their address, their e-mail address, the employer's web site address, and 
their fax number. 

Also establish a follow-up time frame for your regular on-going contact with them during 
which you will advise them about on-going events and check to see if their workforce 
development needs have changed. 

When you finish the meeting thank those present for taking the time to meet with you and very 
briefly summarize the action you have agreed to take. Tell them to be sure and contact you if 
they ever have any concerns or if you can be of assistance. Ask them if your services have met 
their expectations or it they have recommendations for improvement. Advise them that they 
may be contacted for a brief employer survey. 

Develop a written plan of action that clearly includes what you have agreed to do for the 
employer and any special concerns that the employer wants you to address. Be specific 
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regarding any delivery dates and the means by which follow-up will take place. Note any 
specific deliverables and any employer preferences in case notes. 

If you did not complete the needs assessment (employer in-take form) in writing while talking 
to the employer then complete it immediately after the appointment to ensure that 
you do not forget any of the information. File the completed needs assessment documents 
along with the written action plan. Include pertinent information in case notes. 

Within 24 hours send the employer a follow-up summary of the meeting via e-mail or regular 
mail recapping the action that will be taken for the employer and thanking the employer for the 
meeting. 
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3.2.6 Documentation of the results of the initial contact with a potential new business 
account 

The Employer Account Manager should annotate the employer visit in EFM in accordance with 
the procedures identified in the EFM Employer Services and Case Notes procedure adopted by 
WORKFORCE plus. 

3.3 Assigning new business accounts 

An automatic notice of employer registration is created each time a new employer is registered 
in EFM. Within twenty-four hours of the receipt of a notice of a new employer registration the 
Manager of Business and Employer Services must assign the employer to one of the six 
operating areas identified below. 

The Executive Center - The Executive Center will be assigned the top twenty-five ranked 
businesses in the region as determined by a yearly analysis based on a combination of the 
businesses projected growth, wage rates, opportunities for advancement, and level of 
engagement with WORKFORCE plus. 

Business and Employer Services - Business and Employer Services will be assigned businesses 
that do not fall into the category assigned to the Executive Center but who generally list a 
variety of different jobs with WORKFORCE plus that offer opportunities for career 
advancement. This would also include employers who warrant special attention because they 
have a major impact on the economic development goals of this region or because they have a 
long standing relationship of active participation with WORKFORCE plus. 

Veteran Services- Veterans Services will be assigned businesses who are federal contractors or 
who have specifically expressed a preference for hiring veterans. 

Job Order Control - Job Order Conh·ol will be assigned business who are primarily just 
interested in job posting services and who require only very basic follow-up. These will 
generally be businesses who list low wage jobs at a wage rate of nine dollars per hour or below. 
This may also include higher wage listing of businesses who only occasionally use the services 
of WORKFORCE plus and generally rely heavily on other methods for filling their job openings. 

Youth Services- Youth Services will be assigned businesses who target youth ages sixteen and 
up and who traditionally hire large numbers of youth for entry level or seasonal positions at 
lower wage rates. This may but not necessarily include fast food services, movie theaters, and 
grocery stores. Businesses in this group may also recruit older job seekers which will require 
close coordination with other program areas in order to ensure that the desired level of 
customer service is provided to these businesses. 

Migrant Seasonal Farm Workers - Businesses in the agricultural sector who require seasonal 
workers. 
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A new employer regisb·ation may also be received on an incoming job order. When Job Order 
Conb·ol identifies the business as "new", the job order will be forwarded to the Manager of 
Business and Employer Services for assignment prior to data entry of the job order and/ or 
registration. 

The Manager of Business and Employer Services will assign the account within twenty-four 
hours. 

When the board contacts the Manager of Business and Employer Services regarding a "new" 
business that has not already been assigned to an area, the Manager of Business and Employer 
Services will make an initial fact finding contact with the employer and if appropriate will then 
assign the employer account to an area in accordance with the established guidelines. 

When any other area identifies a potential new business customer then the name and applicable 
information regarding the potential new customer should be 
referred to the Manager of Business and Employer Services. The Manager of Business and 
Employer Services will make the initial fact finding telephone contact with the employer and if 
appropriate will then assign the business to an area in accordance with the established 
guidelines. The assigned Employer Account Manager will be notified via e-mail as soon as the 
determination is made. 

When a business is assigned by the Manager of Business and Employer Services to an Employer 
Account Manager, the Employer Account Manager will contact the business within twenty-four 
hours and review the employer registration in accordance with the steps outlined in the 
Employer Registration procedure. 

The Manager of Business and Employer Services will be responsible for adding the name of any 
newly assigned businesses to the list of employer accounts maintained on the common drive. 
The list should indicate the area that has been assigned the business. 

When the Employer Account Manager is assigned by the Manager of Business and Employer 
Services, a case note will be added into EFM with the title ***Account Assignment - Gro 1p 
Name***. The case note will include information related to the assignment and/ or specific staff 
assignment if applicable. 

3.3.1 Addition of new business accounts to the inventory of employers served 

The Manager of Business and Employer Services is responsible for adding any new business 
accounts that are assigned to an employer account manager to tl1e spreadsheet that is 
maintained on the common drive. The Manager of Business and Employer Services is 
responsible for completing the appropriate fields on the spread sheet and for listing the 
employer account manager to whom tl1e business was assigned as the contact on the account. 
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The Manager of Business and Employer Services should add any new employer business to the 
spreadsheet that is maintained on the common drive within 48 hours of the time that they are 
assigned the account. 

3.4 Employer Registrations- Creating and Managing Employer Registrations in EFM 

The employer account manager who is assigned a business is responsible for following the 
procedure developed by WORKFORCE plus that describes in detail how to create and manage 
employer registrations in Employ Florida Marketplace (EFM). 

3.5 Business Contact Documentation - Case note requirements for EFM 

The employer account manager who is assigned a business is responsible for recording contacts 
with employers using the appropriate Employer Service and related case note in accordance 
with the EFM Employer Services and Case Notes procedure developed by WORKFORCE plus. 

3.6 Job Order Entry- Entry and Review of Job Orders 

Job Order Conh·ol staff members are responsible for entering job orders that are not entered 
directly by the employer and for the review of job orders entered into Employ Florida 
Marketplace (EFM) by employers in accordance with the Job Order Enh-y procedure developed 
by WORKFORCE plus. 

3.6.1 Notification to workforce centers regarding the receipt of new job listings 

An e-mail is distributed daily by the Job Order Control Unit to individuals within the workforce 
center which lists all new job orders that have been entered by WORKFORCE plus in EFM. 
When possible the list should note those instances in which an employer is listing a job order 
with WORKFORCE plus for the first time. 

3.7 Job Order Maintenance- Job Order follow-up 

Job order maintenance will be the responsibility of the Executive Center, the Business and 
Employer Services Account Manager or designee, and MSFW staff for job orders entered for 
their assigned business accounts. Employers assigned to other Employer Account Managers 
will be managed by the Job Order Conh·ol staff. The Job Order Maintenance Procedure 
developed by WORKFORCE plus should be followed. 

3.8 Case Management 

The Employer Account Manager who is assigned a business in accordance with the criteria 
identified in paragraph 3.3 of this document is responsible for establishing a systematic method 
of case managing (following up) with their assigned business account based on the needs of the 
employer and available resources. 
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Factors that will impact the frequency of on-going contact with employers include the status of 
job orders received, potential problem areas relating to referrals, up-coming events, new 
business incentives, grant opportunities, information received indicating the employer may be 
expanding, and changes in the frequency of job listings received. Any specific req 1ests from 
employers regarding the frequency of on-going contact must be entered in case notes. 

The decision to expand the assignment of business accounts to Employer Account Managers 
outside of Business and Employer Services and the Executive Center is designed in large part to 
ensure that those businesses that warrant more focused and personalized case management will 
be able to receive it. 

Businesses assigned to the Executive Center, the Business and Employer Services, MSFW, and 
to Veterans Services are those for which there will be more focused and personalized case 
management. The businesses for which the Job Order Control Unit and Youth Se1vices is the 
assigned Employer Account Manager are those that require very basic case management 
consisting primarily of standard job order maintenance. If a business assigned to the Job Order 
Control Unit or Youth Services requests or warrants an in-person visit due to a potential 
problem area or the emergence of special needs then the in-person contact with the business 
should be made by the Manager of Business and Employer Services. Based on the results of the 
meeting with the business, the Manager of Business and Employer Services will then decide if 
the business account should be reassigned to another Employer Account Manager or remain 
with the Job Order Control Unit. If a business assigned to Youth Services requests or warrants 
services other than basic recruiting support, the Manager of Business and Employer Services 
should be notified to present the required information. 

The responsibility of Business and Employer Services, the Executive Center, MSFW and 
Veterans Services to case manage employer accounts should not consist solely of job order 
follow-up. Case management should be used as a means to determine any new or emerging 
needs, as an opportunity to obtain feedback regarding satisfaction with the level of services 
provided so that potential problem areas can be addressed, and as a means to provide 
information regarding upcoming events. Ongoing case management and contact between the 
Executive Center, business consultants, MSFW, and veterans services staff and their assigned 
business accounts is vital to the establishment of relationships built upon trust. 

3.8.1 - Key Components of Case Management 

Good relationships with employers are the result of ongoing, conscientious and responsive 
follow-up with employer accounts. Effective case management may be the single most 
important factor in building relationships within the business community that are based on 
trust and the belief that the services provided are value added. 
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Trust exists when the employer counts on you for referrals, hires on your recommendation, let's 
you know when there is a problem and works with you to fix it, and recommends you and your 
organization to others. 

Services are likely considered value added by an employer when the employer knows who you 
are, understands the services you provide, is genuinely interested in the services provided, 
provides you with job orders, interviews the individuals who are referred, and willingly 
provides follow-up information regarding the status of job orders and hires. 

The key aspects of case management are outlined below. These are tl1ings that tl1e Employer 
Account Manager who has been assigned a business account should do on a periodic basis. 

Seek feedback from tl1e employer regarding their satisfaction witl1 tl1e quality of services tl1at 
they have been provided to date. Follow-up on hires made to see how tl1ey are working out. 
Identify any perceived gaps or opportunities for improvement tl1at may enable you to better 
se1ve the business. 

Inform tl1e employer regarding any upcoming events. 

Review the status of any job listings received from the business. Utilize this information to 
identify success stories or any potential areas of concern. In particular, check to see if there are 
any job listings for which there were no or few referrals or job listings for which tl1ere were 
numerous referrals but no hires. These situations may point out a need to review tl1e job 
requirements listed on the job order, wage rates offered, or consideration of other more 
specialized alternative recruiting metl10ds to attract job seekers who meet tl1e needs of the 
business. This review might also signal tl1e need for additional discussion regarding whether to 
suppress or unsuppress job listings. 

Review and update as appropriate tl1e needs assessment with tl1e employer and inquire about 
future needs. Document any relevant changes in EFM case notes. 

Discuss the status of any existing job orders. Verify tl1at tl1e requirements listed are still valid. 
Inquire about any possible placements for any open or recently closed job orders within EFM. 
If necessary, provide the employer witl1 a listing of recent job referrals for tl1e employer to 
review and provide comments. Any placement information received should be immediately 
entered into EFM in accordance with tl1e Job Order Placement Desk Guide. 

Brief the employer on the importance of providing any hire information which involves 
referrals made by WORKFORCE plus. 

Determine if the employer has new job orders to list. Be prepared with job order forms. If 
feasible, obtain the information to complete the job order while you have the employer's 
attention. Review the method of screening in place. Make modifications based on the 
employers needs. 
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Verify the contents of the employer registration and the information listed on the spreadsheet of 
employer accow1ts to determine if it is still accurate. The contents of the employer regish·ation 
should be reviewed with the employer. Missing data should be collected and addresses and 
contact information updated as appropriate. Special notice should be taken to ensure that the 
NAICS Industry Code is correct, the number of employees' field is completed and the benefits 
offered are identified. 

Provide information regarding the menu of services available through WORKFORCE plus as 
appropriate based on the up-dated needs assessment. 

Review the method of employer contact and the frequency of contact with the employer. 

Check with the employer to determine how often they want the follow-up to be on job orders 
they list and the means by which they would like that to take place. (In-person, telephone, ore
mail) 

Modify the existing written plan of action for the business based to include any changes in the 
services that you have agreed to provide the employer. Case notes should be made to include 
information regarding specific services to be provided and employer preferences. Include any 
new special concerns that the employer wants you to address. Be specific regarding any 
delivery dates and the means by which follow-up will take place. 

If the employer needs assessment (employer in-take form) was not completed in writing during 
the discussion with the employer then it should be completed immediately after the 
conversation to ensure that any new information obtained is not forgotten. File the updated 
needs assessment documents along with the updated action plan. 

3.8.2 Frequency of Case Management 

Employer Account Managers should contact their assigned accounts on a systematic basis. 
Case management (follow-up) will be conducted on a case by case basis with the frequency of 
contact and the method of contact (in-person, e-mail, telephone) based on the preferences of the 
employer. Factors that will impact the frequency of follow-up include employers who are in 
targeted industries, the volume of job openings, and the wage rate of job openings with an 
employer. As a general rule, business accounts assigned to the Executive Center, Business and 
Employer Services, and Veterans Services should receive some level of case management every 
thirty days unless the business specifically requests a different timeframe. Case management 
(follow-up) for employer accounts assigned to Job Order Control, Youth Services, and MSFW 
will generally be limited to the contact required for Job Order Maintenance. Youth Services 
case management will focus on job development. 

3.8.3 - Documentation of the Results of Case Management 

Programs funded lhrough WORKFORCE plus are equal opponunily programs wilh auxiliary aids and services available upon requesllo individuals wilh 
disabililies Persons using TTY /TID equipmenl use Florida Relay Service 71 I. 

16 of 29 Page 350 of 959 Posted at 9:00 p.m. on September 11, 2012



Attachment #1 
Page 318 of 493

WO~QRC,£ 
WPY -PR-0053 

CORE PROCESSES PERTAINING TO 
THE BUSINESS COMMUNITY 

1/20/2009 

Contacts with employers should be recorded in EFM using the appropriate Employer Service 
and related case note as provided in the EFM Employer Services and Case Notes procedure 
developed by WORKFORCE plus. 

3.9 Identifying Qualified Job Seekers to Fill Job Listings 

The level of customer satisfaction among employer accounts will be determined in large part by 
the ability of WORKFORCE plus to timely fill job openings listed with qualified applicants. 
This is particularly the case with employers who are just begi1ming to utilize the services 
provided by WORKFORCE plus. The ability of WORKFORCE plus to obtain additional higher 
wage job listings is also predicated upon finding qualified applicants to fill the positions that 
are listed. Accordingly when a new employer account is established a concerted effort should 
be made to identify qualified applicants who are currently in the system to fill the job listings. 

Business and Employer Services and career consultants meet weekly. During this meeting they 
should identify any newly established employer accounts and the jobs that they have listed. 
They should advise the career consultants of any specific requirements of the jobs listed by the 
newly registered employers and provide other information that might help them find qualified 
job seekers for the job openings that have been listed by the newly established employer 
accounts. 

If there is a particular sense of urgency in filling a particular job opening that an Employer 
Account Manager has listed, the Employer Account Manager should contact the career 
consultants in person or via e-mail to ask them to do a search of the existing inventory of job 
seekers registered. 

New job listings entered into EFM are matched on a daily basis with the veterans registered in 
EFM to identify potential matches. Qualified veterans are then sent an EFM message, e-mail or 
contacted by telephone regarding the job listing. Refer to Veterans File Search Policy and 
Procedures. 

The Executive Center regularly matches any new high wage job listings with their data base of 
registered job seekers to determine if there is a suitable candidate for a particular 
"high wage" job listing. If a match is identified the Executive Center notifies the job seeker by 
telephone or e-mail regarding the job listing. 

3.10 Matching Job Listing Received from Employers with Job Seekers 

It is not just about getting the job order; it is about finding a qualified applicant that fully meets 
the requirements of the job order. 

3.10.1 The Executive Center Matching Job Listings with Job Seekers.- The Executive Center 
conducts a bi-weekly job matching and referral meeting. A data base is maintained of all job 
seekers that are being served by the Executive Center. A list of "hot jobs" (higher wage job 

Programs funded through WORKFORCE plus are equal opportunity programs with auxiliary aids and services available upon request to Individuals with 
disabilities. Persons using 111' / TID equipment use Florida Relay Service 71 I 

17 of29 Page 351 of 959 Posted at 9:00 p.m. on September 11, 2012



Attachment #1 
Page 319 of 493

~ 

WO~QRC£ 
WPY -PR-0053 

CORE PROCESSES PERTAINING TO 
THE BUSINESS COMMUNITY 

1/20/2009 

listings, job listings that are in general a good fit for the job seekers being served by the 
Executive Center, job listings that are about to expire, and job listings for which there is a 
unique sense of urgency to fill) are compared with the skills and abilities of the job seekers that 
are being served by the Executive Center to try to identify suitable matches. On an on-going 
basis the Executive Center matches the jobs of the employers with whom they have a special 
working agreement (and to the extent possible all job listings in EFM in professional and 
teclmical occupations with a wage rate of $11.28 an hour or above) with their data base of job 
seekers to try to identify potential matches. If a suitable match is found for a job listing the job 
seeker is contacted by telephone or e-mail to arrange a referral to the job listing. 

3.10.2 Business Consultants Matching Job Listings with Job Seekers -Business Consultants 
may assist employers identify job seekers through special single employer recruiting events, by 
coordinating with local colleges and teclmical institutions, through assistance with the 
development of marketing plans, and by meeting with career consultants to identify qualified 
job seekers for a particular job listing. 

3.10.3 Career Consultants Matching Job Listings with Job Seekers-

Career Consultants daily search new and existing job listings in accordance with the Career 
Consultant/Business Liaison Operating Procedure in order to identify job seeker resumes and 
skills within EFM that match the criteria of the job listings. When a match is found the job 
seeker is contacted regarding the applicable job listing and if the job seeker is interested, a 
referral is created in accordance with the job order referral instructions .. 

3.10.4 Veterans Services Matching Job Listings with Job Seekers-
All new job orders entered into EFM are reviewed daily in accordance with the Veterans File 
Search Policy and Procedure. When a job order is identified for which a registered veteran 
appears to qualify, a notice is sent to the veteran regarding the job order with information on 
how to apply for the position. 

3.11 Helping Job Seekers Find Suitable Employment 

The primary role of the Business and Employer Services is to work with the employer 
community. The Executive Center works primarily with helping professional level job seekers 
find employment as well as with the employer community to obtain professional and teclmical 
level job listings. 

3.11.1 Executive Center assisting job seekers. 

The Executive Center requires any job seeker who is interested in assistance from the Executive 
Center to first attend an orientation. The orientations are offered bi-weekly. The job seekers are 
provided information at the orientation regarding the range of services available and are 
provided a checklist that outlines tl1e specific steps that they must take in order to be served by 
the Executive Center. The steps include registering with Employ Florida Marketplace, 
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completing a resume, conducting job searches, establishing a virtual recruiter, requesting 
referrals for job openings, and scheduling an employment planning session with a career 
specialist in the Executive Center. 

At the employment platming session the career specialist completes an individual employment 
plan with the job seeker that provides specific 30, 60, and 90 day action items for the job seeker. 
The individual employment plan constitutes a "90 Day Challenge" and is designed to provide 
the job seeker with tools and resources that will assist them in conducting an effective job 
search. During the employment planning session with the career specialist the job seeker's 
registration is reviewed for completeness and accuracy. A search of current job listings is also 
made to identify any job listings for which the job seeker might qualify. The job seeker is added 
to the Executive Center data base which will not exceed 75 job applicants at any time. 

If the job seeker subsequently finds job listings on Employ Florida Marketplace tl1at tl1ey are 
interested in tl1ey contact the career specialist in tl1e Executive Center for a referral if it is a 
position for which they cannot self refer. 

The job seekers who are registered with the Executive Center also receive weekly electronic 
briefcases (e-briefs) via e-mail that provide information designed to help them find 
employment. 

The Executive Center conducts a periodic follow-up of all job seekers who are registered with 
tl1e Executive Center to determine if they have returned to work. If it is determined that a job 
seeker has been hired as a result of a referral or obtained employment tl1at information will be 
entered into EFM and services will no longer be provided. If the job seeker has not rehtrned to 
work tl1ey will continue to receive e-briefs containing tips for more effective job searches, 
information regarding job listings for which they qualify, information regarding upcoming 
workshops, and other employment related information on a systematic basis. Anytime service 
is provide to the job seeker by the Executive Center it will be entered into EFM. 

3.11.2 Business Consultants in Business and Employer Services assisting job seekers. 

When tl1e Business and Employer Services manager receives information through EFM from a 
job seeker regarding potential employment the manager will forward the information to eitl1er a 
career consultant in a workforce center or to the Executive Center for follow-up depending on 
tl1e type of employment they are seeking. 

When a business consultant does become involved in assisting a job seeker find employment 
the business consultant secures a resume from tl1e job seeker and maintains a folder of the 
resumes of the job seekers they are assisting. The business consultant advises the job seeker of 
the need to register in EFM and provide a copy of their resume to one of the career consultants 
in the appropriate workforce center who works primarily witl1 job seekers. 
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Business consultants meet weekly with career consultants to exchange information regarding 
new job listings and qualified job seekers. Business consultants should use their knowledge of 
open job listings to help business consultants match job seekers with job listings. Business 
consultants should use their knowledge of the skill sets of the pool of registered job seekers as a 
factor to consider in targeting new business accounts. 

3.11.3 Career Consultants assisting job seekers. 

Career Consultants follow the Career Consultant/Business Liaison Operating Procedure to 
match job seekers with open and available job orders on EFM. Career consultants meet weekly 
with business consultants to exchange information regarding new job listings and qualified job 
seekers. The career consultants should use this meeting to advise business consultants 
regarding new occupations and skill sets of the job seekers that they are working with. 

Programs funded through WORKFORCE plus are equal opportunity programs with auxiliary aids and services available upon request to individuals with 
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Daily job searches are conducted on behalf of all Veterans registered in EFM to identify job 
openings for which they qualify. Veterans must have a completed resume in EFM in order to be 
included in the daily job search. The LVER and DVOP should communicate with the business 
consultants, the Executive Center, and other Employer Account Managers as appropriate 
regarding the skill sets of the job seekers that they are working with. 

3.11.5 Career Specialists assisting job seekers. 

Career Specialists follow the steps outlined in the Operating Procedures for a Quality Referral 
to refer job seekers to open and available job orders. 

3.12 Specialized Events and Activities for Businesses 

a. Job Fairs 
b. Spotlights 
c. Power Hour 
d. Single employer recruiting events 
e. Chamber of Commerce events 

3.13 REACT 

A notice may be received by AWl indicating that an employer is going to have a lay off or plant 
closing. If the size of tl1e employer and number of positions impacted meets the requirements 
of the Worker Adjustment and Retraining Notification (WARN) Act, the employer will be 
advised of the WARN notice requirements. 

A WARN Notice or otl1er employer notification (received by AWl or tl1e Employer Account 
Representative) is forwarded to the Manager of Business and Employer Services. 

The Employer Account Manager (if notified first) notifies the Manager of Business and 
Employer Services who will contact the employer by telephone witl1in 24 hours of receipt of the 
notice to arrange for an in-person interview and do a very basic needs assessment on the 
telephone to help determine what type services that those impacted by tl1e layoff might be 
interested in. 

The Manager of Business and Employer Services seeks to identify other employers in the area 
who have job openings that require the same skill sets as those of the workers involved in the 
layoff. 

The Employer and Business Services Unit meets witl1 tl1e REACT team which consists of the 
project leader for Keiser, a representative of the WIA program, tl1e Wagner Peyser Program, 
and tl1e Veterans Program to determine which programs need to be represented at the in-
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person meeting with the employer. The team reviews the information in the information 
packet that will be given to the employer to ensure that it includes information regarding any 
special up-coming events. 

The team members then meet in-person with the employer to present information regarding the 
available services. This includes written information regarding the services available through 
the workforce centers. 

Based on the results of the meeting with the employer, the Manager of Business and Employer 
Services or the assigned individual is responsible for putting together a written plan of action 
that outlines the specific services that tl1e REACT team will provide. The plan will include 
follow-up meetings as appropriate with the employer and the scheduling of special events as 
appropriate for affected job seekers. 

A career consultant will be notified of the impending layoff and will begin to search available 
job openings to try to identify potential opportunities for employment for the impacted 
workers. 

The Manager of Business and Employer Services or assigned individual will provide the 
employer with a copy of the written plan either by mail or by e-mail depending upon the 
method of contact that the employer desires. 

The Manager of Business and Employer Services will provide the Chief Executive Office of 
WORKFORCE plus with a copy of the written plan and follow-up reports regarding the action 
taken in behalf of the affected employer and impacted employees. The report will include the 
number of impacted employees who have been provided services and who have been placed in 
employment. 

4.0 Customer Service Principles 

Employer Account Managers and in particular the Business and Employer Services and the 
Executive Center must be responsive to the needs of the local business community. This begins 
with the identification of the specific needs of local employers through a focused needs 
assessment instrument and the development of tailored solutions that are responsive to the 
needs of individual employers. 

It is vital to engage the local business community as h·ue partners in the workforce development 
system. 

Employer participation increases when employers are fully aware of the services and incentives 
available and believe tl1at they will be provided in a timely and professional manner. 

Programs funded through WORKFORCE plus are equal opportunity programs IIIith auxiliary aids and services available upon request to individuals 1vith 
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It is vital that Business and Employer Services and the Executive Center understand how what 
they do relates to other program and operating areas and that process linkages are in place that 
promote coordination and cooperation. 

The job order control unit serves as a central point for the input and maintenance of job orders. 
Working in coordination with Business and Employer Services and the Executive Center, the 
job order control unit is responsible for implementation of a systematic process that ensures that 
job orders are current, that the required data is entered in a timely and accurate manner, and 
that feedback is provided to the employer community on the status of job orders and referrals. 

A team based approach to business services is utilized. Business and Employer Services and the 
Executive Center who deal primarily with the employer customer must work in coordination 
with career consultants, career specialists, and veterans services staff who deal primarily with 
the job seeker customer to help find suitable workers to fill the job listings obtained from 
employers and to help job seekers find suitable employment. 

Each Employer Account Manager has a designated clientele list with which they maintain 
personal contact. Business consultants are assigned employer accounts based on occupational 
segmentation and geographical areas. 

Employer Account Managers focus their efforts on targeted occupations in order to provide the 
most efficient utilization of available resources. Labor market information is utilized to target 
business segments that are expanding. Business and Employer Services and the Executive 
Center work with economic development agencies and the local Chamber of Commerce to 
target new businesses. 

Employer Account Managers must have the aptitude, motivation, and organizational skills 
needed to effectively communicate with the employer community. 

Preparation for contacting employers is an essential and ongoing aspect of the work of 
Employer Account Managers and has a big impact on their effectiveness. 

Case managing business accounts is an important aspect of being an effective Employer 
Account Manager. However, Employer Account Managers have to make distinctions regarding 
the amount of time they can devote to case managing individual business accounts. Therefore 
their effectiveness depends on prioritizing employer contacts and selecting the approach and 
teclmiques that are most likely to yield the greatest return in the volume and wage rate of job 
listings. 

5.0 Skill Sets Required to Effectively Work with the Business Community 

Good at networking 
Relates well with the business community 
Confident 

Programs funded through WORKFORCE plus are equal opportunity programs with auxiliary aids and services available upon request to individuals with 
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Good verbal and written communication skills 
Honest 
Flexible 
Accountable 
Energetic and outgoing 
Enjoys working with people 
Good listener 
Attentive and intuitive about what others need 
Disciplined and organized 
Good time manager 
Able to multi-task 
Must be able to work independently and as a team 
Must have basic computer and typing skills 
Must have the ability to create spreadsheets 
Must have transportation 

Experience in customer service helpful 
Experience in sales helpful 
Experience in working witl1 teams helpful 
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Experience in human resource law, policy and procedures helpful 

6.0 Key Linkages between Business and Employer Services and other Program Areas 

6.0.1 Wagner PeyserjBusiness and Employer Services 

The Wagner Peyser program needs Business an Employer Services to secure suitable job listings 
so that they can place job seekers in employment. They also require positive employer feedback 
to employer satisfaction surveys. Business and Employer Services need the Wagner Peyser 
program to fill tl1e job listings that tl1ey secure from the employer community with qualified 
workers. They also require positive feedback from job seeker satisfaction surveys. 

6.0.2 Welfare Transition/Business and Employer Services 

The Welfare Transition program needs Business and Employer Services to secure job positions 
witl1 the potential for career growtl1 to enable their customers to become self sufficient through 
gainful employment. Business and Employer Services needs the Welfare Transition program to 
place qualified job seekers in the enb·y level job listings they secure from the employer 
community. 

6.0.3 Job Order Control/Business and Employer Services 

Job Order Control needs Business and Employer Services to secure job orders and to conduct 
the required job order maintenance on the business accounts that they are assigned. Business 
and Employer Services needs the Job Order Entry Unit to input job orders on a timely basis and 
to conduct the follow-up on the employer accounts that have been assigned to the Job Order 
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Control Unit. Business and Employer Services also needs the Job Order Entry Unit to inform 
them when a situation arises that warrants the business consultant contacting with the 
employer. 

6.0.4 WIA/Business and Employer Services 

WIA needs Business and Employer Services to secure professional and technical level higher 
wage positions so that they can place qualified unemployed or underemployed adult and 
dislocated workers in employment that is equal to or better than what the worker earned in 
their prior employment. Business and Employer Services needs WIA to fill the professional and 
technical job listings that they receive from businesses with qualified workers. 

6.0.5 Veterans Services/Business and Employer Services 

Veterans Services needs Business and Employer Services to secure suitable job listings so that 
they can place veterans in gainful employment. Veterans Services also needs Business and 
Employer Services to help make the employer community aware of the services provided to 
veterans and the pool of registered qualified veterans who are seeking employment. Business 
and Employer Services needs Veterans Services to assist with securing suitable job listings form 
employers and to help place qualified applicants in the job listings obtained from the business 
community. 

7.0 Key Linkages Between the Executive Center and other Program Areas 

Executive Center/ All Program Areas - Program areas need the Executive Center to help 
professional workers with five or more years of management/ professional experience or college 
graduates desiring work in a professional, mid-level management or highly 
specialized field find employment for which they qualify and to help secure job listings for 
higher wage paying employment. Program areas also need the Executive Center to develop 
relationships with businesses in the area that will list their job openings with WORKFORCE 
plus so that program areas can place job seekers in suitable employment. 

The Executive Center needs other program areas to be aware of the services provided through 
the Executive Center and that the Executive Center provides services to qualified job applicants 
with the required years of management/ professional experience or college graduates desiring 
work in a professional, mid-level management or highly specialized field. 

8.0 Suppress and Unsuppress Guidelines 

When a job order is suppressed, WORKFORCE plus in effect screens applicants against the job 
requirements provided by the business for the given job order. Referrals are only made when 
based on the available information the applicant appears to meet the employer's stated 
requirements thus saving the business the time and effort required to interview unqualified 
applicants. 
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When a job order is un-suppressed, WORKFORCE plus does not screen applicants on behalf of 
the employer. The employer' s requirements are listed on the job order but the job seeker in 
effect self screens and can apply direct to the employer. 

The internet and the advent of numerous job search engines including EFM have had an impact 
on the process that many businesses use to recruit and hire employees. As a result 
WORKFORCE plus has modified its position from requiring that all job orders listed with 
WORKFORCE plus be suppressed to allowing businesses the option of un-suppressing job 
orders. 

The intent of providing businesses the option to suppress or un-suppress a job order is to better 
tailor services to the specific needs of individual businesses and to provide more effective 
utilization of the resources available so that time is not spent screening job seekers when that 
function is not desired or viewed as value added by a business. 

It is important to keep in mind that many of WORKFORCE plus' existing core business 
customers view the ability of WORKFORCE plus to screen job applicants as a value added 
service as well as one that distinguishes WORKFORCE plus from others. Potential new 
business customers may also view screening as a value added service. Accordingly, businesses 
should continue to be advised of the value of suppressing job orders and the ability of 
WORKFORCE plus to screen job applicants. 

The decision to suppress or un-suppress job orders should be at the employer' s discretion on a 
case by case basis based on what is in the best interest of the employer. Employer Account 
Managers who are assigned a business account should explain the difference between 
suppressing and un-suppressing a job order to the business at the time of the initial employer 
regish·ation and when any job orders are received for which the business has not already 
expressed a preference. The Employer Account Manager should also discuss the advantages 
and disadvantages of suppressing or un-suppressing a job order as needed during regular job 
order maintenance. 

While suppressing job orders will have a positive impact by reducing the number of individuals 
on the pending referral list, this should not be the sole factor that drives the decision as to 
whether a job order is suppressed or unsuppressed. In all cases the decision should be based on 
what is in the best interest of the business and whether or not the business views screening by 
WORKFORCE plus as a value added step. 

Businesses should be advised that when a job order is suppressed, WORKFORCE plus will 
screen applicants and only make referrals when the available information indicates the job 
seeker meets the employer's requirements . Businesses should be advised that when the job is 
unsuppressed then job seekers can apply direct to the employer without any screening on the 
part of WORKFORCE plus. 

Programs funded through WORKFORCE plus are equal opportunity programs with auxiliary aids and services available upon request to individuals with 
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If the business elects to unsuppress a job order they should be advised that the quality and 
clarity of the job requirements listed on the job order will have a big impact on whether or not 
unqualified applicants self-refer. This method will produce results similar to those received 
when posting notices in the newspaper or with other web based employment search engines. 

Keep the explanation provided to the business regarding suppress and un-suppress as simple 
and clear as possible and avoid jargon that might be confusing. The advantages of suppressing 
a job order and screening should always be presented to the business as a service offered by 
WORKFORCE plus. 

It should be understood that there is no hard and fast quantitative guideline regarding when a 
job order should be suppressed or unsuppressed. This is a decision that has to be made based 
on a case by case basis. Overtime, as WORKFORCE plus' gains experience and additional data 
relating to the impact of suppressing or unsuppressi.ng job orders, quantitative criteria may be 
implemented. 

The following factors are recommended as reasons why a business might want to suppress a 
job order: 

The employer views the screening provided by WORKFORCE plus as a value added service. 

The employer will give preference to candidates provided by WORKFORCE plus. 

The business has a b·ack record of utilizing the services provided by WORKFORCE plus as a 
means of finding and hiring qualified applicants as compared to replying on other methods 
such as newspaper advertisements or walk in traffic to fill job vacancies. 

The job has specific requirements that warrant screening. 

The business does not list the job on a company website. 

The business does not advertise the job order on other job search engines and in the newspaper. 

The job requires more than aGED or high school diploma. 

The job pays a wage at the current LLSIL or above. 

The following factors are recommended as reasons why a business might want to unsuppress 
a job order: 

The employer prefers to do all of the screening themselves. 

The job is a low wage position for which there are very few requirements to actually screen 
against. 
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The business seeks a broader geographical base for applicants beyond the three county area 
served by WORKFORCE plus and they have the ability for job seekers from other geographical 
areas to apply direct to the business through their own business website . This might be 
valuable when it is clear that there is not an existing base of qualified workers in this area that 
will meet the requirements of the business or if the business is hiring for locations that are 
outside of the three county area served by WORKFORCE plus. 

The business primarily utilizes their own website to post job openings and allows job seekers to 
apply for a job direct to the employer tlu·ough tl1e employer's web site. 

The employer primarily utilizes means otl1er tl1an WORKFORCE plus to hire employees such as 
applications received tluough their own website, newspapers, and direct walk-ins and does not 
give any preferential treatment to job seekers who have been screened and determined work 
ready by WORKFORCE plus. 
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9.0 Methods of Screening Job Applicants that are Available to Businesses 

Employer Account Managers should understand and be able to clearly explain the range of 
screening options available to employers. It is important that they establish the method of 
screening applicants that best suits the employer's needs. 

To the extent possible the screening option should be tailored to meet the specific needs of the 
employer. For example, if the employer is resistant to listing job openings based on a negative 
experience in the past because non-qualified persons were referred then present a more hands 
on screening process designed to preclude that &om happening. If the employer has 
experienced problems relating to referrals in the past take ownership of the concern and do 
everything you can to ensure that the problems do not occur again in the future. Take any 
customer complaints seriously but not personally. 

Make sure that the employer is clearly stating the job requirements and that the job order form 
accurately reflects all the specific job requirements. 

The Range of Screening options include the following: 

• Standard screening by the career specialist with qualified job seekers given a direct 
refenal to the employer 

• Standard screening by the career specialist with resumes/ applications of qualified job 
seekers that are provided to the employer 

• Standard screening by the career specialist with resumes/ applications of any qualified 
job seekers also reviewed by the business consultant before the resumes are provided to 
the employer 

• Standard screening by the career specialist with any job seekers who are determined to 
meet the requirements of the employer referred to the business consultant for an in
person screening before the candidate is given a referral to the employer 

• Specialized recruibnent by the business consultant. The business consultant researches 
the bank of job applicants to try to identify a suitable applicant for the employer. 

• WorkKeys testing to screen job seekers. 

• Ready-to-Work certification required before a referral can be made. 

• Specialized employer round table recruibnents through the Executive Center. The staff 
in the Executive Center can utilize their pool of job seekers to help an employer identify 
suitable applicants. 
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TO: WORKFORCE plus Operators Operating in Region 5 and Affiliated Partners 

FROM: Kimberly A. Moore, Chief Executive Officer 

SUBJECT: Rapid Response and NAFTA TAA Programs 

EFFECfiVE 
DATE: March 14, 2012 

EXPIRATION 
DATE: Until Superseded or Rescinded 

Purpose: 
Effective July 1, 2004 the Regional Workforce Boards assumed responsibility for both the Rapid 
Response/REACT and NAFT A/T AA programs. WORKFORCE plus is responsible for the locally led response 
activities in Gadsden, Leon, and Wakulla counties. In addition, we are tasked with addressing the reporting 
aspects, including designating key staff to serve as our region's point of contact. 

Definitions: 
WARN: Worker Adjustment and Retraining Notification 
REACT: Reemployment and Emergency Assistance Coordination Team 
TAA: Trade Adjustment Assistance 
RWB: Regional Workforce Board 

Overview of Roles and Responsibilities: 
The Department of Economic Opportunity will send a copy of the WARN notice or other layoff notification to 
the RWBs and also entered into the Rapid Response Database with real time uploads of WARN notices to the 
REACT web site. State REACT staff will contact the employer acknowledging receipt of the WARN notice 
within 48 hours. For additional information on WARN go to: http:/ /www.floridajobs.org/office
djrectm:y/division-of-workforce-services/workforce-programs/reemployment-and-emergency-assistance
coordination-team-react/warn-notices/warn -notices-procedure-and-instructions 

Upon receipt of a WARN, the Regional Workforce Board staff or designated One-Stop Career Center staff 
should contact the employer and set up a meeting to discuss services available to the employer and 
dislocated workers. Information should be provided to the employer about possible aversion resources, such 
as short-term Unemployment Compensation. The employer should be advised to schedule informational 
sessions for the dislocated workers. During the initial employer contact, a determination should be made if 
the plant closure or mass lay off was caused by increased imports from foreign countries or of a shift of 
United States production to a foreign nation. This will assist the local Rapid Response team in filing a Trade 
petition and in planning for special services authorized under the T AA program. 

In situations where notification of layoffs or plant closings are received after the workers have been 
terminated from employment, an attempt should be made to contact the dislocated workers and explain the 
services available to them at the One-Stop Career Center. Information on benefits and services, via mail
outs, should be sent to workers who were not afforded informational sessions prior to release from the 
worksite. 

Programs funded through WORKFORCE plus are equal opportunity programs with auxiliary aids and services available upon request to individuals with disabilities Persons using 
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On-site employer visit reports should be completed after the initial visit with the employer. These reports will 
provide the One-Stop Career Center with: (I) the name and address of the employer, (2) the begin and end 
date of the layoff, (3) the date a WARN notice was received, (4) number of affected employees, (5) whether 
the employer was impacted by foreign trade, (6) dates and locations for the worker informational sessions, (7) 
identification of the RWB region(s) that serves the workers, (8) the name of any labor union(s) representing 
the affected workers, and (9) the contact person(s) and phone number(s) of the partners who participated in 
the on-site visit. 

The RWB staff responsible for completing the visit report should send a copy of the report by mail or bye
mail to: 

Department of Economic Opportunity 
REACT 
I 07 East Madison Street 
Caldwell Building 
MSC G229 
Tallahassee, Florida 32399-4 13 7 

The employer visit report form is available on the REACT website: 
htt!l:l /www.floridajobs.org/docs/workforce-professionals/rr-on-site-visit-report-with-logo- p - 3 .pdf 

On-site Contact/Informational Sessions: 
On-site contact/Informational sessions for dislocated workers are required by federal regulations and should 
be planned in collaboration with other agency and community-based partners. If at all possible, the sessions 
should be scheduled with the dislocated workers prior to lay-off. The sessions provide information on filing 
for unemployment compensation, dealing with change, services available at the One-Stop Career Centers, 
financial counseling, child care assistance, career change and training. 

Dislocated Worker Transitional Reemployment Services Surveys should be distributed to the workers for 
completion. The surveys will provide valuable information to the One-Stop Centers regarding reemployment 
services needed for the dislocated workers. The survey form can be located on the DEO website at: 
http:! /www.floridajobs.org/docs/workforce-professionals/react dw transem12survey I20607.pdf To 
comply with federal reporting requirements, RWBs should provide to the State REACT Unit, by the last day of 
each month, the number of worker surveys completed . Therefore, One-Stop staff will need to provide this 
information one day prior to the actual end of the month . 

Dislocated State Workers: 
Since June 200 I, over 6,000 state workers have been dislocated due to privatization or outsourcing. At the 
direction of the Governor's Office, DEO and the Regional Workforce Boards have been requested to follow-up 
on and assist these workers. REACT Coordinators were assigned the responsibility of contacting dislocated 
state workers and providing reemployment assistance information. Each week a list of dislocated state 
workers was e-mailed to the Coordinators. The Coordinators contacted the workers and assisted with job 
search, offered referral to supportive services, and provided labor market information. REACT Coordinators 
forwarded their weekly contact list to the state office for entry into the Workforce Transition Database. 

This activity is now the responsibility of the Regional Workforce Boards. Rapid response staff at each One
Stop Career Center will be e-mailed a weekly list of dislocated workers in their administrative area. To the 
extent practical, each displaced state worker should be contacted and offered/provided reemployment 
assistance or followed-up on. The results of the contacts should be e-mailed to my attention on Wednesday 
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of each week to insure that this information is available by the close of business each Thursday for entry into 
the Workforce Database by DEO. Each Friday, the State REACT Unit compiles a report of workforce services 
that were provided to the dislocated state workers. This report is submitted to Florida Department of 
Management Services. 

Report Submission: 
To meet federal reporting requirements, Regional Workforce Boards via the One-Stop designee will need to 
provide the follow data to the State REACT: 

Dislocation Events: 
Affected Workers: 

Rapid Response Visits: 

Worker Surveys Completed: 

REACT Materials and Handouts: 
One-Stop Center Career staff will be responsible for preparing, copying, and assembling all 
materials/handouts used in employer/informational sessions and mail outs. The Rapid Response funding 
provided to the RWBs is to be used to cover the cost of materials. 

The following materials are usually provided to dislocated workers during informational sessions. Ordering 
information has been included for your use. 

Surviving a Layoff or Downsizing 
Dahlstrom & Company 
155 Wilson Street 
Holliston, MA 017 46 
Phone (800) 222-0009 
Fax (800) 997-7444 
FEID 04-2722441 
2,500 for $2.10 each 

The Job Hunting Handbook 
Dahlstrom & Company 
155 Wilson Street 
Holliston, MA 01746 
Phone (800)222-0009 
Fax (800) 997-7 444 
FEID 04-2722441 
2,500 for $2.10 each 

Florida's Unemployment Compensation Program Booklets 
Chada Sanders 
Department of Economic Opportunity 
UC Reengineering Unit 
(850) 245-74 78 
SC# 205-7478 
(850) 921-3265 (fax) 
SC# 92 1-3265 
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Pension and Health Care Coverage 
Questions and Answers for Dislocated Workers 
U. S. Department of Labor 
Pension and Welfare Benefits Administration 
1-(800) 998-7542 
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Rapid Response and NAFT A T AA Program Directive 

Effective Date: 03/14/2012 

TRADE ADJUSTMENT ASSISTANCE (TAA) PROCESS 

Effective July I, 2004, the Department of Economic Opportunity (DEO) decentralized the administrative and 
training functions for the Trade Adjustment Assistance (TAA) Program to the Regional Workforce Boards 
(RWBs) . Therefore, the One-Stop provider will need to identify an individual who will serve as T AA 
Coordinator for the region. 

Outlined below are activities and actions associated with this program. 

Petitioning Process: 
The State TAA Coordinator will be responsible for the upfront activities and coordination of the petitioning 
process. All Trade petitions should be filed simultaneously with the United States Department of Labor and 
DEO. Petitions filed by the petitioning parties will be logged, reviewed and submitted to United States 
Department of Labor (USDOL) for determination. Upon final determination, State TAA Coordinator will notify 
the RWB Executive Director and local TAA Coordinator/designee. 

Rapid Response Activities: 
As outlined in the Trade Act of 2002, the Governor shall ensure that rapid response assistance, and 
appropriate core and intensive services under WIA are available to workers covered by a certified petition . 

Informational Sessions: 
Initial Informational sessions for trade impact affected workers should take place as outlined in the Rapid 
Response process for dislocated workers. An additional Informational session for trade impact workers may 
be conducted after a petition has been certified. T AA Informational sessions will include specific information 
relative to training, income support (TRA), Health Coverage Tax Credit (HCTC) and Alternative Trade 
Adjustment Assistance (AT AA). 

Training and Administrative Funding Allocations: 
One Stop Center staff/local T AA Coordinator will provide the following services to TAA customers. 

• Assessment Services 
• Reemployment Services 
• Counseling Services 
• Approval for Training Activities 
• MIS Data Entry for TAA participants 
• Vendor Payment 
• T AA Materials and Handouts 

Note: Customers who are eligible for training must follow the established WIA training criteria using the 
regions Targeted Occupations Ust. 

Programs runded through WORKFORCE plus are equal opportunity programs with auxiliary aids and services available upon request to individuals with disabilities. Persons using 
TTY /TID equipment use Florida Relay Service 71 I . 
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Employed Worker Training Directive 
Effective Date: 07/16/2012 

TO: WORKFORCE plus Operators Operating in Region 5 and Affiliated Partners 

FROM: Kimberly A. Moore, Chief Executive Officer 

SUBJECT: Employed Worker Training (EWT) Directive 

EFFECTIVE 
DATE: July 16,2012 

EXPIRATION 
DATE: Until Superseded or Rescinded 

PURPOSE: 
The purpose of this directive is to provide guidance to WORKFORCE plus staff when serving Employed 
Workers. This directive will also outline the responsibilities of staff for determining eligibility, case file 
construction, case management, MIS data entry, follow-up, and invoice payment processing. Employed 
Worker Training (EWT) is customized training designed to assist employers with employee retention by 
providing skills upgrading enabling the employer to stay competitive in the marketplace and enabling 
employees to retain their employment. 

REFERENCES: 
Department of Economic Opportunity Final Guidance - 060 rev 08.22.11; WIA Section 134(d) (3) (A) (ii), 20 
CFR 663.230. 

BACKGROUND 
An Employed Worker is a working individual in need of retraining or upgrade of existing skills to obtain or 
retain a job that allows for self-sufficiency. There are three types of Employed Workers: 

I. An employed adult that seeks WIA funded training through WORKFORCE plus of their own accord . 
2. A Dislocated Worker that has become re-employed in an income maintenance job (a job with a lower rate 
of pay than the job of dislocation) and needs the training to increase their earnings potential. 
3. Employee(s) are identified by their employer that requests training on their behalf in order to: 

• Retain employment in a job that leads to self-sufficiency 
• Upgrade to a better paying position with the employer 
• Layoff Aversion to retain employees 
• Reduces employee turnover 

EWT Guidelines: 
Employers that meet all of the following criteria are eligible to apply for an Employed Worker Training. 

Program requirements: 

I . Employers in the private, for-profit sector, private, not-for-profit, non-profit, local governments, or public 
agencies; 
2. Employers must have a business located in Gadsden, Leon, or Wakulla Counties; and 
3. Employers must have at least two full-time employees. 
4. Employers must be current on all state and local tax obligations. 
5. Must have been in operation in Florida for at least one year prior to application date. 

Programs runded through WORKFORCE plus are equal opportunity programs with auxiliary aids and services available upon request to individuals with disabilities Persons using 
TTY /TTD equipment use Florida Relay Service 71 I. 
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WIA-DR-0 192 
Employed Worker Training Directive 

Effective Date: 07 I 1612012 

Adult participant that is employed at participation (Employed individual seeking assistance on their own) . 

1 .) Basic eligibility and suitability for training will be determined by WIA Career Specialist/WIA Program 
Manager using 150% of the LLSIL for determining income eligibility. The Employed Worker will be provided 
Core and Intensive Services prior to be enrolled into Training. 

Dislocated Worker that has become re-employed in an income maintenance job. 

2. Basic eligibility and suitability will be determined by the WIA Career Specialist/Program Manager. Income 
maintenance employment is defined as employment that the customer has accepted that is 80% or lower than 
their rate of pay at dislocation and lower than 150% of the Lower Level Standard Income Level (LLSIL). 
Additionally, there must be a demonstrated need for training to obtain new employment in a targeted 
occupation. Wages used for calculating the Dislocated Worker's income does not include household income. 

Employed Worker (EWT) agreement with employer for an individual(s) identified by an employer. 

3. An EWT contract is an agreement between employers, employees, and WORKFORCE plus that provides up 
to 50% reimbursement of training dollars to compensate the employer for the costs of training provided to 
employees. The primary goal of an EWT is to assist employees in the retention of a job by: 

• Enhancing their skills or learning a new technology 
• Averting layoffs and saving jobs 
• Providing skills to employees that lead to self-sufficient income 

Employees must meet basic eligibility and suitability with their hourly wage being lower than 150% of the 
LLSIL. If the Employed Worker currently meets the definition of self-sufficiency, but needs services in order to 
retain their self-sufficient employment, they may be served if documentation (statement of need) is obtained 
from the employer that the employee will not be retained unless additional training or services are received . 

Requirements: 

Employers are eligible for up to $10,000 of EWT funding per program year. Up to 5096 of allowable costs will 
be reimbursed to the employer upon successful completion of the EWT grant. Example, an employer is 
scheduled to train 15 employees at a total cost of $8,000.00, WORKFORCE plus will reimburse the employer 
up to $4,000.00 of allowed costs. 

1. The employer must contribute at least 5096 to the training project to receive an EWT grant from 
WORKFORCE plus. Employer contributions include: 

• Instruction/Tuition 
• Curriculum Development 
• Materials/supplies 
• Use of space and equipment 
• Trainee wages (including benefits) during training 

2. The training provided must be reasonable and will lead or allow the employee to reach self-sufficiency and 
maintain their employment. 

EWT Grant Application Steps and Staff Responsibilities: 
(EWT grant applications will be reviewed within seven business days of receipt) 

Programs funded through WORKFORCE plus are equal opportunity programs with auxiliary aids and services available upon request to individuals with disabilities. Persons using 
TTY /TID equipment use Florida Relay Service 71 I. 
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WIA-DR-0 192 
Employed Worker Training Directive 

Effective Date: 07/16/2012 

I . Will serve as the Point of Contact with the employer. 
2. Will provide EWT employer and employee(s) applications to employer/employee(s) 
3. Responsible for securing the statement of need for training from the employer. 
4. Will determine eligibility and obtain I-9 with supporting documentation upon receiving participant 
application (Participant eligibility will be completed within three business days) : 

• Participant application 
• Completed/Signed Individual Employment Plan (IEP) 
• Copy of identification (example: Drivers license, passport, other acceptable forms as listed on the 1-9 

form) 
• Signed copy of SSN card 
• Income verification form 

5. Obtain the training plan: 
• Type of training 
• Training curriculum or outline 
• Training facilitator- If training is being conducted in-house, credentials of the individual(s) facilitating 

the training on company letterhead must be provided 
• Purpose of training- What the training participant will learn and why is this training needed 
• Training wage 

6. Budget- Complete the required budget section in the application. 
7. EWT Agreement- If all participant(s) eligibility is approved, BES will contact the employer and schedule an 
appointment to review the following : 

• EWT Agreement (terms and conditions) 
• Documents needed for invoicing 
• Signatures, finalization of the agreement 

8. BES staff will obtain documentation from the employer while the participant is in follow-up status after 
soft exiting from the WIA program and provide the documentation to the WIA Career Specialist for data entry 
into the MIS. 

WIA Career Specialist: 

I . Will create a hard copy case file (two parts) that contains: 

Copy of Training Agreement Complaint/Grievance Form 
Copy of Employer Application Release of Information Form UNI-FR-0045 
Copy of Statement of Need Income Verification Form 
Participant EWT Application Individual Employment Plan (IEP) 
Copy of I-9 and supporting documentation Activity Screen printouts 
Emgloyment Verification Form UNI-FR-001 I Copy of Credential 
Standard Initial Case Note Case Closure Printout I Follow-up Printouts 
IEP Confidentiality of Records 

MIS Data Entty: 
The Career Specialist is responsible for completing the data entry elements for the EWT participant. 
1. I 02- Initial Assessment (Core Activity) 
2. 205- Development Service Strategies (IEP/ISS/EDP) (Intensive Activity) 
3. 304 -Customized Training (Training Activity) 
4. Initial case note 

Programs ti.mded through WORKFORCE plus are equal opportunity programs with auxiliary aids and services available upon request to individuals with disabilities Persons using 
TTY /TID equipment use Florida Relay Service 711. 
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Example for initial case notes for an EWT Adult -

WIA-DR-0 192 
Employed Worker Training Directive 

Effective Date: 07/16/2012 

*This is a sample case note for an EWT participant who is participating in an EWT through an employer EWT 
agreement. 

Assisted Core Services 

Participant is employed at Company. The participant is economically disadvantaged and 
qualifies for our WIA EWT program OR due to the fact that the participant's annual income falls under the 
I5096 of the LLSIL OR the employer has provided a statement of need indicating that if the customer does not 
receive training they will not be retained as an employee without skills upgrade. Participant is currently 
employed/unemployed (If employed, must notate that the customer is not employed in a self-sufficient job). 
We have discussed the available services at WORKFORCE plus and through other partner agencies. We 
discussed LMI information, Training Vendors and Customer Choice. We discussed the WIA program and the 
benefits that are available. Participant states to have/not have a high school diploma/GED. The highest grade 
completed is __ . Participant has limited occupational skills that do not allow for self-sufficiency OR 
requires skills upgrade to retain employment. Participant is seeking assistance in obtaining self-sufficient 
employment. Participant has the following barriers opportunities/employment challenges , 
_____ , , (offender, occupational skills, employability skills, family of 
one/handicapped, transportation, etc.). Participant received the following Assisted Core services, eligibility 
determination, intake of documentation and registration for WIA. Participant was registered and has been 
enrolled in the Assisted Core services activity. EEO information has been obtained. We have determined the 
need for referral to Intensive Services. 

Intensive Services 

________ has been enrolled in the Intensive services activity. Participant completed the IEP and 
was referred to training services. 

Training Services 

_________ has been placed in the customized training activity for program. 
The participant requires this customized training to retain their employment, the participant starts training on 
_______ and is expected to complete training on ________ _ 

5. Once the Career Specialist receives the credential, they will enter the credential into the MIS when closing 
the activity code 304-Customized Training. They will close out any remaining activities and close the case. A 
case note will be entered indicating the customer completed the training and that the case is being closed. If 
the customer has not successfully completed the training the activities will be closed out as unsuccessful and 
the case will be closed. 

6. The WIA Career Specialist is responsible for entering the quarterly follow-ups when the participant soft 
exits from the WIA program. TheBES staff will provide the follow-up documentation to the Career Specialist. 

Reimbursement: 
A. PAYMENTS: 

(I) The Employer can receive up to $10,000 for all approved employed worker's training costs. The 
Employer shall be reimbursed for up to 50% of the employed worker's approved training costs. 

(2) Invoice (Attached) : To receive payment, the Employer must submit a properly completed invoice 
and a copy of the following documentation. 

Programs funded through WORKFORCE plus are equal opportunity programs with auxiliary aids and services available upon request to Individuals with disabilities Persons using 
TTY /TID equipment use Florida Relay Service 711. 
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I. Copy of employee payroll registers showing total gross wages paid and number of hours 
worked for each month worked while in training. 

2. Copy of match documentation such as employee payroll register, invoices, receipts, etc. 
demonstrating total amount of match. 

3. Copy of invoice from training provider. 
4. Copy of cleared check demonstrating payment to the training provider. 
5. Proof of employee's successfully completed training. 
6. Copy of approved budget. 

(3) Each properly prepared invoice and supporting documentation must be received within 60-days of 
the completion of the employed worker's training. 

Programs funded through WORKFORCE plus are equal opportunity programs with auxiliary aids and services available upon request to individuals with disabilities. Persons using 
TTY /TID equipment use Florida Relay Service 71 I . 
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MSFW Outreach Plan 

ACTIVITY July Aug Sept. Oct. Nov. Dec. Jan. Feb. March April May June 

FOCUS ON FARMWORKERS 

Visits to MSFWs at labor camps, work sites, gathering areas, etc. 
35 35 35 35 20 20 20 35 35 35 35 35 

Presentations to groups of MSFWs (migrant education/Head Start 
parent meetings, ESL classes, churches, etc.) 5 5 5 5 10 10 10 5 5 5 5 5 
Visits to staff/staff meetings at organizations which serve MSFWs 

5 5 5 5 15 15 15 5 5 5 5 5 
Attending MSFW interagency "councils" 

0 0 0 0 0 0 0 0 0 0 0 0 
Regular outstation visiting/intake 

50 50 50 50 40 40 40 50 50 50 50 50 
Other MSFW outreach activities* 

5 5 5 5 5 5 5 5 5 5 5 5 
FOCUS ON EMPLOYERS TO PROMOTE HIRING MSFWs 

Visits to agricultural businesses 
10 10 10 10 5 5 5 10 10 10 10 10 

Visits to non-agricultural businesses 
3 3 3 3 10 10 10 3 3 3 3 3 

Presentations to meetings/groups of employers 
2 2 2 2 5 5 5 2 2 2 2 2 

Other employer focused activities to promote hiring MSFWs 
5 5 5 5 10 10 10 5 5 5 5 5 

Estimated outreach hours in month 
120 120 120 120 120 120 120 120 120 120 120 120 

Estimated number ofMSFW outreach contacts" by month 
100 100 95 95 75 65 65 88 88 89 90 100 
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WPY -DR-0094 
Migrant Seasonal Fannworker Program 

Effective Date: Upon Issuance 

To: WORKFORCE plus Operators Operating in Region 5 and Affiliated Partners 

From: Kimberly Moore, Chief Executive Officer 

Subject: Policies for the Migrant Seasonal Farm Worker Program 

Effective Date: Upon Issuance 

Expiration Date: Until Superseded or Rescinded 

PURPOSE: 
The WORKFORCE plus service area is comprised of three (3) counties: Gadsden, Leon and 
Wakulla. Gadsden County is known to have a significant number of migrant and seasonal 
farmworkers (MSFW's). Due to this designation, this document will serve as guidance and 
clarification for the provision of Migrant Seasonal Farm worker services as part of the Wagner
Peyser program. 

REFERENCES: 
20 CFR 652.207 - Labor Exchange Services; 20 CFR 653 - Migrant and Seasonal Farmworker 
Programs; 20 CFR 651.1 o - Definition of Terms; A WI FG 03-040 Migrant Seasonal Farmworker 
Registration and Agricultural Employer Services Procedures 

BACKGROUND: 
According to 20 CFR 652.207, labor exchange services must be available to all employers and 
job seekers, including unemployment insurance (UI) claimants, veterans, migrant and seasonal 
farmworkers, and individuals with disabilities. 

In 1973, United States District Court Judge Charles R. Richey rendered a declaratory judgment 
that farmworkers' Civil Rights had been violated by the employment service. In August 1974, 
he entered an extensive Consent Order, stipulated and agreed to by both sides, requiring the 
Department of Labor to undertake specified actions on providing farmworkers all employment 
services on a non-discriminating basis. 

Out of this Settlement Agreement, rules and regulations were established providing criteria for 
serving farm workers with the same equity of services as provided to non-farmworkers. One of 
the criteria was to establish full-time Migrant and Seasonal Farmworker (MSFW) staff in those 
One-Stop Centers where a large number of migrant and seasonal farmworkers were known to 
be available. 

The Migrant and Seasonal Agricultural Worker Protection Act was amended in 1994 and 1997. 
In 1998, the Workforce Investment Act was passed. Parts 668 and 669 contain the particular 
requirements, which are applicable to the MSFW program funded under WIA. 

The purpose of the Farmworker Program is to assist eligible MSFW's and their dependents to 
achieve economic self-sufficiency by obtaining or retaining employment or stabilizing their 
agricultural employment under the Workforce Investment Act of 1998. 

Programs funded through WORKFORCE plus are equal opportunity programs with auxiliary aids and services available upon request to individuals wilh 
disabilities. Persons using TTY /TID equipment use Florida Relay Service 71 I 
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The same equity of services provided to non-farmworkers must be provided to Migrant 
Seasonal Farmworkers (MSFW's). as established by the United States Department of Labor, 
Employment Training Administration (USDOL-ETA) . The standards, designed to measure the 
level of equity and quality of services provided by a Regional Workforce Board (RWB) to MSFW 
program participants during the program year are as follows: 

Equity Measures 
• Referred to Jobs 
• Provided Services 
• Referred to Supportive Services 
• Workers Counseled 
• Provided Job Development 

Minimum Service Levels 
• MSFW customers placed at 50 cents 

above the Federal Minimum Wage in 
non-agricultural jobs over ISO days 

Effective March 15, 2010, RWB's are no longer required to verify the employment eligibility of a 
worker referred to an employer on an H-2A job order tiled and accepted under the February 12, 
20 I 0 federal rule . Staff will need to continue to conduct employment eligibility verification for 
any worker referred to an H-2A clearance order tiled and accepted under the previous 2008 H-
2A rule until those clearance orders expire. For those H-2A job orders on tile after March 15, 
2010, staff will be requ ired to complete the employment eligibility/I-9's on referred job seekers. 
AWl will identify job orders that do not require the 1-9 verification by noting this in the job 
order's job description field . The new rule does not change the requirement to conduct 
employment eligibility verification for workers referred to H-2B nonagricultural job orders. Staff 
is still required to conduct the employment eligibility verification in those cases. 

Additionally, all farm workers must be provided with a copy of the form A WI 511 N 
(http:/ /www.floridajobs.org/pdg/msfw/511 N.rtO that explains available services. Upon 
registration, MSFW's must be coded as such and a definition selected to justify the code 
selected. Agriculture job orders have specific requirements that need to be addressed on the 
written order. 

H-2A is defined as a program that enables agricultural employers to hire foreign citizens for 
seasonal jobs when there are not enough U.S. workers to fill the available job openings. Before 
taking advantage of the H-2A program, the employer must attempt to recruit and agree to hire 
any qualified U.S. workers that are available . In addition, the employer must provide the H-2A 
workers with housing that meets OSHA standards, wage guarantees, and transportation to and 
from the work site. 

H-2B is defined as a non-agricultural temporary worker program that allows U.S. employers to 
bring foreign nationals to the United States to fill temporary nonagricultural jobs. A u.s. 
employer must tile a Form 1-129, Petition for Nonimmigrant Worker, on a prospective worker's 
behalf. 

Outreach Activities: 
Per state requirement, RWB's with a significant number of MSFW's in the area must have a 
MSFW Outreach Specialist assigned to perform the outreach function. A "significant number of 
MSFW's" is defined as I 0 (ten) percent or more of the annual job seeker for that area is an 
identified MSFW. Gadsden County, located in the WORKFORCE plus service delivery area, 

Programs funded through WORKFORCE plus are equal opportunity programs with auxlllary aids and services available upon request to individuals with 
disabilities Persons using 111' /TID equipment use Florida Relay Service 71 I 
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meets this requirement. The MSFW Outreach Specialist will explain to MSFW's at their 
working, living or gathering areas, by means of written and oral presentations either 
spontaneous or prepared, in a language readily understood by them, the following: 

• Services available from WORKFORCE plus, including the availability of referrals to 
agricultural H-2A orders and non-agricultural employment, referrals to training, 
referrals to supportive services, as well as the availability of testing, counseling, and 
other job development services; 

• Types of specific employment opportunities which are currently available at 
WORKFORCE plus; 

• Information on WORKFORCE plus' complaint system; 

• Information on other organizations serving MSFW's; and 

• A basic summary of farmworkers' rights with respect to the terms and conditions of 
employment. 

The MSFW Outreach Specialists may not enter work areas to perform outreach duties 
described in this section on an employer's property without permission of the employer, unless 
otherwise authorized to enter by law. Additionally, Outreach Workers will not enter workers' 
living areas without the permission of the workers, and will comply with the appropriate State 
laws regarding access. 

After making the presentation, the MSFW Outreach Specialists will encourage the MSFW's to 
go to the WORKFORCE plus Gadsden office to obtain the full range of available services. Under 
Title I, Section I 0 I, of the Workforce Investment Act of 1998, Migrant and Seasonal 
Farmworkers must be provided information and services available through WORKFORCE plus 
partners. 

These services must include, but are not limited to core services, intensive services and 
training opportunities available at each workforce delivery area. 

Log of Daily Activities: 
Every MSFW Outreach Specialist who makes an outreach contact with a migrant farmworker, 
agency or organization will utilize the Log of Daily Outreach Activities, A WI form JS- I 303. This 
form will be filled out for each outreach contact completed. A copy should be maintained daily 
in the WORKFORCE plus Gadsden office for two years after date of completion. Completed 
reports will be submitted by the fifth (Slh) working day following the report month to the Senior 
Monitor Advocate, I 07 E. Madison Street, Caldwell Building, Mail Stop Code G229, 
Tallahassee, FL 32399-4 I 33. Log data should be included in the monthly Services to Migrant 
and Seasonal Farmworker Report, LET-I659, and the Report of Migrant and Seasonal 
Farm worker Specialist Activities, JS- I 30 I . Federal Regulations stipulate that One-Stop Center 
Managers should review Logs of Daily Outreach Activities to ensure proper completion and 
provision of services. 

The name of the MSFW Outreach Specialist performing the outreach plus the name of the 

Programs funded through WORKFORCE plus are equal opportunity programs with auxiliary aids and services available upon request to individuals with 
disabilities. Persons using TTY !TTD equipment use Florida Relay Service 71 I. 
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WORKFORCE plus Gadsden office should be entered in the appropriate spaces in the upper 
right hand corner of the form. 

Instructions for completion of the Log of Daily Outreach Activities can be found 
at: http://www.floridajobs.org/pdg/msfw/log%20instructions.rtf. 

MSFW Report: 
Per state requirement, every One-Stop Center, even those that are not considered a significant 
MSFW office, must complete the Services to Migrant and Seasonal Farmworker Report, LET
I659, on a monthly basis. Completed reports should be submitted by the fifth working day 
following the report month to the Senior Monitor Advocate, I07 E. Madison Street, Caldwell 
Building, Mail Stop Code G229, Tallahassee, FL 32399-4I33. Managers should assure that all 
data is accurate and include information from branch offices. 

Instructions for completion of the LET- I 659 can be found at: 
http:/ /www.floridajobs.org/pdg/msfw/ I 6590utreachservices.rtf. 

The report can be found at: 
http:! /www.floridajobs.org/pdg/MSFW I I 659MSFWform.rtf 

MSFW Desk Aid: 
Per state requirement, each WORKFORCE plus Gadsden office employee who processes 
registrations for agricultural workers is to maintain a personal copy of the desk aid. This desk 
aid can be found at: 

http:/ /www.floridajobs.org/workforce/MSFW FormsRpts.html 

The MSFW Desk Aid serves as a convenient guide for determining the coding for MSFW's. An 
agricultural worker is a person, whether alien or citizen, who is legally allowed to work in the 
United States, and whose primary work experience has been in farm work in industries listed 
in the North American Industry Classification System (NAICS) that include subsection I I I-
Crop Production; subsection I I 2--Animal Production; and subsection I I 5--Support Activities 
for Agriculture and Forestry. The terms Seasonal Farmworker, Migrant Farmworker, and 
Migrant Food Processing Worker are also defined as to how they relate to agricultural 
programs. Full-time students traveling in organized groups rather than with their families are 
excluded from these definitions. 

Migrant Farmworker: 
• A seasonal farmworker who had to travel to do the farm work so that he/she was 

unable to return to his/her permanent residence within the same day. 

Migrant Food Processing Worker: 
o A person who, during the preceding twelve months, has worked at least an 

aggregate of 25 or more days or parts of days in which some work was performed 
in food processing; and 

o At least half of his/her earned income must come from food processing work; and 

Programs funded through WORKFORCE plus are equal opportunity programs with auxiliary aids and services available upon request to individuals with 
disabilities. Persons using TTY /TID equipment use Florida Relay Service 71 I . 
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o May not be employed in food processing year round by the same employer, if the 
food processing duties required travel such that the worker was unable to return to 
his/her permanent residence in the same day. 

Seasonal Farrnworker: For the purposes of this definition only. a farm labor contractor is not 
considered an employer. 

• A person who, during the preceding twelve months, worked at least an aggregate of 
25 or more days or part of days in which some work was performed in farm work; 
and 

• Earned at least half of his/her earned income from farm work; and 
• Was not employed in farm work year round by the same employer. 

Notice to Job Seekers: 
The WORKFORCE plus Gadsden office can provide a number of employment services that are 
available without an registration. In order to receive some of these services the job seeker 
may have to till out a full or partial registration. Federal Regulation 653. I 03(c) requires this Jist 
to be in English and Spanish. However, in Florida, the A WI 5 I IN is also available in Creole. 
This form can be found at http://www.floridajobs.org/pdg/msfw/511 N.rtf 

Log of Apparent Violations: 
Per state requirement, all WORKFORCE plus Gadsden office employees must be trained and 
prepared to address complaints within the MSFW program. Any associate who observes, has 
reason to believe, or is in receipt of information regarding a suspected violation of 
employment-related Jaws or WORKFORCE plus Gadsden office regulations pertaining to 
MSFW's is required to document and refer the information to the Gadsden County Office 
Manager. The Gadsden County Office Manager is then required to determine if the office has 
received a job order from that employer within the last twelve months. If no job order has 
been tiled within this period, the Office Manager is then required to refer the apparent violation 
of Jaw pertaining to MSFW's in writing to the appropriate enforcement agency. If the office has 
received an order from the employer within the last twelve months, the Office Manager should 
attempt to assist the employer in achieving compliance with the Jaw within five (5) days or 
refer the matter in writing to the appropriate enforcement agency following the five-day 
period. If informal resolution cannot be achieved, procedures for discontinuation of services 
must be initiated. Authority for Discontinuation of Services to an employer by the One-Stop 
Center is located in Federal Regulation 658 Subpart F. 

Apparent violations must be documented by WORKFORCE plus Gadsden office staff on the Log 
of Apparent Violation Form LET-1300. Instructions for tilling out this form may be found at 
http:/ /www.floridajobs.org/pdg/MSFW I 1300LogApparentViolations. rtf. 

One incident may be a violation of one or more employment related Jaws or WORKFORCE plus 
office regulations. The most accurate method of Jogging apparent violations is to have an 
entry for each apparent violation. 

For additional instructions and information refer to guidance J & B 00-003 dated I0/15/99. 
Revision to the Complaint Resolution System Handbook found 
http:/ /www.floridajobs.org/pdg/guidancepapers/complaint.rtf. 

Programs funded through WORKFORCE plus are equal opportunity programs with auxiliary aids and seiVices available upon requesllo individuals with 
dlsabilllles Persons using TrY /TfD equipment use Florida Relay SeiVice 71 I. 
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MSFW Registration: 

WPY-DR-0094 
Migrant Seasonal Farmworker Program 

Effective Date: Upon Issuance 

In Employ Florida Marketplace (EFM), a partial registration may be input for a MSFW after all 
benefits of a full registration have been explained and the MSFW elects not to complete a full 
registration . When a partial registration has been entered and the MSFW returns to the office 
seeking work or other job seeker services, a full registration should be taken at that time. Both 
full and partial registrations for MSFW's should also include applicable information in the 
Migrant Seasonal Farmworker section. All MSFW's should be given a "Notice to Job Seekers" 
(Form AWl 511 N) and the date that the MSFW received the form should be entered in EFM. 

MSFW Work History : 
Federal Regulations at 20 CFR 653.103 (d) require data for MSFW's work history to be 
comprehensive and specific. MSFW registrations must contain the job seeker's significant 
work history, with a description of the work performed, training, and educational background 
and a statement of any desired employment and necessary training. Registrations must 
contain sufficient information to permit a thorough assessment of the job seeker's skills, 
knowledge, and abilities. The MSFW standards for required data for work history apply to all 
job seeker intake systems whether automated or non-automated. Federal regulations at 20 
CFR 653.103 (d) also provide that additional O*NET codes or keywords are to be assigned, 
where appropriate, based on the MSFW's work history, training, and skills, knowledge, and 
abilities. 

When processing registrations for MSFW's, the following procedure will be followed : 

• A partial registration may be taken on an MSFW initial visit, provided that 511 N is 
issued and a statement, via case note, is entered into the system that applicant did not 
wish to complete full registration ("meets MSFW criteria. did not wish to complete full 
registration"). The subject section of this case note would be entitled No full regis. This 
would advise monitors that justification for not completing a full registration is 
contained in this case note. 

• Any subsequent visit by this MSFW would require that the registration be upgraded to 
include desired occupations (employment section of WP registration) and brief 
explanation in case note(s) referencing work experience (crop codes) . A referral to 
reportable services would be required. A referral to a Wagner-Peyser supportive 
services would be required to be entered if the customer were referred to a local 
partner for services. 

Agricultural Job Orders: 
Agricultural job orders with the North American Industry Classification System (NAICS) 
farmwork industries that include subsection III--Crop Production ; subsection 112--Animal 
Production; and subsection liS--Support Activities for Agriculture and Forestry must contain 
the criteria listed below: 

• Specific days and hours to be worked must be included in the job summary. Phrases 
such as "TBA" are not acceptable. A qualifying phrase may follow the days and hours 

Programs funded through WORKFORCE plus are equal opponunlty programs with auxiliary aids and services available upon request to individuals with 
disabilities. Persons using TIY !TID equipment use Florida Relay Service 71 t . 
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such as: 

WPY-DR-0094 
Migrant Seasonal Farmworker Program 

Effective Date: Upon Issuance 

"M-S, 6:30a.m.- 4:00P.M. - Days and hours to be worked depend on crop and weather 
conditions." 

• The summary of the job description should include all pertinent data. Describe the job 
specifically. What does the worker do? How does he/she perform the work? Why 
does he/she do it? What degree of skill is involved? 

Example: "Pick oranges by hand, use up to 24 ft . ladder with I 3/4 bushel pick sack, 
will dump into large bins." 

• If the worker is to be paid by piece rate, the job summary should include the following: 

o The amount to be paid; 
o The unit of measurement; 
o A brief, concise description of the size or capacity of the measurement; 
o A statement as to whether or not the agricultural employer is covered by Fair 

Labor Standards Act (FLSA) or employer guarantees minimum wage. 

Example: $0.55 per I 3/5 bushel, employer covered by FLSA. 

Please note: If the job is based on piece rate, the worker must be paid the higher of the 
federal or state minimum wage or the amount earned by the piece rate if it is higher. 
Piece rates can be found at http:/ /www.foreignlaborcert.doleta.gov/ under "Info & 
Resources." 

• If the employer is a crewleader, the job order must include the crewleader's federal 
and/or state registration number. If driving, transporting or housing of workers is 
involved, verify through the State Office that the crewleader has these authorizations 
on his license and that they have not expired. 

• The statement "Referrals within commuting distance only" is required if the order is not 
to be placed in the clearance system. 

o "Clearance" is the term for the expansion of a job order whose labor needs are 
not met in the immediate local area to be "cleared" or released to other local 
One-Stop Centers within the State (Intrastate Clearance Order) or if not met 
statewide, may be "cleared" through USDOL-ETA Region III Office in Atlanta to 
be released as an Interstate Clearance Order. For more information on this 
system, refer to the following web site at 
http:! /www.dol.gov/dol!allcfr/ETA/Title 20/Part 653/20CFR653.500.htm. 

• If the work site is different from the employer address, both addresses are important. 
Precise location and directions to get to the job site are imperative. If an employer 
gives a post office box as his/her address, directions to job site must be indicated on 
the EFM "Notes" screen. 

Programs funded through WORKFORCE plus are equal opportunity programs with auxiliary aids and services available upon request to individuals with 
disabilities Persons using TTY / TTD equipment use Florida Relay Service 7 I I . 
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WPY-DR-0094 
Migrant Seasonal Farmworker Program 

Effective Date: Upon Issuance 

• Use job titles that match the O*NET codes if possible, otherwise use the job title the 
employer provides. 

• If 4-I50 days of duration are indicated, a specific estimated number of 
months must be shown. 

Example: February-June depending on weather, etc. 

days or 

• A wage rate must be specific on job orders. The note "depending on experience (DOE)" 
is not acceptable. Employers covered by FLSA must adhere to minimum wage laws. 

For additional instructions and information, reference Guidance 035 Wagner-Peyser (W-P) Job 
Seeker Registration and Employer Services Procedures found at the two A WI website 
locations: 
Guidance Papers: 
http://www.floridajobs.org/workforce/os admin guides.html#Guidance 
MSFW Program Page: http://www.floridajobs.org/workforce/msfw services.html 

Entry of Placement Data: 
Within the WORKFORCE plus service delivery area, all MSFW placement data will be entered 
into EFM upon receipt of the confirmed placement from the hiring employer. There should be 
no staggered delay of the entry of data into EFM. WORKFORCE plus will utilize data entry 
methods that capture timely and accurate information. 

Definition of Terms: 
For further definition of any terms used in this document, please reference the A WI Final 
Guidance document A WI FG 03-040 located at this link: 
http://www.floridajobs.org/workforce/os admin guides.html#Guidance 

Programs funded through WORKFORCE plus are equal opportunity programs with auxiliary aids and services available upon request to individuals with 
disabilities. Persons using TI'Y /TID equipment use Florida Relay Service 7 I I. 
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Participant Name:--------------

NOTICE OF NONDISCRIMINATION: 

Gadsden: (850) 875-4040 
Leon: (850) 922-0023 

Wakulla: (850) 926-0980 
Executive Center: (850) 414-6085 

WORKFORCE plus does not discriminate on the basis of race, color, religion, sex, sexual orientation, national 
origin, age, disability, marital status, political affiliation or belief, citizenship/status as a lawfully admitted 
immigrant authorized to work in the United States, participation in any WIA Title I financially assisted 
program or activity, or any other characteristic protected by Federal, State or local law. 

Programs funded through WORKFORCE plus are equal opportunity programs with auxiliary aids and services 
available upon request to individuals with disabilities. Persons using TTY /TID equipment use Florida Relay 
Service 711. Disabled individuals may make requests for reasonable accommodations to the WORKFORCE 
plus Equal Opportunity Officer by calling (850) 414-6085, emailing wfp@wfplus.org or writing to WORKFORCE 
plus, Equal Opportunity Officer, 325 John Knox Road, Building B-1 00, Tallahassee, FL 32303. 

Any individual with questions or concerns regarding any type of perceived discrimination is encouraged to 
contact the WORKFORCE plus Equal Opportunity Officer. An individual can ask questions, raise concerns and 
file a complaint without fear of reprisal or retaliation. 

COMPLAINT PROCEDURES: 
As a customer/applicant/participant you have the right to file a complaint/grievance if you feel you have 
been treated unfairly. If during your participation in any workforce program(s) including wagner-Peyser 
(WP), Workforce Investment Act (WIA), Welfare Transition (WTP), Food Stamp Employment and Training 
Program (FSET), or any special grant/project, feel that your rights are being violated due to an act of 
discrimination based on race, color, religion, sex, sexual orientation, national origin, age, disability, marital 
status, political affiliation or belief, citizenship/status as a lawfully admitted immigrant authorized to work in 
the United States, participation in any WIA Title I financially assisted program or activity, or any other 
characteristic protected by Federal, State or local law, you may file a complaint of discrimination. You may 
file a formal written complaint with the Grievance/Complaints Section at the following address (within 180 
days of the occurrence): WORKFORCE plus, Director of Operations, ATTN: Grievance/Complaint Section, 
2525 S. Monroe St, #3-A, Tallahassee, FL 32301. unresolved complaints may be sent to the Florida 
Department of Economic Opportunity, Office of General Counsel, Caldwell Building- Suite 150, 107 East 
Madison Street, Tallahassee, Florida 32399-4128. 

GRIEVANCE PROCEDURES CAPPUCANTS AND PARTICIPANTS): 
If a customer using any workforce program operated within the WORKFORCE plus offices experiences a 
problem which arises in connection with workforce programs the customer should submit a formal written 
grievance to WORKFORCE plus (within 180 days of the occurrence) to the following address: WORKFORCE 
plus, Director of Operations, Grievance/Complaints Section, 2525 s. Monroe St, #3-A, Tallahassee, FL 32301. 

HEARING PROCEDURE: 
Complaints or grievances should be filed in writing and submitted to WORKFORCE plus. An attempt will be 
made to clear up the matter informally within I 0 working days (first hearing). If the complaint or grievance is 
not cleared up informally, a second hearing shall be held and a decision shall be rendered by WORKFORCE 
plus CEO within 60 calendar days from receipt of the complaint or grievance. You will be informed of the 
date and place and about the hearing and appeal process. If you are not satisfied with the decision of the 
WORKFORCE plus CEO or do not receive a hearing within 60 calendar days, you may appeal to the Florida 

Programs funded through WORKFORCE plus are equal opportunity programs With auxiliary aids and services available upon request to individuals With disabilities. Persons using 
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Gadsden: (850) 875-4040 
Leon: (850) 922-0023 

Wakulla: (850) 926-0980 
Executive Center: (850) 414-6085 

Department of Economic Opportunity (DEO) (within 30 days). Grievance/Complaint and Hearing/ Appeal 
Process for WIA, TAA, TANF/WT, and FSET programs should be filed with Florida Department of Economic 
Opportunity, Office of General Counsel, 107 East Madison Street, MSC 110, Tallahassee, Florida, 32399-4128. 
Complaint procedures for wagner-Peyser Employment Services activities (except Migrant Seasonal Farm 
Worker (MSFW) program may be filed with the Florida Department of Economic Opportunity, Office of One
Stop and Program Support, Caldwell Building-Suite 1 OS, 107 East Madison Street, Tallahassee, Florida 32399-
4133, Attention ES Complaint Coordinator. MSFW complaints may be filed with the Florida Department of 
Economic Opportunity, Monitor Advocate Office, Caldwell Building-Suite 150, 170 East Madison Street, 
Tallahassee, Florida 32399-4133, Attention: Senior Monitor Advocate. 

INTIMIDATION AND REI ALIA TION PROHIBITED: 
WORKFORCE plus shall not discharge, intimidate, retaliate, threaten, coerce or discriminate against any 
person because such person has filed a complaint or grievance . The same prohibition applies to people who 
have furnished information, assisted or participated in any manner in an investigation, review, hearing or any 
other activity related to administration of, or exercise of authority under, or privilege secured by 29 CFR Part 
34. 

Under Florida law, employees or applicants may also choose to file employment complaints with the Florida 
Commission on Human Relations. (See Section 760.06, Florida Statutes.) Contact the following entities for 
discrimination, employment, health and safety, or Florida Law violations/complaints: 

Filing time frame: 180 days 
Workforce Plus Department of Economic Opportunity 
Local Equal Opportunity Officer Office for Civil Rights 
325 John Knox Road, Bldg. B-1 00 1 07 East Madison Street, MSC 150 
Tallahassee, FL 32303 Tallahassee, FL 32399 
US Department of Labor 
Civil Rights Center 
200 Constitution Ave. NW, Rm. N-4123 
Washington, DC 20210 

Filing time frame: 300 days 
Equal Employment Opportunity Commission 

Miami District Office 
One Biscayne Tower, Suite 2700 

2 South Biscayne Boulevard 
Miami, FL 33131 

Filing time frame: 365 days 
Florida Commission on Human Relations 

2009 Apalachee Parkway, Suite 100 
Tallahassee, FL 32301 

USDOL Office of Insp.ector General, 
Office of Investigations 
200 Constitution Avenue, NW 
Room S-5014 
Washington, D. C. 20210. 

USDOL Occupational Safety and Health 
Administration (OSHA) 
Safety and Health Violations 
200 Constitution Avenue, NW 
washington, D.C. 2021 o 

Programs funded through WORKFORCE plus are equal opportunity programs With auxiliary aids and services available upon request to Individuals with disabilities. Persons using 
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Gadsden: (850) 875-4040 
Leon: (850) 922-0023 

Wakulla: (850) 926-0980 
Executive Center: (850) 414-6085 

I certify that I have read the above statement and understand my rights and responsibilities as outlined: 

Participant Signature Date 

Parent or Guardian Signature {if participant is a minor) Date 

As a representative of the Workforce System, I verify that the above-signed participant read the above 
statement of Grievance/Complaint and Hearing/ Appeal procedures and indicated an understanding of the 
procedures. 

WORKFORCE plus Representative Signature Date 

Programs funded through WORI<FORCE plus are equal opportunity programs with auxiliary aids and services available upon request to individuals with disabilities. Persons using 
TTY /TID equipment use florida Relay Service 711. 
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ADM-DR-0110 
Accommodating Individuals with Special Needs 

Effective Date: February 20, 2002 
Revision Date: April9, 2012 

TO: WORKFORCE plus Operators Operating in Region 5 and Affiliated Partners 

FROM: Kimberly A. Moore, Chief Executive Officer 

SUBJECT: Accommodating Individuals with Special Needs 

EFFECTNE 
DATE: February 20,2002 

EXPIRATION 
DATE: Until Superseded or Rescinded 

PURPOSE: 
To establish procedures for accommodating individuals with special needs through the service model 
administered by WORKFORCE plus and its One-Stop Operator(s) . 

REFERENCES: 
Article I, Section 24 of the Florida Constitution; I I9 .071 (5)(a)3, F.S. (2005); 443.1 7I, 443.I 7I5, 443.I8I F.S. 
(2005); AWl Final Guidance 02-033- Confidentiality of Records and Public Record Requests and Subpoenas. 

POUCY 
Civil Rights Training will be provided to all agencies and partners operating within WORKFORCE plus Region 
5. It is the responsibility of the contracted Service Provider to insure that all persons have attended the 
training and have completed a training acknowledgement form. The Service Provider EEO Officer will 
maintain a copy of this form and the original will be forwarded to the WORKFORCE plus EEO Officer. In 
coordination, the EEO Officers for both WORKFORCE plus and Service Provider will insure that all new hires 
have been trained within 30 days of their hire date. All staff persons will be required to maintain a "quick 
reference guide" that is readily accessible. The "quick reference guide" will consist of available in house 
resources, community resources, LLE-link for interpretive services as well as the Board's Procedural 
Instructions for working with customers who have disabilities. Office Managers, Program Managers and 
other supervisory staff will maintain a quick reference guide as well as the Board Plan for compliance with 
Title VI of the Civil Rights Act of 1964, Section 504 of the Rehabilitation Act of I973, The Americans with 
Disabilities Act of 1990 and The Department of Children & Family Operating Procedure for District II as it 
relates to the aforementioned Acts. 

Listed below are the procedures that staff will need to follow beginning with when a customer enters the 
lobby and their needs are assessed and subsequent to what actions should occur after the assessment. 

I . Lobby 
At each office located throughout Region 5 an interpretive service menu will be displayed, to serve as a 
greeter to individuals that are not proficient in the English language. 

If it is determined that an individual has a special need, a program supervisor will be notified via the 
receptionist staff. The supervisor will then assess the needs of the customer in question and determine 
the next appropriate action. 

Programs funded through WORKFORCE plus are equal opportunity programs with auxiliary aids and services available upon request to individuals with disabilities Persons using 
TTY /TID equipment use Florida Relay Service 71 1 

P~o,. I nf? 

Page 386 of 959 Posted at 9:00 p.m. on September 11, 2012



Attachment #1 
Page 354 of 493

WORKF,ORCE 
p1US 

2. Language Barriers 

ADM-DR-0110 
Accommodating Individuals with Special Needs 

Effective Date: February 20,2002 
Revision Date: April9, 2012 

Upon assessment if it is determined that the customer has a language barrier, the supervisor will identify 
internal staff that is proficient in the language to assist the customer. In situations where it is determined 
that there are no staff persons that are fluent in the desired language, then the LLE-LINK (telephonic 
interpretive service) will be used. 

If the customer will require an orientation/overview of programs and services offered, a one on one 
individual orientation will take place. All presented material will be offered both through visual aids and 
hard copy version. If it is determined that other activities will need to be scheduled as with other 
customers, then translation services will be provided and coordinated by the EEO. 

3. Physical Limitations 
Measures have been taken to allow easy accessibility throughout the offices, through the use of automatic 
door openers, door widths, furniture, etc. Ifthere are unforeseen issues that arise, staff will need to report 
it to their immediate supervisor who will in tum report this to the Office Manager for correction. 

4. Hearing Impaired 
If it is determined that a customer is hearing impaired, the Career Specialist or staff person delivering the 
service will provide the services along referring the customer to the Disability Program Navigator staff. In 
addition, the customer will also be provided with a listing of the available resources offered both 
internally as well as the services available throughout the community. 

If the customer will require an orientation/overview of programs and services offered, the customer may 
choose to participate in a group setting or one-on-one. All materials will be offered both through visual 
aids and hard copy version. If it is determined that other services or activities are necessary then 

·translation services will be coordinated by the staff person in coordination with the EEO Officer. 

5. Visually Impaired 
If it is determined that a customer is visually impaired, the Career Specialist will refer the customer to the 
Disability Program Navigator staff. Headsets and a computer for the visually impaired are also available. 
The customer will be informed of all other available resources offered both internally as well as services 
available throughout the community 

If the customer will require an orientation/overview of programs and services offered, a one on one 
individual orientation will take place. All materials will be stated orally. If it is determined that other 
services or activities are necessary then translation services will be coordinated by the staff person in 
coordination with the Office Manager. 

Programs funded through WORKFORCE plus are equal opportunity programs with auxiliary aids and services available upon request to individuals with disabilities Persons using 
TTY /ITO equipment use Florida Relay Service 71 I 
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WPY-DR-0129 
H2A/H2B Job Orders 

Effective Date: April 1 0, 2012 

TO: WORKFORCE plus Operators Operating in Region 5 and Affiliated Partners 

FROM: Kimberly A. Moore, Chief Executive Officer 

SUBJECT: H2A/H2B Job Orders 

EFFECTIVE 
DATE: April IO, 20I2 

EXPIRATION 
DATE: Until Superseded or Rescinded 

PURPOSE: 
To establish guidance regarding H2A and H2B job orders and provide clarification of staff requirements for 
job order follow-up and jobseeker referrals. 

REFERENCES: 
Title 20 Code of Federal Regulations (CFR) Part 655, Wage and Hour Division 29 CFR Part 50 I, and Final Rule 
on Temporary Agricultural Employment of H-2A Aliens in the United States published 2/ I2/ I 0 

BACKGROUND 

Foreign labor certification programs permit u.s. employers to hire foreign workers on a temporary or 
permanent basis to fill jobs essential to the U.S. economy. Certification may be obtained in cases where it can 
be demonstrated that there are insufficient qualified U.S. workers available and willing to perform the work at 
wages that meet or exceed the prevailing wage paid for that occupation in the area of intended employment. 

Foreign labor certification programs are designed to assure that the admission of foreign workers into the 
United States on a permanent or temporary basis will not adversely affect the job opportunities, wages, and 
working conditions of U.S. workers. Two such programs are the H2A and H2B programs. 

The H2A program enables agricultural employers to hire foreign citizens for seasonal jobs when there are not 
enough U.S. workers to fill the available job openings. Before taking advantage of the H2A program, the 
employer must attempt to recruit and agree to hire any qualified U.S. workers that are available. In addition, 
the employer must provide the H2A workers with housing that meets OSHA standards, wage guarantees, and 
transportation to and from the work site . 

Conversely, the H2B non-immigrant program permits employers to hire foreign workers to come to the 
United States (US) and perform tempora1y non-agricultural services or labor on a one-time, seasonal, peak 
load, or intermittent basis. The H2B visa classification requires a temporary labor certification from the 
Secretary of Labor advising the Department of Homeland Security's United States Citizenship and 
Immigration Services (USCIS) as to whether qualified US workers are available and whether the alien's 
employment will adversely affect the wages and working conditions of similarly employed US workers, or a 
notice that such certification cannot be made, prior to filing an H2B visa petition with USCIS. The employer 
must recruit from the us labor market to determine if a qualified US worker is available for the position. 

Programs funded through WORKFORCE plus are equal opportunity programs with auxiliary aids and services available upon request to individuals with disabilities Persons using 
TIY /TID equipment use Florida Relay Service 71 I 
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WPY-DR-0129 
H2A/H2B Job Orders 

Effective Date: April10, 2012 

POLICY 

H2A Job Orders 
The H-2A Temporaty Agricultural visa program establishes a means for agricultural employers who anticipate 
a shortage of domestic workers to bring non-immigrant foreign workers to the United States to perform 
agricultural labor or services of a temporaty or seasonal nature. The H-2A program provides protections to 
workers who are not seeking permanent relocation, but rather temporary agricultural employment. Once an 
employer determines a need for workers and submits the necessary paperwork to the Department of 
Economic Opportunity's Foreign Labor Certification Office, DEO staff enters a local job order into EFM. At 
this point, only local candidates who are within reasonable commuting distance should be referred. Once 
approved (or "cleared") by DEO, the job order becomes Intrastate, meaning any Florida resident can be 
referred to the job order. At this point, any Florida One-Stop Center can refer job applicants. Typically the 
requirements are minimal, allowing any individual to qualify. The job order becomes an Interstate clearance 
order once approved by the Department of Labor. At this time, workers may be referred by any other State 
Workforce Agency. 

Workers who are referred to Intrastate or Interstate clearance orders are provided certain protections. Those 
who do not live within daily commuting distance must be reimbursed their travel expenses for the initial trip 
to the jobsite, halfway through the employment period stated on the ETA 790. The cost of their trip to return 
home or to the next job destination should also be at the expense of the employer. The employer must also 
provide housing at no cost and a cooking facility, or daily meals with minimum deductions. Workers must be 
paid at least the wages stated on the clearance order. Notification must be provided to DEO if a worker has 
not been provided these assurances by the H-2A employer. Rejection of any U.S. worker or authorized worker 
must be only for lawful, job-related reasons. If the employer is constantly refusing to hire U.S. citizens, or 
terminates their employment for no lawful reason, One-Stop staff must inform the Senior Monitor Advocate 
or the Foreign Labor Certification office and the jobseeker should be allowed to file a formal complaint using 
the Wagner-Peyser Complaint system. 

Required staff actions are limited to the following: 

• Entty of the job order will be done by DEO staff and does not require maintenance of order 
by Job Order Control staff. Follow-up should not be conducted after the end of the 
recruitment petiod . 

• Staff will not make any changes to an H2A job order. Changes will be completed by DEO 
staff, the employer or the employer's authorized representatives. 

• Staff will recruit for job order and provide referrals to the H2A job orders. 
• Staff will screen jobseekers to determine if the individual is a migrant or seasonal 

farmworker and if so, a full registration should be completed. The MSFW Desk Aid can be 
used for assistance. 

• Staff should have the jobseeker read the job description and duties in the EFM job order, or 
read it to the applicant if he/she is not able to read it to ensure the jobseeker will meet the 
qualifications for the type of work that will be performed. 

• If the applicant indicates that he/she meets the qualifications and accepts the job referral, 
then staff will follow instructions on the job order in contacting the employer to set up a 
telephone interview or send an application. 

• After the jobseeker's phone interview, staff will confirm with the employer the outcome of 
the interview and any arrangements made. The results of the interview must be 
documented in EFM. 

• If the applicant was hired, staff will contact the DEO Foreign Labor Certification office to 
have the ETA 790 Clearance Order faxed to the local One-Stop. A complete copy of the 

Programs funded through WORKFORCE plus are equal opponunity programs wllh auxiliary aids and services available upon request to Individuals with disabilities Persons using 
TTY /TID equipment use Florida Relay Service 711 

Page 2 of 3 

Page 389 of 959 Posted at 9:00 p.m. on September 11, 2012



Attachment #1 
Page 357 of 493

WORKF,ORCE 
p1US 

WPY-DR-0129 
H2A/H2B Job Orders 

Effective Date: April 10, 2012 

ETA 790 must be given to the jobseeker in a language that he/she can read, and if not, 
then it must be explained in a language that he/she can understand. 

• Staff will inform the jobseeker to contact a local One-Stop Center a week before the start 
date of employment and have a staff member contact the DEO Foreign Labor Certification 
office to confirm that the start date has not changed. 

• Staff will follow-up on job on referrals to ensure customers began employment in order to 
take placement credit. 

• Staff is not required to perform employment eligibility as this will be the responsibility of 
the employer. 

H2B Job Orders 
Effective january 18, 2009, regional workforce boards were instructed to verify employment eligibility of any 
worker referred by staff to an employer in response to an H2B job order. The following actions must be taken 
by staff and are limited to the stated actions. 

• Entry of the job order will be done by DEO staff and will be unsuppressed to allow all job 
seekers the opportunity for a self-referral on these job orders. 

• Staff will not provide a referral to any H2B job order. Note: If staff refers a customer to an 
H2B job order in error, they must ensure the original 1-9 form and a copy of the 516-INS are 
retained for our records. 

• Staff will refer gll customers requesting a referral to an H2B job order to the resource room 
for self-referral . 

• Staff is not required to perform employment eligibility on self-referrals as this will be the 
responsibility of the employer. 

• job Order Control may contact the employer directly if there are elements missing from the 
job order and assist the employer in making corrections but only after speaking with the 
employer. 

Programs funded through WORKFORCE plus are equal opportunity programs with auxiliary aids and services available upon request to individuals v.~th disabilities. Persons using 
TTY /TID equipment use Florida Relay Service 711 
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Participant Name:--------------

NOTICE OF NONDISCRIMINATION: 

Gadsden: (850) 875-4040 
Leon: (850) 922-0023 

Wakulla: (850) 926-0980 
Executive Center: (850) 414-6085 

WORKFORCE plus does not discriminate on the basis of race, color, religion, sex, sexual orientation, national 
origin, age, disability, marital status, political affiliation or belief, citizenship/status as a lawfully admitted 
immigrant authorized to work in the United States, participation in any WIA Title I financially assisted 
program or activity, or any other characteristic protected by Federal, State or local law. 

Programs funded through WORKFORCE plus are equal opportunity programs with auxiliary aids and services 
available upon request to individuals with disabilities. Persons using TTY /TID equipment use Florida Relay 
Service 7II. Disabled individuals may make requests for reasonable accommodations to the WORKFORCE 
plus Equal Opportunity Officer by calling (850) 4I4-6085, emailing wfp@wfplus.org or writing to WORKFORCE 
plus, Equal Opportunity Officer, 325 John Knox Road, Building B-I 00, Tallahassee, FL 32303. 

Any individual with questions or concerns regarding any type of perceived discrimination is encouraged to 
contact the WORKFORCE plus Equal Opportunity Officer. An individual can ask questions, raise concerns and 
file a complaint without fear of reprisal or retaliation. 

COMPLAINT PROCEDURES: 
As a customer/applicant/participant you have the right to file a complaint/grievance if you feel you have 
been treated unfairly. If during your participation in any workforce program(s) including Wagner-Peyser 
(WP), Workforce Investment Act (WIA), Welfare Transition (WTP), Food Stamp Employment and Training 
Program (FSET), or any special grant/project, feel that your rights are being violated due to an act of 
discrimination based on race, color, religion, sex, sexual orientation, national origin, age, disability, marital 
status, political affiliation or belief, citizenship/status as a lawfully admitted immigrant authorized to work in 
the United States, participation in any WIA Title I financially assisted program or activity, or any other 
characteristic protected by Federal, State or local law, you may file a complaint of discrimination. You may 
file a formal written complaint with the Grievance/Complaints Section at the following address (within I80 
days of the occurrence): WORKFORCE plus, Director of Operations, ATTN: Grievance/Complaint Section, 
2525 S. Monroe St, #3-A, Tallahassee, FL 32301. Unresolved complaints may be sent to the Florida 
Department of Economic Opportunity, Office of General Counsel, Caldwell Building- Suite I 50, I 07 East 
Madison Street, Tallahassee, Florida 32399-4I28. 

GRIEVANCE PROCEDURES <APPUCANTS AND PARTICIPANTS): 
If a customer using any workforce program operated within the WORKFORCE plus offices experiences a 
problem which arises in connection with workforce programs the customer should submit a formal written 
grievance to WORKFORCE plus (within I80 days of the occurrence) to the following address: WORKFORCE 
plus, Director of Operations, Grievance/Complaints Section, 2525 S. Monroe St, #3-A, Tallahassee, FL 3230I. 

HEARING PROCEDURE: 
Complaints or grievances should be filed in writing and submitted to WORKFORCE plus. An attempt will be 
made to clear up the matter informally within I 0 working days (first hearing). If the complaint or grievance is 
not cleared up informally, a second hearing shall be held and a decision shall be rendered by WORKFORCE 
plus CEO within 60 calendar days from receipt of the complaint or grievance. You will be informed of the 
date and place and about the hearing and appeal process. If you are not satisfied with the decision of the 
WORKFORCE plus CEO or do not receive a hearing within 60 calendar days, you may appeal to the Florida 

Programs funded through WORKFORCE plus are equal opportunity programs with auxiliary aids and services available upon request to individuals with disabilities. Persons using 
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Gadsden: (850) 875-4040 
Leon: (850) 922-0023 

Wakulla: (850) 926-0980 
Executive Center: (850) 414-6085 

Department of Economic Opportunity (DEO) (within 30 days). Grievance/Complaint and Hearing/ Appeal 
Process for WIA, TAA, TANF/WT, and FSET programs should be filed with Florida Department of Economic 
Opportunity, Office of General Counsel, 107 East Madison Street, MSC 110, Tallahassee, Florida, 32399-4128. 
Complaint procedures for Wagner-Peyser Employment Services activities (except Migrant Seasonal Farm 
Worker (MSFW) program may be filed with the Florida Department of Economic Opportunity, Office of One
Stop and Program Support, Caldwell Building-Suite 105, 107 East Madison Street, Tallahassee, Florida 32399-
4133, Attention ES Complaint Coordinator. MSFW complaints may be filed with the Florida Department of 
Economic Opportunity, Monitor Advocate Office, Caldwell Building-Suite 150, 170 East Madison Street, 
Tallahassee, Florida 32399-4133, Attention: Senior Monitor Advocate. 

INTIMIDATION AND RETALIATION PROHIBITED: 
WORKFORCE plus shall not discharge, intimidate, retaliate, threaten, coerce or discriminate against any 
person because such person has filed a complaint or grievance. The same prohibition applies to people who 
have furnished information, assisted or participated in any manner in an investigation, review, hearing or any 
other activity related to administration of, or exercise of authority under, or privilege secured by 29 CFR Part 
34. 

Under Florida law, employees or applicants may also choose to file employment complaints with the Florida 
Commission on Human Relations. (See Section 760.06, Florida Statutes.) Contact the following entities for 
discrimination, employment, health and safety, or Florida Law violations/complaints: 

Filing time frame: 180 days 
Workforce Plus Department of Economic Opportunity 
Local Equal Opportunity Officer Office for Civil Rights 
325 john Knox Road, Bldg. B-1 00 107 East Madison Street, MSC 150 
Tallahassee, FL 32303 Tallahassee, FL 32399 
US Department of Labor 
Civil Rights Center 
200 Constitution Ave. NW, Rm. N-4123 
Washington, DC 2021 o 

Filing time frame: 300 days 
Equal Employment Opportunity Commission 

Miami District Office 
One Biscayne Tower, Suite 2700 

2 South Biscayne Boulevard 
Miami, FL 33131 

Filing time frame: 365 days 
Florida Commission on Human Relations 

2009 Apalachee Parkway, Suite 100 
Tallahassee, FL 32301 

USDOL Office of Inspector General, 
Office of Investigations 
200 Constitution Avenue, NW 
Room S-5014 
washington, D. c. 20210. 

USDOL Occupational Safety and Health 
Administration (OSHA) 
Safety and Health Violations 
200 Constitution Avenue, NW 
Washington, D.C. 20210 

Programs funded through WORKFORCE plus are equal opportunity programs with auxiliary aids and services available upon request to individuals with disabilities Persons using 
lTY /TTD equipment use Florida Relay Service 711 . 
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Gadsden: (850) 875-4040 
Leon: (850) 922-0023 

Wakulla: (850) 926-0980 
Executive Center: (850) 414-6085 

I certify that I have read the above statement and understand my rights and responsibilities as outlined: 

Participant Signature Date 

Parent or Guardian Signature (if participant is a minor) Date 

As a representative of the Workforce system, I verify that the above-signed participant read the above 
statement of Grievance/Complaint and Hearing/ Appeal procedures and indicated an understanding of the 
procedures. 

WORKFORCE plus Representative Signature Date 

Programs funded through WORKFORCE pius are equal opportunity programs with auxiliary aids and services available upon request to individuals with disabilities. Persons using 
TIY /TID equipment use Florida Relay Service 711 
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WTP-DR-0003 
Work Registration 

Effective Date: August 4, 2009 
Revised: September 7, 20 II 

TO: WORKFORCE plus Operators Operating in Region 5 and Affiliated Partners 

FROM: Kimberly A. Moore, Chief Executive Officer 

SUBJECT: Work Registration 

EFFECTIVE 
DATE: Upon Issuance 

EXPIRATION 
DATE: Until Superseded or Rescinded 

PURPOSE: 
To provide work registration procedures for use by service provider staff in the WORKFORCE plus offices. 

BACKGROUND: 
Florida Statute 414.095 requires that TANF applicants work register as a requirement of eligibility. The intent 
of the Work Registration requirement is to engage the Temporal}' Assistance for Needy Families (f ANF) 
applicant in activities leading to job placement and to provide an orientation to the Welfare Transition 
Program requirements. The statute also allows regional workforce boards to set policy on Work Registration 
requirements. 

WORK REGISTRATION PROCEDURES: 
The Department of Children and Families (DCF) will refer TANF applicants to the nearest WORKFORCE plus 
Office for Work Registration. Applicants may begin the work registration process by attending an orientation 
at one of the WORKFORCE plus office locations on designated days. Applicants can attend the overview in a 
group setting, or individually through a one-on-one meeting with staff. The overview is only one step in 
completing the work registration process which consists of several activities. Activities may be offered on 
different days at each office location, but will be available at least one (I) day per week. Based on scheduling, 
an applicant should be able to complete the work registration process within a five (5) day period. The 
activities can be accomplished in any sequence and must be completed by reporting to a WORKFORCE plus 
office. The work registration process includes: 

I. Full Orientation: The orientation session will include as a minimum an overview of the program 
requirements, to include participation requirements, sanctions for non-compliance, childcare, support 
services, grievance procedures, fair hearing procedures and a review of rights of applicable federal 
laws. WTP Career Specialists will complete the following steps during the orientation process. 

a. Collect the Work Registration Referral provided by DCF, or utilize the electronic systems 
FLORIDA and/or ACCESS to obtain proof of the referral from DCF. 

b. Retain the proof of referral from DCF in the hard copy file and record the date the participant 
began the work registration process. 

c. Reopen the individual's case in One-Stop Service Tracking (OSST), or build a case in OSST, 
when the participant first arrives for participation. The staff should enter a case note 
documenting the date the participant came to the career center and what they were advised to 
do. 

Programs funded through WORKFORCE plus are equal opportunity programs with auxiliary aids and services available upon request to Individuals with disabilities. Persons using 
TTY mo equipment use Florida Relay service 711. 
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d. Enter all activities and services into the OSST system. 

WTP-DR-0003 
Work Registration 

Effective Date: August 4, 2009 
Revised: September 7, 2011 

e. Collect the signed Opportunities and Obligations Acknowledgement and Complaint & 
Grievance forms after the orientation session ends. 

f. Collect signed Work Registration activity schedule (copy) demonstrating the participant was 
advised of what they had to do in writing. 

2. Workshops: Participants will be required to attend two workshops which are Interviewing Techniques 
-Dressing for Success and Resume Writing Lab. 

3. Assessments: Participants will be required to take two assessments which are E-CHOICES and Ready 
to Work (RTW). If a participant has already taken RTW and received a credential, they may complete 
20 job searches in lieu of this requirement. 

4. Employ Florida Marketplace (EFM): Participants will be required to complete a full registration in this 
system, as well as build their resume within EFM. 

5. Follow-up Appointment: Participants are required to attend the follow-up appointment where the WT 
Career Specialist will ensure all steps for Work Registration have been completed, placing hard copy 
proof of Work Registration completion in the participant's file. Electronic notations will be made in 
both the FLORIDA and the OSST systems. 

Note: In order for DCF to determine eligibility for TANF benefits, the work registration process must be 
completed within thirty (30) days of the date of application for benefits. 

Work Registration Support Services: Support Services may be provided to applicants based upon availability 
of funds and will be limited to childcare. 

Applicant child care will be restricted to one (1) 30 day referral per six (6) month period from the date of 
application. If an applicant is not eligible for a childcare referral, staff will encourage the applicant to make 
other arrangements in order to complete the work registration process. 

Work Registration for Re-applications: Applicants that complete the work registration process but not 
approved for cash assistance must reapply. If an applicant has completed work registration within six (6) 
months of the date reapplication, the applicant will not be required to repeat the process. The WT Career 
Specialist should reference the applicant's hard copy file to verify the completion of work registration. If the 
applicant partially completed work registration in the previous six (6) months, the applicant will only be 
required to complete activities that they did not complete before. The WT Career Specialist will need to 
reference the applicant's hard copy file to determine the uncompleted activities. If it has been more than six 
(6) months since the applicant completed or partially completed work registration, then the applicant will 
repeat the entire process. 

Good Cause: If the applicant has a circumstance beyond their control that prohibits them from completing 
work registration activities, the work registration requirement may be waived by front line supervisors, 
provided the applicant can submit documentation verifying the circumstance. The applicant must provide 
documentation of good cause within the thirty (30) day period provided by Department of Children and 
Families to complete the work registration process for WORKFORCE plus to waive the requirement. 
Documentation must adhere to the most current local and state policies regarding verification of good cause. 

Programs funded through WORKFORCE plus are equal opportunity programs with auxiliary aids and services available upon request to individuals with disabilities. Persons using 
TTY /TTD equipment use Florida Relay Service 7 t I. 
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Work Re · stration Checklist 

Orientation Date:------------------

Gadsden: (850) 875-4040 
Leon: (850) 922-0023 

Wakulla: (850) 926-0980 
Toll Free: (866) 93 7-5621 

Customer Name:------------------- Last 4 of Social Security#: ___ _ 

ACfiVITY DATES/TIMES AVAILABLE 
DATE STAFF 

COMPLETED SIGNATURE 

httt1:/ /www.~mtllo~floridg.com/ 

Register with 
Instructions: Select Not Registered, Create User ID and 

EMPLOY FLORIDA 
Individual. If you are already registered, have Career 

Consultant verify information and sign appropriate box. 
(Bring printout of registration to Follow-up Appt) 

htttl : !../..www . emtllOJLflQrid9 .~om/ 
Instructions: Log in to Employ Florida, Click on Resume 

Builder, then Create Resume and follow steps to 
Employ Florida completion. Click 'Yes' to add your skills while you build 

Resume & Job Skills your resume. To print skills click on My Portfolio, then 
Individual Profiles and the Self Assessment Profile. 

Print Resume & Skills to submit at Follow-up Appt. 

Resume Writing Please refer to the attached Workshop schedule. 
Workshop 

Gadsden County Leon County Wakulla County 

Ready to Work 
Thursdays customers must Thursdays 

Testing 
9:00am -2:00pm schedule 1:OOpm - 5:00 pm 

appointments 

Customers must register and bring picture !D. 
Interviewing 

Techniques with Please refer to the attached Workshop schedule. 
Dress for Success 

Choices Assessment Gadsden County Leon County Wakulla County 

(On-computer) Mondays Mondays Thursdays 

Sign-in at the front 2:00pm- 4:00pm 11 :30am - !2:30pm 1:OOpm - 5:00pm 

desk and ask for the OR Wednesdays 

Assessment 1:30pm - 2:30pm 

Specialist-Must have 
picture/D. Bring results and the signed form to the Follow-up Appt. 

Gadsden County Leon County Wakulla County 
Mondays Thursdays Thursdays 

Group Follow-Up 4:00pm !1 :30am- 12:30 pm 3:30pm -4:30pm 
Appointment 

Please be on time. Failure to do so may delay your application 
for cash assistance. 

Customer Signature:-----------------
Programs funded through WORKFORCE plus are equal opportunity programs with 
auxiliary aids and services available upon request to individuals with disabilities. 

Persons using TIY / TTD equipment use Florida Relay Service 711. I 
Disclosure of your social security number is voluntary. tt is requested however. 
pursuant to Privacy Act of 1974. Social security numbers Y.~ll be used by WORKFORCE 
plus for the sole purpose of system review to determine our overall level of etliciency. 
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WTP-DR-0018 
Up Front Diversion 

Effective Date: March 16,2010 

To: WORKFORCE plus Operators Operating in Region 5 and Affiliated Partners 

From: Kimberly Moore, Chief Executive Officer 

Subject: Up Front Diversion Policies for the Welfare Transition Program 

Effective Date: March 16, 20 I 0 

Expiration Date: until Superseded or Rescinded 

PURPOSE: 
To establish policies for providing Up Front Diversion (UFO) services for the Welfare Transition 
(WT) Program in the Gadsden, Leon and Wakulla WORKFORCE plus offices. 

REFERENCES: 
Florida Statutes Chapter 445, sections 445.017 and 445.032; Florida Administrative Code 65A-
4.212; AWl Final Guidance Document 04-013 Welfare Transition Up Front Diversion Program. 

BACKGROUND: 
Individuals apply for Temporary Cash Assistance (TCA) for many reasons including assistance 
for recurring needs such as shelter, utility payments, food and monthly expenses. Some 
customers do not need ongoing cash assistance to meet recurring needs as they may be facing 
unexpected circumstances and/or emergencies. Customers may need immediate aid to secure 
or retain employment rather than require ongoing assistance. The immediate needs may 
include, but are not limited to, unexpected shelter or utility payments, transportation barriers, 
or unexpected medical fees. These immediate needs may be met through the provision of Up 
Front Diversion services. 

POLICY: 
The Up Front Diversion program is available only to Welfare Transition Program customers 
who are at applicant status as an alternative to ongoing TCA. The purpose of UFO is to 
provide an alternative means of assistance to a family experiencing unexpected expenses or 
an emergency. Due to the circumstances the family may be experiencing, it has resulted in the 
need for the family to apply for Temporary Cash Assistance (TCA). Through the provision of 
UFO services and/or a UFO payment, the need to receive ongoing TCA can be removed, while 
simultaneously alleviating the unexpected circumstances the family is experiencing. 
Resolution of the circumstances should lead to gaining or retaining employment. Service 
provider staff will ensure a process is in place that includes the following steps: 

• Linking customers with job opportunities as a first option if not employed; 
• If eligible, offering child care services as an alternative to receiving TCA; 
• Screening customers to identify the emergency needs of the family; 
• Offering a ONCE IN A LIFETIME payment of up to $1,000 per family. 

Up-Front Diversion Program 

Determination of Customer Eligibility 
The Agency for Workforce Innovation (AWl) Final Guidance Document 04-013 for the Up-Front 
Diversion Program states a review of the Up-Front Diversion Screening Form, AWl WTP-2073, 

Programs funded through WORKFORCE plus are equal opportunity programs with auxiliary aids and services available upon request to individuals with 
disabilities. Persons using TTY ITTD equipment use Florida Relay Service 711. 
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WTP-DR-0018 
Up Front Diversion 

Effective Date: March 16, 2010 

must be reviewed with the customer to identify if they are a good candidate for UFO. A good 
candidate is defined by WORKFORCE plus as follows: 

• Exhibits work history of at least one (1) year with the same employer over the past 
three (3) years; 

• Has stable employment with no indicators of employment ending, or has an offer of 
employment projected to start within four (4) weeks; 

• Has been determined eligible to receive TCA, but is not currently receiving TCA 
benefits; 

• Has an emergency or unexpected situation that may be resolved through UFO; and 
• Has a secure, ongoing means of meeting monthly expenses. Please note: 

Unemployment benefits are not considered a secure, ongoing means of financial 
support. This shall be defined as employment, child support benefits, a permanent 
legal settlement payment, and/or regular pension payment. 

The service provider is responsible for the approval or denial of a family for receipt of UFO 
payment and services. The customer must submit a Request for Assistance (RFA) to the 
Department of Children and Families (DCF). The customer will be referred to the WORKFORCE 
plus location in their county of residence. If a customer comes directly to WORKFORCE plus to 
request UFO services, WT staff will have to determine the customer's eligibility to receive TCA. 
Service provider staff will ensure the following steps take place: 

• Determining the TCA customer eligible for the UFO provision of services and/or 
payment; 

• Verifying and documenting the unexpected or emergency situation the family is 
experiencing; 

• Determining what the family needs to resolve the emergency, resulting in preventing 
the family from requiring ongoing TCA; 

• Verifying and documenting the identity and citizenship of the customer; 
• Verifying and documenting the household meets the definition of"family"; 
• Verifying and documenting the size of the household; 
• Verifying and documenting the customer has demonstrated a need for diversion 

services, and any provision of UFO services/payment eliminates the need for on-going 
TCA; 

• Verifying and documenting an ongoing means for meeting monthly expenses through 
verification of stable employment, or an offer that will begin in the next 4 weeks; 

• Identifying and documenting the services that will be provided to the customer through 
both the Welfare Transition (WT) Work Registration process and the UFO process; 

• Documentation of the provision of referrals to community support services to the 
customer; 

• Notification to DCF of the approval or denial of the UFO services for the family; 
• Usage and documentation of the official AWl WTP-2075 form titled "Agreement for Up

Front Diversion Payment/Service" to notify the applicant of the following: 
o Provision of transitional child care (TCC); 
o The restriction on applying for TCA for three (3) months after the receipt of the 

UFO services/payment unless a qualified emergency is demonstrated to the 
service provider; 

o Terms for repayment of an UFO payment if the participant is approved for a 
qualified emergency re-application for TCA. 

Programs funded through WORKFORCE plus are equal opportunity programs with auxiliary aids and services available upon request to individuals with 
disabilities. Persons using TTY /TID equipment use Florida Relay Service 711 . 
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Qualified Emergency Re-Application 

WTP-DR-0018 
Up Front Diversion 

Effective Date: March 16, 2010 

A family approved for an UFD payment cannot reapply for TCA for three {3) months after the 
receipt of the payment, unless the family meets the qualified emergency definition. The three 
{3) month period includes the month the diversion payment was received. A qualified 
emergency is defined as follows: 

• Sudden hospitalization resulting in a loss of income or employment; 
• Illness resulting in a loss of income or employment; 
• Loss of housing affecting the ability to seek or retain employment; 
• Natural disaster resulting in a loss of income or employment; 
• Other situations of similar nature affecting employment, or ongoing means of income. 

The UFD customer must complete the Diversion Services Emergency Criteria form, A WI WTP-
0001. Setvice provider staff is responsible for detennining if the family has demonstrated a 
qualified emergency. If determined eligible, the customer is allowed to reapply for TCA. The 
diversion payment will be pro-rated over an eight {8) month period and deducted from any 
temporary cash assistance for which the customer is eligible. 

Documentation 
The start date for any service, assigned activity or payment provided to a customer in the UFO 
process is the same date as the date on the Up-Front Diversion Screening Form, A WI WTP-
2073. Service provider staff will ensure a process is in place for the following documentation 
requirements: 

• Work activities assigned during the WT Work Registration process must be recorded in 
the One Stop Service Tracking {OSST) system with the correct start date; 

• Any support services provided to the customer must be recorded in OSST on the Skill 
Development screen and case notes must be updated to state the customer's status; 

• Any UFO payment provided to the customer must be recorded in the "Service Plan" area 
of the Skill Development screen in OSST with the correct start date and the amount of 
the UFD payment, as well as case notes updated to state the customer's payment 
amount; 

• The UFO service/payment is closed appropriately in OSST when the service/payment is 
approved or denied; 

• All forms must be accurate, complete, and retained in the hard copy file; 
• Case notes must be entered at each phase of the UFD process. 

Provision of Diversion Services/Payment 
Once a customer has been deemed eligible to receive diversion services and/or payment, a 
detennination must be made regarding which is more appropriate - a service or a payment. 

Support services funded with local TANF dollars and used as a diversion to on-going cash 
assistance are considered "non-assistance" because the services are provided for a short-tenn 
period and are addressing an emergency need. For documentation purposes, all UFO services 
provided to a customer must be recorded in OSST as applicant services. Please see the 
"Documentation" section for specifics on required data. The diversion service available to UFD 
customers in the WORKFORCE plus region is the 30-day child care referral. 

The UFD payment does not count against a customer's 48-month lifetime limit to receive TCA. 

Programs funded through WORKFORCE plus are equal opportunity programs with auxiliary aids and services available upon request to individuals with 
disabilities. Persons using TTY /TTD equipment use Florida Relay Service 711 . 
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Up Front Diversion 

Effective Date: March 16, 2010 

WORKFORCE plus is authorized to rescind any UFO payment prior to the money being released 
based upon any changes in the customer's temporary emergency situation or discovery of 
information that changes a customer's eligibility status. A UFO payment is a once in a lifetime 
payment for an amount up to $1,000 based upon the emergency circumstances being resolved 
through UFO. Acceptable examples of circumstances eligible for a UFO payment are as 
follows: 

• Tools or uniforms needed to begin or retain employment; 
• Unexpected medical or utility bills affecting a customer's ability to seek and/or retain 

employment; 
• Replacement of lost income due to medical leave without pay if the projected return to 

work date is within four (4) weeks; 
• Loss of housing resulting in possible loss of employment or barriers to seeking 

employment; 
• Natural disaster has damaged clothing or tools used for gaining and/or retaining 

employment; 
• Emergency childcare payment (not parent fees) for temporary childcare while securing 

permanent childcare. 

30-Day TCC Childcare: 
Based on Florida Statute 445.032, individuals re-directed to the UFO program may be eligible 
for Transitional Child Care (TCC). The official start date should correlate with the date the Up
Front Diversion Screening Form, AWl WTP-2073, is completed. This date is considered the 
customer's start date of the UFO process. The limitations for provision of this service are as 
follows: 

• The UFO customer may receive a 30-day referral for applicant childcare. The start date 
of the referral must be the date the UFO process began. 

• If employment is not gained within the 30-day childcare window, the UFO customer is 
responsible for their child care needs for the remainder of the UFO period - 60 days. 

• If employment is gained within 90 days from the start of the UFO process, the 
customer's status will be updated to Transitional, and the provision of childcare will be 
aligned with the policies in place for TCC. 

• If employment is secured within the 90-day UFO period, and the customer subsequently 
loses employment, the customer is eligible to receive the 30-day ]ob Search Child Care 
as outlined in the Transitional Support Services directive. 

Service provider staff will ensure a process is in place for the following steps: 

• Verifying and documenting any employment gained during the 30-day TCC period; 
• Issuing the 30-day TCC referral for the customer; 
• Issuing the AWl Form 2290, Notice of Change in Child Care, if employment is not 

obtained during the 30-day TCC period to the customer and the Early Learning Coalition 
(ELC). 

Programs funded through WORKFORCE plus are equal opportunity programs With auxiliary aids and services available upon request to individuals with 
disabilities. Persons using TTY ITTD equipment use Florida Relay Service 711 
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Relocation Assistance 

Effective Date: March 28, 2012 

TO: WORKFORCE plus Operators Operating in Region 5 and Affiliated Partners 

FROM: Kimberly A. Moore, Chief Executive Officer 

SUBJECT: Relocation Assistance 

EFFECTNE 
DATE: Upon Issuance 

EXPIRATION 
DATE: Until Superseded or Rescinded 

PURPOSE 
To provide guidance on relocation assistance for the Welfare Transition (WT) programs operated by 
WORKFORCE plus to include data entry and additional services. 

REFERENCES 
Florida Statute 445.02 I 

BACKGROUND 
Developed under Florida Statute 445.021, the Relocation Assistance Program aids families who have 
significant barriers in finding and retaining employment by moving to communities where there are greater 
opportunities to obtain self-sufficiency. It also assists victims of domestic violence who would benefit from 
reduced probability of further incidents through relocation. 

POUCY 
Eligibility 
Relocation assistance is available to applicants requesting Temporary Cash Assistance (TCA) who meet Up
Front Diversion eligibility criteria or for WT participants currently receiving TCA who meet relocation 
eligibility criteria. The family must demonstrate a need for relocation & a contributing factor to achieving self
sufficiency as a result of the relocation. If the Relocation Assistance applicant doesn't qualify for or receive 
TCA due to exhausting his or her time limits, the applicant is not eligible to receive Relocation Assistance 
using TANF funds under 445.021 (F.S). The maximum amount approved for relocation assistance is $2000. 
Under no circumstances will a customer be approved for relocation assistance that exceeds the allowable 
maximum amount. The minimum required distance for relocation is 50 miles from their current residence, 
except in the cases of domestic violence. WORKFORCE plus' relocation assistance program is provided 
through Department of Children & Families (DCF) . Funds are applied directly to the customer's Electronic 
Benefits Transfer (EBT) card. Funds received in the relocation payment will count toward TCA time limits in 
the month in which it is received. 

In order for families to become eligible for Relocation Assistance, they must demonstrate a NEED TO 
RELOCATE as specified below: 

I . Is located in an area with limited employment opportunities; 
2. Is geographically isolated; 
3. Has formidable transportation barriers; 
4. Is isolated from their extended family; or 
5. Has experienced incidences of domestic violence that interfere with their ability to maintain self

sufficiency. 

Programs funded through WORKFORCE plus are equal opportunity programs with auxiliary aids and services available upon request to individuals with disabilities. Persons using 
TTY /TID equipment use Florida Relay Service 711 
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Staff should determine that the relocation is appropriate for the family by ensuring that one or more 
CONTRIBUTING FACTORS to achieving self-sufficiency are applicable: 

I. Family will not likely achieve economic self-sufficiency in current community of residence; 
2. Family has secured a job in the community they want to relocate to which will provide increased 

waged or improved benefits; 
3. Family has a support network that will contribute to job retention in another community; 
4. Is a victim of domestic violence who will experience reduced incidents of further violence due to 

relocation; and/or 
5. Can obtain education or training directly related to the individual's employment or career 

advancement. 

Note: WORKFORCE plus will not approve relocation assistance solely because a customer has a support 
network that can contribute to job retention unless the customer has also secured a job in the community 
they wish to relocate to. 

Process 
Staff is responsible for the completion of the following steps in cooperation with Department of Children & 
Families (DCF) in addition to the customer requesting relocation assistance. 

I. Determine if the family is receiving TCA, or the TCA applicant meets TCA eligibility, or for Up-front 
Diversion applicants, that all requirements for Diversion would likely be met. If the family has met 
their TCA lifetime limit & is not approved for a hardship extension, they cannot receive Relocation 
Assistance under 445.02I (F.S). 

2. Determine that there is sufficient information to ensure that relocation will assist the individual in 
attaining self-sufficiency. The customer must be able to relocate and sustain basic necessities without 
relying on TCA. Therefore, the customer should be able to verify how they will sustain residence in the 
community of relocation. 

3. Establish a written relocation plan, which includes: 
a. A relocation budget using A WI WTP-0002, Relocation Budget Worksheet. Budget should include 

relocation expenses (written estimates for relocation expenses and employment related costs) 
and provisions to prevent abuse/misuse of the relocation assistance payment. 

b. Documentation from the individual to ensure that relocation funds will be expended properly and 
that the relocation will take place. Acceptable documentation is written estimates for relocation 
expenses and/or self-attestation that funds will be expended for relocation. 

c. Assurance the relocation will be successful without relying on TCA and be prepared to meet 
future expenses without relying on recurring TCA once the relocation has been approved, (on
going plans). Customers are not eligible to apply for TCA for six months unless an emergency 
arises. Therefore, it is imperative to ensure the customer will be able to sustain their household 
once relocated. 

d. Provisions to protect the safety of victims of domestic violence and avoid provisions that would 
place him/her in anticipated danger. Customers relocating due to domestic violence must have a 
safety plan built-in the relocation plan. Customers who relocate due to domestic violence are not 
subject to reapplication restrictions and should be provided the contact information for DCF 
where the family is relocating. 

4. Verify in writing that the receiving community (in or out of the state of Florida) has the capacity to 
provide needed services & employment opportunities. If in state, contact the local One-Stop Center. 
If out of state, staff will use directory assistance and the Internet to locate DCF and One-Stop 
counterparts in the local community. Customers will be provided this information in writing whether it 
is a social service provider list or website addresses to utilize when needed. This step must be 
documented on the AWI-WTP-2279, Relocation Assistance Program Checklist. 

Programs funded through WORKFORCE plus are equal opportunity programs with auxiliary aids and services available upon request to individuals with disabilities. Persons using 
TTY /TID equipment use Florida Relay Service 71 I. 
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5. Staff must approve or deny the Relocation Assistance within fourteen (I 4) calendar days from the date 
of the RFA. If the applicant does not complete the process or does not demonstrate a need for 
relocation and the ability to sustain residence in the community of relocation, the Relocation 
Assistance request should be denied. For cases of domestic violence, the approval/denial 
determination will be expedited (within 7- I 0 days) while maintaining the requirements of the approval 
process. 

6. If relocation occurs, staff must monitor the family's relocation. The family must relocate within 90 
days of the receipt of relocation assistance. At a minimum, the Career Specialist will send a survey 
(WTP-FR-XXXX) no later than 90 days of the family's relocation or telephone the relocated family & 
complete the survey by phone. The survey will assess the success of the relocation & the adequacy of 
services being provided in the new area. If the family cannot be contacted, other means to monitor 
relocation can be used such as contacting the employer to verify continued employment and use of 
notes from the DCF MIS. 

Right to Withdraw 
The customer has the right to withdraw their request for relocation assistance. If the customer decides not to 
relocate, staff will check the withdrawn category on the bottom portion of Section B of the AWI-WTP-2279 
form and enter the date the customer withdrew their request. The withdrawal paperwork must be forwarded 
to DCF and a copy retained in the case file. Staff must provide the withdrawal paperwork to DCF as timely as 
possible to avoid the Relocation Assistance payment being applied to the customer's EBT card/funds being 
expended to vendors on behalf of customer. 

Multiple Relocation Assistance Requests 
The number of times a family may apply for relocation assistance is not limited. However, any subsequent 
relocation applications must be evaluated to determine why the previous relocation was not successful and 
should be one of the determining factors as to the appropriateness of any future relocation assistance 
requests. The customer will have to provide documentation of good cause reasons as to why the relocation 
did not occur. Some examples of good cause can be found in "Reapplication for TCA Due to an Emergency" 
section on page 4 of this document. 

Support Services 
An applicant childcare referral may be provided to customers who are requesting a diversion (relocation 
assistance). Applicant childcare is available for 30 days and is based on funding availability. If the customer 
does not relocate within the 30 days allotted for applicant childcare, any remaining childcare services will be 
at the expense of the customer. 

Obtaining employment is a critical component to the relocation assistance process. According to Florida 
Statute 445.02 I (c), customers who relocate are eligible to receive transitional childcare. Transitional 
childcare is limited to customers who are employed when leaving TCA or employed recipients of diversion. 

Once the customer arrives in the receiving community and has requested services from the receiving One 
Stop Career Center, the customer may receive job search childcare for 30 days if he/she is not employed. The 
customer who receives relocation as a diversion and is not employed may receive transitional childcare only 
if employment is obtained within 90 days after the receipt of the relocation assistance payment. 

Data Entry 
F.S. Chapter 445 requires the relocation assistance be tracked and reported to Workforce Florida, Inc. 
annually. The data is compiled from both OSST and the FLORIDA system. Therefore, the relocation process 
must be entered and tracked in the OSST system. There are similar steps required to document relocation 
assistance for an applicant as well as a current WT customer. 

Programs funded through WORKFORCE plus are equal opportunity programs with auxiliary aids and services available upon request to individuals with disabilities. Persons using 
TfY/TTD equipment use Florida Relay Service 711. 
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I. On Skill Development, select the ADD tab under the Service Plan. After selecting the correct provider, 
add the relocation service to track the applicant throughout the process. 

2. Case notes must be updated throughout the process as appropriate. 
3. If the applicant is approved for relocation assistance, the service entered under Service Plan on the 

Skill Development screen must have a positive outcome of "Completed". IF the applicant is denied or 
withdraws the relocation request, the service should be ended with the appropriate reason and the 
actual end date. 

4. Once the outcome is entered, the user will have to enter a financial outcome. Under the "Financial 
Outcome" section of the diversion screen, the use will have to select "yes" or "no" response to the 
following questions: 

a. Was the relocation provided as a diversion to the applicant? 
b. Was the relocation provided through RWB funds? Staff will answer "no" to this question. 

Relocation assistance is provided through the use ofTANF fimds fi·om DCF. 
c. Was the relocation provided through the EBT card? 

5. Staff must complete follow-ups to ensure that the family relocates and TCA is terminated (if relocated 
for a reason other than domestic violence). To-Dos should be created as reminders to complete 
follow-ups within the 90 days after receipt of relocation assistance payments. 

6. The OSST case should not be closed until a Case Closure To-Do is received through the interface with 
FLORIDA. 

For current WT customers, there must be an open case in OSST system and the customer must be engaged in 
and complying with the WT program in order to qualify for relocation assistance. 

Reapplication for TCA Due to an Emergency 
If the family demonstrates a qualified emergency to staff prior to the expiration of the six month period, they 
may reapply for TCA. If the family reapplies for TCA through their local DCF office, the ESS should refer the 
family to the One Stop Career Center to first determine if an emergency exists prior to approval of TCA. Staff 
will need to complete the AWl-WTP-000 I and determine if the family demonstrates a qualified emergency. 
Upon completion, a copy of the AWI-WTP-OOOiwill be forwarded to DCF. The following are examples of 
qualified emergencies: 

• Hospitalization or illness documented by a physician licensed under Chapter 458 or 459 F.S., resulting 
in a significant Joss of income or loss of employment; 

• Loss of earned income for reasons other than resignation without good cause or termination for 
cause; 

• Loss of housing; 
• Natural disaster (i.e. flood, hurricane) responsible for destruction of the family's major property such 

as housing; 
• Other situations of similar nature (i.e. house burned down) affecting the individual's employment; and 
• Domestic violence. 

If the family reapplies for TCA within six months due to an emergency, except in the case of domestic 
violence, either the entire amount of the relocation assistance received or a portion of it must be repaid by 
the customer. The amount for repayment will be determined by DCF. 

Fraud 
If fraud is suspected or if the family fails to relocate within 90 days of receiving the relocation assistance 
payment, the entire amount of the relocation must be repaid. Staff must notify DCF of suspected fraud so that 
DCF can initiate the benefit recovery repayment process. If fraud is suspected at a later date, the relocation 
assistance can still be recouped from the customer's monthly benefit amount to equal the relocation 
assistance payment received. 

Programs funded through WORKFORCE plus are equal opportunity programs with auxiliary aids and services available upon request to individuals with disabilities. Persons using 
TTY /TTD equipment use Florida Relay Service 711. 
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There is no Federal or State minimum required distance of relocation when done so due to domestic 
violence. Staff will need to ensure that to the extent possible: 

1. Family has a support network that will contribute to job retention in another community; 
2. Victim of domestic violence will experience reduced incidents of further violence due to relocation; 
3. Verify the receiving community has available a local shelter and protection to secure an emergency 

plan for victims of domestic violence; 
4. The relocating family is not moving into a potentially dangerous situation; and 
5. Verify the customer will be able to receive supportive services and assistance in the receiving 

community. 

Programs funded through WORKFORCE plus are equal opportunity programs with auxiliary aids and services available upon request to individuals with disabilities. Persons using 
TrY /TTD equipment use Florida Relay Service 711. 
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Last Revision: June 15, 2012 

To: WORKFORCE plus Operators Operating in Region 5 and Affiliated Partners 

From: Kimberly Moore, Chief Executive Officer 

Subject: Assessment Policies for the Welfare Transition Program 

Effective Date: Upon Issuance 

Expiration Date: Until Superseded or Rescinded 

PURPOSE: 
To establish policies for completing initial and continued assessments for the Welfare 
Transition (WT) Program in the Gadsden, Leon and Wakulla WORKFORCE plus offices. 

REFERENCES: 
Code of Federal Regulations (CFR) 45, Chapter II, Part 261. 11 

BACKGROUND: 
Assessment is the process of gathering, combining and evaluating a variety of information 
used to make career or employment related decisions. The goal of assessment is to match the 
customer with services that will most benefit their development, and to enable the customer to 
become self-sufficient. The assessment process is ongoing, and helps customers explore and 
understand themselves in terms of their skills, knowledge, abilities, attitudes and the 
environment in which they function. 

POLICY: 
Applicants for Temporary Cash Assistance (TCA) must be assessed prior to the assignment of 
the required work activity to ensure an appropriate activity is assigned. The initial assessment 
must record the customer's skills, prior work experience and level of work readiness. The 
information gathering during the assessment process should be the largest determining factors 
when activities are being considered for a customer. 

Components of Assessment: 
Assessment begins for a WT customer during the Work Registration process. Areas to 
consider during the assessment process include work history issues, skills, highest level of 
education completed, any training credentials received or needed to obtain employment, 
housing, transportation, childcare, special needs of the family, and available personal support. 
Each of the assessment areas is critical to the steps a customer takes towards achieving self
sufficiency. During the Work Registration process, a TCA applicant is required at minimum to 
complete the following components of assessment: 

• Welfare Transition Program Initial Intake and Assessment Form (WTP-FR-0032) 
• E-Choices 
• Ready to Work Placement Test 

Programs funded through WORKFORCE plus are equal opportunity programs with auxiliary aids and services available upon request to individuals with 
disabilities. Persons using TTY /TID equipment use Florida Relay Service 711. 
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When the customer attends the first appointment with the WT Career Specialist, the results of 
each component must be reviewed and used to develop the Individual Responsibility Plan 
(IRP). If updates need to occur, it will take place during the first appointment. Case notes must 
be entered into the One Stop Service Tracking (OSST) system summarizing the assessment 
results, any barriers identified, the short and long-term goals set for the customer, and any 
further formal assessments being recommended for the customer to complete. Any future 
assessments completed by the customer must have the results reviewed by the WT Career 
Specialist. The results will be used to update the IRP. Service provider staff will be responsible 
for ensuring the following required tasks are completed: 

• Review of the completed and signed Initial Intake and Assessment Form takes place 
with the customer at the initial assessment appointment. 

• Accurate information is captured regarding the customer's skills, work history, and 
employability. Each section of the form must be completed in order to constitute a 
complete assessment. If the customer fails to provide a response, the Career Specialist 
is responsible for clarifying this information with the customer and confirming the 
responses as accurate. The Career Specialist should update the Initial Intake and 
Assessment Form with additional information obtained, if appropriate. The Initial 
Intake and Assessment Form must be signed and dated by the customer and the Career 
Specialist on the date of review. This document is then retained in the hard copy file. 

• Case notes are entered in the event a customer has no work history recorded on the 
Initial Intake and Assessment Form in addition to updating the form to read "No Work 
History". Prior to indicating a customer has no work history, the Career Specialist is 
responsible for clarifying this information with the customer and confirming the 
customer's employment history (or lack thereon in the Employ Florida Marketplace 
(EFM) system. If it is determined the customer has been employed, even if only 
temporarily, the Initial Intake and Assessment Form must be updated to reflect the 
work history information obtained. 

• The initial assessment appointment is completed no less than 30 days from the date the 
customer was referred as a mandatory customer. 

• Any barriers, educational and/or employment goals identified at the initial assessment 
appointment are captured in OSST using case notes and printed on the IRP. 

• Support services provided to overcome barriers are documented on the IRP. 
• No activities are assigned to a customer prior to the completion of the initial 

assessment appointment and review of the results of each assessment component. 

Every customer is scheduled an office appointment to meet with a Career Specialist and 
complete the initial assessment; however, there are instances where a customer is not able to 
attend the preliminary initial assessment appointment. Customers can be rescheduled if there 
is a good cause reason why they cannot attend the appointment. Although the customer's 
assessment has been rescheduled, the requirement to complete the initial assessment within 
30 days of becoming a mandatory customer is not removed. For this reason, other methods 
may be used to ensure compliance such as conducting the initial assessment via telephone. 
The following are instances where a telephonic assessment would be applicable. 

Programs funded through WORKFORCE plus are equal opportunity programs with auxiliary aids and services available upon request to Individuals 1vith 
disabilities. Persons using TIY /TID equipment use Florida Relay Service 711. 
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• Customer has a documented medical issue that will not allow them to attend the 
scheduled appointment. Documentation to support this claim must be received by staff 
and placed in the customer's hard copy case file. 

• Customer has a domestic violence issue and attending the appointment may place their 
family in jeopardy. 

• Customer is in the pre-penalty phase and has a documented good cause reason to 
support their failure to attend the scheduled appointment. Staff is not able to 
reschedule the appointment to fall within the 30 day timeframe. 

Staff will be responsible for ensuring the same required tasks are completed for the telephonic 
assessment as a face-to-face assessment appointment. Additionally, the following should 
occur: 

• Staff will review the case with the Program Manager to ensure that the extenuating 
circumstance and documentation justifies a telephonic appointment. 

• Upon completion of the telephonic assessment, staff will mail the customer the Initial 
Intake and Assessment form for their signature. Staff must provide a deadline for 
submission of the signed form. If the customer fails to return the completed form by the 
set deadline, the pre-penalty process will be initiated. 

• In addition to mailing the Initial Intake and Assessment Form, staff will also need to 
mail the IRP for the customer's signature. Staff must provide a deadline for submission 
of the signed form. If the customer fails to return the completed form by the set 
deadline, the pre-penalty process will be initiated. 

• Staff will not close out the assessment activity in OSST until they have received the 
Initial Intake and Assessment Form with the customer's signature attesting that the 
information is true and correct and that staff reviewed the form with them. 

• Once the signed intake form is received, staff must sign the form and ensure the date 
used to close out the assessment activity coincides with the date they affix their 
signature to the completed form. 

• Staff will ensure the initial assessment is well documented in case notes and the hard 
copy file. 

Note: Acceptable methods for delivery of documents to the customer are mailing, 
emailing or faxing. Furthermore, acceptable methods for customers to submit signed 
documents are mailing, emailing, faxing. A customer may also elect to have a friend or 
family member drop their documents off at the respective offices. 

Programs funded through WORKFORCE plus are equal opportunity programs with auxiliary aids and services available upon request to individuals \vith 
disabilities. Persons using 1TY /TID equipment use Florida Relay Service 711. 
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Gadsden: (850) 875-4040 
Leon: (850) 922-0023 

Wakulla: (850) 926-0980 
Toll Free: (866) WFP-JOB1 

1. CustomerName: __________________________________________________________________ __ 

2. Social Security#: -=-X=X.....,X:...:..--=-X=X-=------- Date of Birth: ___ ____,1!:..---_---f._l ____ _ 

3. Address: _________________________________ _ 

4. Telephone Number: --'------''---------

5. Email:------------------------------------------------
6. Citizenship: D US Citizen/Naturalized Citizen D Legally Admitted Alien/Refugee Number: ___ _ 

7. Race: D American Indian/ Alaskan Native D Asian D Black/ African American D White/Caucasian 

D Hawaiian Native/Pacific Islander D More than one race D Other: _________ _ 

8. Ethnicity: 0Hispanic or Latino D Not Hispanic or Latino 

9. Gender: D Male D Female 

10. Current employment status: D Employed D Unemployed 

11. Are you currently receiving Unemployment benefits? D Yes D No 

12. Have you received Unemployment benefits in the last 12 months? DYes D No 

13. Have you been terminated or laid off from work? D Yes D No 

14. Was your termination or layoff caused by permanent plant closure? D Yes D No 

15. Do you have a valid driver's license? DYes D No Class: State: _____ _ 

Education & Training 

I. Highest Education Level Completed: D Less than HS 

D AA/ AS D BA/BS D MAIMS D PhD 

D HS Diploma/GED D Vocational Certificate 

" 2. Did you receive a Certificate/Licenses? DYes D No Type: _________ Exp Date: ___ _ 

Skills- Please check all that apply 

Sales/Customer Service 
Housekeeping 

D Travel/ Airline 

Programs funded through WORKFORCE plus are equal opportunity programs with 
auxiliary aids and services available upon request to individuals with disabilities. 

Persons using TrY /TfD equipment use Florida Relay Service 711. 

Disclosure of your social security number is voluntary. It is requested however, 
pursuant to Privacy Act of 1974. Social security numbers will be used by WORKFORCE 
plus for the sole purpose of system review to determine our overall level of efficiency. 
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Employment Preferences 

Gadsden: (850) 875-4040 
Leon: (850) 922-0023 

Wakulla: (850) 926-0980 
Toll Free: (866) WFP-JOBI 

1. Type of position desired: D Full-Time D Part-Time D Temporary D Contract D No Preference 

2. Preferred Shift: D First D Second D Third D Split D Rotating D No Preference 

3. List Minimum Acceptable Salary: Hour: Week: Month: Annual: __ _ 

4. Are you willing to relocate? DYes D No If yes: City/State D No Preference 

5. Would you have any objections to employers using our database to contact you directly for employment 

opportunities instead of being referred by WORKFORCE plus? D Yes D No 

6. What is the earliest date you are available for employment? D Immediately D Date: ______ _ 

7. ]ob titles/positions you are seeking:-------------------------

Employment History- Begin with your most recent employer 

1. Recent Employer:------------------------------------
Address: ______________________________________ _ 

Supervisor/Contact Name:-------------- Contact Number: _________ _ 

Start Date:--------- Leave Date:------- Reason for leaving: ____ _ 

job Title:------------- Rate of Pay: _____ _ Hours Worked Weekly: ____ _ 

Duties:---------------------------------------

2. Previous Employer:-----------------------------------
Address: ____________________________________________ _ 

Supervisor/Contact Name:--------------- Contact Number:----------

Start Date: _________ _ Leave Date: ______ _ Reason for leaving: ____ _ 

job Title:------------- Rate of Pay: ____ _ Hours Worked Weekly: ____ _ 

Duties:------------------------------------------

Certification 

I certify to the best of my knowledge that all the information provided in this application is true and correct. 

Customer Signature: --------------- Date: ___________ _ 

Programs funded through WORKFORCE plus are equal opportunity programs with 
auxiliary aids and services available upon request to Individuals with disabilities. 

Persons using TIY /TID equipment use Florida Relay Service 711. 

Disclosure of your social security number is voluntary. It is requested however, 
pursuant to Privacy Act of 1974. Social security numbers will be used by WORKFORCE 
plus for the sole purpose of system review to determine our overall level of efficiency. 
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TO: WORKFORCE plus Operators Operating in Region 5 and Affiliated Partners 

FROM: Kimberly A. Moore, Chief Executive Officer 

SUBJECT: Support Services for Welfare Transition 

EFFECTIVE 
DATE: February 1, 2010 

EXPIRATION 
DATE: Until Superseded or Rescinded 

PURPOSE: 
To establish policies for issuing support services for the Welfare Transition (WT) Program in the Gadsden, 
Leon and Wakulla WORKFORCE plus offices. 

REFERENCES: 
Florida WIA 2000 Chapter 445, section 445.025, Workforce Innovation Florida Statutes 445.025 and 445.028, 
Section 101 (46) of the Workforce Investment Act of 1998. 

BACKGROUND: 
Support services assist families with the removal of barriers that affect active participation in assigned work 
activities, schooling and/or employment. It is through the removal of barriers that a family can begin the 
path towards self-sufficiency, thereby removing the need to receive public assistance. Below are support 
services that may be provided: 

(a) Linkages to community services; 
(b) Assistance with transportation; 
(c) Assistance with child care and dependent care; 
(d) Referrals to medical services; 
(e) Assistance with uniforms or other appropriate work attire and work related tools, including such 

items as eyeglasses and protective eye gear; and 
(f) Assistance with education related items such as books, tuition, and/or lab fees. 

POUCY: 

Monetary Limits 
Support services will be provided to individual WT customers based on funding availability, the customer's 
demonstration of need, and case status with the Department of Children and Families (DCF) and the Welfare 
Transition Program. Support services should not be presented as a guaranteed or continuous benefit. 
support services have a maximum of $I,OOO per WT customer per program year, which is inclusive of all 
support services outlined in this document. The One Stop Service Tracking (OSST) system will be used to 
track the monetary limits in place for WT customers. It is the responsibility of the Career Specialist to ensure 
that the customer understands the support services policy. The service provider will implement a tracking 
method that allows staff from other programs that provide support services to have access to the amount of 
support services a WT customer has received during a program year. In no instance, including evidence of a 
hardship, should a customer receive more than $40 in gas cards or four (4) 7-day bus passes per month while 
participating in the Welfare Transition Program. 

Programs funded through WORKFORCE plus are equal opportunity programs With auxiliary aids and services available upon request to individuals With disabilities. Persons using 
TIY /TID equipment use Florida Relay Service 711. 
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Service provider staff will ensure there is an accurate accounting system that substantiates the support 
services distributed to customers and the corresponding data in the locations support services are recorded 
and tracked. These locations include the hard copy file, OSST, and the distribution logs maintained by the 
WT staff and the Administrative Manager. The types and costs of all support services must be entered into 
OSST using the "Skill Development Screen". Case notes must be entered into OSST declaring the amounts 
and types of support services provided. Furthermore, this information should correlate with the completed 
and signed Distribution Forms. The documentation requirements are as follows: 

• The Distribution Form must have all required areas completed, including the gas card or bus pass 
number that appears on the batch log reports. Copies of each gas card or bus pass must 
accompany the Distribution Form. 

• The OSST Skill Development screen must reflect the entry of the date, type and amount of the 
support services distributed. A case note affirming this information must be entered on the case 
note screen in OSST. 

• The Budget Planner Wizard will show the spending practices the WT customer is engaging in 
monthly. Additionally, the monthly costs entered into OSST should correlate with the monthly 
costs the WT customer has reported to DCF. 

• The Distribution Logs are reconciled to accurately reflect the beginning and ending balances for 
each month, the number of batches requested from the Board and the date they were received. 
Additionally, the logs should also reflect the number of batches distributed and to whom. 

• A completed Support Services Screening Tool will be retained in the hard copy file. 
• A case note will be entered in OSST stating the level of need as determined by the results of the 

Support Services Screening Tool. 

Demonstration of Need 
Effective February 1, 2010, support services will be provided based upon the demonstration of need exhibited 
by a WT customer and the status of the customer's case with DCF and the Welfare Transition Program (WTP). 
There are three levels of need to determine the amount of support services a customer may be eligible for
Minimum, Moderate, and High. Staff will use the Support Services Screening Tool and the Budget Planner 
Wizard found in OSST to determine the appropriate level for each customer. Three factors will determine the 
types of support services that will be provided- the results of the Support Services Screening Tool, the Budget 
Planner Wizard and the status of the customer's case with DCF and the WTP. Below are examples of 
situations a WT customer may have and the level of need that correlates with the status of the customer's 
case. 

• Minimum = $20 in gas cards or two 7 -day bus passes per month once mandatory status has begun 
o customer lives within one (1) - 20 miles round trip from the assigned activity; the budget 

planner wizard reveals a positive balance of $150 or more for the month. 
• Moderate= $30 in gas cards or three 7-day bus passes per month once mandatory status has begun 

o Customer lives within 21 - 30 miles round trip from assigned activity; the budget planner 
wizard reveals a positive balance between $75- $149 for the month. 

• High= $40 in gas cards or four 7-day bus passes per month once mandatory status has begun 
o Customer lives more than 30 miles round trip from the assigned activity; the budget planner 

wizard reveals a positive balance of less than $75 for the month. 

Programs funded through WORKFORCE plus are equal opportunity programs with auxiliary aids and services available upon request to Individuals with disabilities. Persons using 
TrY /TID equipment use Florida Relay Service 711. 
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Welfare Transition Career Specialists will complete the Support Services Screening Tool with the WT 
customer during their initial assessment to determine the level of support services needed. A copy of the 
completed tool will be retained in the hard copy file and a case note will be entered into OSST affirming the 
results of the screening. Service provider staff will evaluate the tool with the WT customer at a minimum of 
once every six (6) months, or as changes in the customer's situation occur. Subsequent evaluations will 
need to track any changes in the level of need originally established. Service provider staff will complete the 
"Budget Planner Wizard" section in OSST with the WT customer during the initial assessment and will 
complete an updated budget with each re-evaluation of the screening tool. Staff should ensure the 
information captured in the Budget Planner Wizard is saved in OSST and retained in the hard copy file. The 
required data elements for the Budget Planner Wizard should correlate with the monthly incoming dollar 
amounts and monthly outgoing costs the WT customer has reported to DCF and reflected in FLORIDA, the 
DCF Management Information System (MIS). WT staff will use FLORIDA to ensure the Budget Planner Wizard 
reflects the same information. The required elements to be entered in the Budget Planner Wizard include, but 
are not limited to the following: 

• Monthly benefit amounts such as TCA, food stamps, WIC, Housing Assistance, Energy Assistance, Social 
Security, Disability, Unemployment, etc.; 

• Monthly expenses such as utility bills, housing payments, grocery costs, car payments, automobile 
insurance, medical costs, etc.; 

• Any additional forms of income such as earnings generated from self-employment, assistance from family 
members, or payments from settlements or insurance policies. 

In the instance a disparity occurs between what has been entered into FLORIDA and the responses provided 
to WT staff, DCF will be notified of the contradictory information. Service provider staff will ensure a process 
is in place to initiate communication with DCF, followed by notification of RWB staff of the issue. The WT 
Staff should create 'To-Do" alerts in OSST to ensure the evaluations occur no less than once every six (6) 
months. Case notes should be entered at the re-evaluation stages indicating any changes in the customer's 
level of need or financial responsibilities. 

Applicant Case Status: 
A WT applicant may receive a 30-day childcare referral upon attending the Work Registration Orientation, 
and demonstrating a need for the referral. 

Mandatory Case Status: 
If a WT Career Specialist should discover an act of fraud committed by a WT customer, the WT Program Lead 
should be notified immediately. The WT Program Lead will notify the upper management levels of service 
provider staff, as well as the RWB Workforce Program Specialist to begin the investigation process. 

Childcare: If the WT customer demonstrates the need for child care while in mandatory status, the referral to 
the Early Learning Coalition (ELC) will remain in effect for 90 days from the date the Childcare Authorization 
Form was initiated. An evaluation of the level of need for child care must take place every 90 days to ensure 
childcare referrals reflect the current status of the case. 

Programs funded through WORKFORCE plus are equal opportunity programs with auxiliary aids and services available upon request to individuals with disabilities. Persons using 
lTY /lTD equipment use Florida Relay Service 711 . 
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Transportation: The provision of transportation assistance for mandatory WT customers is based upon the 
level of need determined at the initial assessment appointment - minimum, moderate, or high. When 
assigning activities, the WT Career Specialist should take into account the distance a customer lives from the 
location of the work site, and/or educational institution. Mapping tools such as Yahoo, Google and/or 
Mapquest should be used to identify the threshold of mileage a customer is within. In no instance, including 
evidence of a hardship, should WT staff provide more than $40 in gas cards or four (4) 7-day passes in a 
month to a WT customer. Please reference the "Documentation" section of this directive for required OSST 
data entry tasks. 

In the event service provider staff provides a WT customer more than the amounts attached to the 
determined level of need, the amounts given for the following month will be decreased by the overage 
amount of the previous month and should be documented in OSST case notes. Additionally, WT customers 
should understand the provision of transportation assistance is not intended for usage by their dependents. 

Gas Cards And Bus Passes: Effective February 1, 201 0, gas cards and bus passes will be furnished to 
mandatory WT customers using the three levels of need outlined below: 

• Minimum- $20 in gas cards or two (2) 7-day bus passes per month 
• Moderate- $30 in gas cards or three (3) 7-day bus passes per month 
• High- $40 in gas cards or four (4) 7-day bus passes per month 

A WT customer will not be allowed to receive gas cards or bus passes that were previously unrequested or 
unavailable during an appointment time. In the event gas cards are unavailable, staff may offer a 7-day bus 
pass in place of each gas card that would have been provided, not to exceed more than two (2) 7-day bus 
passes per appointment. In the event bus passes are not available, staff may offer one ( 1) $1 0 gas card in 
place of each bus pass that would have been provided, not to exceed more than two (2) $10 gas cards per 
appointment. 

For customers residing in counties where no regular bus service is available, and no gas cards are available 
at the time of their appointment, WT staff can offer the $5 one-way bus tokens purchased through the 
Transportation Disadvantaged system. The WT Career Specialist will provide sufficient one-way bus tokens 
to assist the customer with one (1) week of participation. A follow-up appointment with the WT customer 
will need to be scheduled for the following week. The purpose of the appointment will be for the customer to 
submit documentation that proves the one-way tokens were used in accordance with the requirements of the 
WT program. Should gas cards remain unavailable after one week's worth of one-way bus tokens have been 
provided to a WT customer, a second week's worth of one-way bus tokens can be provided once the WT 
customer has proven the first week's provision was used in an appropriate manner. 

Gas Card and Bus Pass Distribution 
Service provider staff will ensure a process is in place that provides the following: 

• Designated staff members responsible for requesting, receiving, maintaining and delivering the gas 
cards and bus passes to WT staff 

• A secure system for housing gas cards and bus passes in the staff working areas that prevents loss, 
theft and exposure to loss and/or theft 

• A logging system that tracks the requests to RWB staff for more gas cards and/or bus passes, the 
amount requested, how many received from RWB staff, how many are delivered to each designated 
staff member, and the ending monthly balance. 

Programs funded through WORKFORCE plus are equal opportunity programs with auxiliary aids and services available upon request to individuals with disabilities Persons using 
lTY /TID equipment use Florida Relay Service 711 
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Transitional Case Status: The policy for the provision of transitional support services can be found on 
SharePoint in the Welfare Transition Directives section. The document is titled "Provision of Transitional 
Services to Welfare Transition CUStomers Directive", WTP-DR-0004_Aug-6-2009. 

Hardship 
This policy will apply to those WT customers who are at the "Minimum" and "Moderate" level of need. 
Hardships will be determined through the provision of documentation that reflects a financial emergency that 
is directly affecting the customer's ability to continue participating within the parameters of the program. If a 
customer proves a hardship circumstance, the current levels of support services being provided would be 
reviewed to determine the appropriate level of need. Augmentation of support services are temporary and 
intended to assist the customer in resolving the fmancial emergency. WT staff should review the Budget 
Planner Wizard to identify where the monthly costs have changed and work with the customer to develop an 
action plan to remove the hardship as soon as possible. The customer needs to be able to provide 
documentation supporting the costs of the emergency. Acceptable examples of hardship and the supporting 
documentation can include the following: 

• A medical emergency affecting the parent(s) and/or the children in the home resulting in the 
temporary relocation to an address more than 30 miles round trip from the assigned activity. 

o An official statement from the temporary location showing the address, and the medical 
reason for relocation must be provided. 

• A domestic abuse situation has forced a parent and/or children from the permanent residence into a 
temporary housing situation more than 30 miles round trip from the assigned activity, and the parent 
has no reliable transportation. 

o An official police report of domestic abuse; a hospital record reflecting treatment from injuries 
suffered due to domestic abuse; or a statement from a domestic abuse shelter affirming the 
provision of services to the parent and/or children must be provided. 

In the event a customer needs assistance resolving a financial emergency, the temporary modified level of 
support services determined from the review will need to be approved by the WT Program Lead, followed by 
the Deputy Director of Operations (DDO). Once approved, the DDO will notify the RWB staff of the approval 
of a temporary increase in the provision of support services due to hardship/extenuating circumstances. An 
updated Support Services Screening Tool will be completed noting the circumstances resulting in a hardship 
and placed in the hard copy file. Case notes will be entered into OSST stating the customer has proven a 
hardship and the levels of support services that will be provided for a temporary time period. In the instance 
a WT customer receives a modified level of assistance due to hardship, service provider staff will ensure 
follow-ups occur with the customer until the hardship has been resolved. Follow-up should consist of 
identifying progress towards the removal of a hardship circumstance, and a projected date for resolution of 
the hardship. Case notes will be entered affirming the results of each follow-up with the customer. 

Other Work/Training Related Items: 
WT customers who are employed, attending school, or in training are eligible to receive assistance with the 
purchase of work, school and training related items. These items can include tools, uniforms and other 
related forms of clothing, lab/testing fees, books, tuition, or other appropriate work/school-related items. 
The career specialist will submit completed Purchase Orders to the WORKFORCE plus Administrative Office 
for approval. Once approved, the customer can use the form to purchase the needed items at an approved 
vendor location. The vendor will be responsible for submitting an invoice for payment to RWB staff. Note: 
The amounts of these purchases are part of the program year limit ($1,000) that can be expended on a WT 
customer. It is the responsibility of the career specialist to record the expenditures in OSST and retain a copy 
of the purchase order in the hard copy file. 

Programs funded through WORKFORCE plus are equal opportunity programs with auxiliary aids and services available upon request to individuals with disabilities Persons using 
TTY /TTD equipment use Florida Relay Service 711 . 
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Once all signatures of the provider staff have been obtained, the purchase order must be submitted to the 
RWB Workforce Program Specialist (WPS) for approval along with the supporting documentation. The RWB 
WPS will forward the purchase order and supporting documentation to the RWB Performance Unit Manager 
(PUM) for final approval. Once approved, the purchase order will be faxed or scanned back to the WT 
Program Lead. The RWB PUM will maintain a copy so that payment can be made. Supporting 
documentation is as follows: 

Books -submit the class schedule, copy of the Pell grant award, and the costs of books, both new and 
used levels of pricing. 
Uniforms/Shoes - submit the cost of the uniform and work shoes along with a copy of the completed 
employment verification form. 
Licenses -copy of the license application, class schedule, and cost of license 
GED Fees - copy of the referral from ACE stating the WT customer is ready to take the final GED test; 
and a copy of TABE assessment results. The T ABE results must show the customer is ready to test in 
all areas and a score of at least 450 in each subject area. 

Programs funded through WORKFORCE plus are equal opportunity programs with auxiliary aids and services available upon request to individuals with disabilities. Persons using 
ITY /TID equipment use Florida Relay Service 711 

Page 6 of6 

Page 417 of 959 Posted at 9:00 p.m. on September 11, 2012



Attachment #1 
Page 385 of 493

WORKF,ORCE 
p1US 

WTP-DR-0002 
Data Entry and Documenting Job 

Participation Rates OPRs) into OSST 
Effective Date: August 6, 2009 

TO: WORKFORCE plus Operators Operating in Region 5 and Affiliated Partners 

FROM: Kimberly A. Moore, Chief Executive Officer 

SUBJECT: Data Entry and Documenting Job Participation Rates UPRs) into OSST 

EFFECTIVE 
DATE: Upon Issuance 

EXPIRATION 
DATE: Until Superseded or Rescinded 

PURPOSE 
To establish a policy and procedure for entering and documenting Job Participation Rates 
UPRs) into the One-Stop Services Tracking (OSST) system for the Welfare Transition programs 
in the Gadsden, Leon and Wakulla WORKFORCE plus offices. 

REFERENCES 
445.010 (1) (f), F.S., 414.065 F. S. 

POLICY 
Federal law requires all participation hours to be supported by documentation. The hours of 
participation, employment information or medical deferral forms should not be entered into 
the system until the verification is received. A comment is required when entering, updating 
and/or changing the JPR hours. Staff must enter a comment on the JPR screen stating the type 
of documentation received when updating a customer's JPRs. This notation must match the 
documentation retained in the hard copy file. The JPR screen must be updated with actual 
hours every week, being sure to notate if a customer is paid monthly. A case "To Do" should 
be set after the receipt of the customer's first time sheet. 

Programs funded through WORKFORCE plus are equal opportunity programs with auxiliary aids and services available upon request to individuals with 
disabilities. Persons using lTV /TTD equipment use Florida Relay Service 711. 
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Revised: April27, 2010 

TO: WORKFORCE plus Operators Operating in Region 5 and Affiliated Partners 

FROM: Kimberly A. Moore, Chief Executive Officer 

SUBJECT: Pre-Penalty and Sanction Related Processes for Welfare Transition 

EFFECTIVE 
DATE: Upon Issuance 

EXPIRATION 
DATE: Until Superseded or Rescinded 

PURPOSE: 

To provide guidance and clarification in relation to the Pre-Penalty and Sanctioning process 
for the Welfare Transition program (WT) in the WORKFORCE plus service delivery area. 

REFERENCES: 

Florida Administrative Code Chapter 65; Florida Statute Chapters 414.065 and 445.024; AWl 
Final Guidance 03-03 7 

BACKGROUND: 

During the 2000 legislative session, the Florida Legislature amended 414.065 F. S. in regards to 
work related sanctions for Temporary Cash Assistance (TCA). The Department of Children and 
Families (DCF) administers penalties for such nonparticipation at the request of the Regional 
Workforce Board (RWB) service provider. The Florida Statutes (F.S) and the Florida 
Administrative Code (FAC) provides for sanction procedures to be implemented to create a 
seamless provision of services and customer engagement. The Agency for Workforce 
Innovation (A WI) and DCF worked together to: ( 1) clarify specific provisions of the law; (2) 
develop integrated and consistent procedures to implement sanctions; (3) to clarify the 
provision to deny transitional childcare to sanctioned persons; and (4) to establish verification 
procedures of the correct implementation of sanction procedures in the event a Fair Hearing is 
requested. 

POLICY: 

F.S. Chapter 445.024, Work Requirements, lists the work activities that a customer must be 
engaged in, individually or in combination, to satisfy the work requirements required to receive 
TCA. Each individual who is not exempt from the work activity requirements by DCF must 
participate in a work activity for the minimum number of hours required under federal law but 
no more than 40 hours per week. Federal law requires the State of Florida to initiate the 
sanction process if a work-eligible cash assistance recipient does not participate according to 
his/her signed Individual Responsibility Plan (IRP), or refuses to participate in the WT program. 
Demonstrating satisfactory compliance is defmed as having no more than one ( 1) failure 
without good cause within a thirty (30) calendar day period. 

WT program staff will adhere to the Welfare Transition Program Work Penalties and Pre
Penalty Counseling Final Guidance issued by the Agency for Workforce Innovation dated 
1/21/2004. The guidance can be accessed at the following link: 

Programs funded through WORKFORCE plus are equal opportunity programs with auxiliary aids and services available upon request to individuals with 
disabilities. Persons using 1TY /TID equipment use Florida Relay Service 711. 
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http:/ /www.floridajobs.org/pdg/guidancepapers/03 ?wrkpenaltyprepenaltywtrevo 121 04 .rtf 

Levels of Non-Compliance Penalties: 

Level One (1 l: 

Temporary Cash Assistance (TCA) will be terminated for the entire family for a minimum of ten 
(1 0) days from the effective date of the sanction, or until the customer who failed to comply 
with the work requirement provides documentation of compliance. For customers who are 
sanctioned at this level, a new Request for Assistance (RFA) is not required to be completed 
with DCF due to TCA not being closed for more than thirty (30) days. 

Level Two (2): 

TCA will be terminated for the entire family for one (I) month from the effective date of the 
sanction, or until the customer who failed to comply with the work requirement provides 
documentation of compliance, whichever is later. The customer must comply with the 
required work activity upon completion of the one (I) month penalty period before TCA will be 
reinstated. Upon meeting the work requirements, TCA will be reinstated to the date of 
compliance or the first day of the month following the penalty period, whichever is later. 
Because TCA is closed for thirty (30) days or longer at this level, the customer must complete a 
new RF A with DCF before the sanction will be fully lifted. 

Level Three (3): 

TCA will be terminated for the entire family for three (3) months from effective date of the 
sanction, or until the customer who failed to comply with the work requirement provides 
documentation of compliance. The customer must comply with the required work activity 
upon completion of the three (3) month penalty period before TCA will be reinstated. Upon 
meeting the work requirements, TCA will be reinstated to the date of compliance or the first 
day of the month following the penalty period, whichever is later. Because TCA is closed for 
thirty (30) days or longer at this level, the customer must complete a new RFA with DCF before 
the sanction will be fully lifted. 

Good cause: 

There are exceptions to non-compliance penalties. Customers who have good cause may be 
excused from participation in the work activities. Customers who have on-going good cause 
may be excused from participation in the work activities and must be assigned to an 
Alternative Requirement Plan (ARP) if the customer has demonstrated limitations to work 
requirements and Individual Responsibility Plan (IRP) requirements. However, penalties will be 
applied to a case according to the Work Penalty Pre-Penalty Process if the customer fails to 
complete the activities listed on the ARP. If a customer is reporting good cause reasons for 
non-compliance, they will be required to submit verification to substantiate their claim. Some 
examples of acceptable documentation may include, but is not limited to, the following: 
hospital or doctor bill relating to medical emergency; school attendance records; car repair 
bills; police reports; fire reports; obituaries; newspaper articles. The following are good cause 
reasons: 

Programs funded through WORKFORCE plus are equal opportunity programs with auxiliary aids and services available upon request to individuals wilh 
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• Child care - The customer is a single custodial parent caring for a child under six 
years of age, and can document to service provider staff an inability to obtain 
needed childcare. 

• Domestic Violence - The customer cannot comply with work requirements because 
compliance could cause the inability to escape domestic violence. Also, the 
customer cannot comply with work requirements due to mental and/or physical 
impairment related to past incidents of domestic violence. 

• Medical Incapacity - The customer is exempt from activities for a specific period of 
time, and must be willing to comply with the physician recommended course of 
treatment to allow for customer participation once treatment has been completed. 
Customers with medically verified limitations shall be assigned to activities 
consistent with their limitations. 

• Outpatient Mental Health and/or Substance Abuse Treatment - The customer 
demonstrates a need to become involved or has become involved in outpatient 
mental health and/or substance abuse counseling or treatment. A mental health 
and/or substance abuse professional, recognized by DCF or service provider staff, 
must certify the treatment process and provide verification of attendance to 
counseling and/or treatment sessions each week. 

• Medical Incapacity by Applicants for SSI or SSDI - The customer provides 
information verifying that he or she has filed an application for SSI/SSDI benefits 
and the decision is pending. While waiting for final determination, the customer 
must continue to meet all program requirements assigned based on their ability to 
comply. 

• Circumstances Beyond Control of Customer - Situations beyond the customer's 
control which include, but not limited to: caring for a disabled family member; 
family emergency of family member; hospitalization; natural disaster; unavailability 
of child care; child illness; mechanical problems with only available vehicle; court 
appearance; voluntarily quitting a job due to sexual harassment, discrimination 
and/or employer's failure to pay; death of family member (excused funeral 
absences may not exceed 3 days total). 

o Family member shall be defined as the following: 
- Child: a dependent person under the age of 18 (or under 19 who 

is still a full-time student in high school or the equivalent level of 
vocation or technical training), who has never been married or 
whose marriage was annulled. 

- Parent: mother, father, adoptive mother, adoptive father 
- Non-Custodial Parent: parent not in the household of the child, 

and both non-custodial parent and child must reside in Florida 
- Blood Relative: Includes those of half-blood, within the 

relationship of sibling, first cousins, nephews, nieces, aunts, 
uncles and individuals of preceding generations as denoted by 
prefixes of grand, great, great-great, etc. 

Programs funded through WORKFORCE plus are equal opportunity programs with auxiliary aids and services available upon request to individuals with 
disabilities. Persons using TIY /TID equipment use Florida Relay Service 711. 
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First failure is commonly referred to as the Pre-Penalty phase. WT program staff will initiate 
pre-penalty steps immediately following a customer's first failure to comply with program 
requirements. Examples of failure include the following: 

• Failure to attend Work Registration Orientation 
• Failure to attend a scheduled appointment 
• Failure to attend an assigned work activity 
• Failure to tum in requested and required documentation 

Prior to taking action to impose a penalty, WT program staff are required to notify the 
customer of being subject to a penalty for failing to comply with IRP or ARP requirements. The 
notification attempts must be both oral and written, and be documented. The customer must 
receive counseling relative to the consequences of non-compliance and, if appropriate, offered 
supportive services that may assist the customer from avoiding non-compliance. 

As a best practice, failures should be acted upon within no less than two (2) working days after 
the date of a customer's failure to comply. To ensure discovery of a customer's failure to 
comply occurs expeditiously, WORKFORCE plus recommends WT program staff utilize the One 
Stop Service Tracking (OSST) system Case "To-Do's" function to track and verify a customer's 
participation. The dates used should align with the due dates and deadlines outlined on the 
IRP. 

Counseling Period: 

The counseling period is comprised of ten (I 0) calendar days. The period is initiated by WT 
program staff entering the failure to comply on the Alternative Plan Screen in OSST. The 
specific reason of failure and the specific failure date must be entered in order for the Pre
Penalty phase to officially begin. 

The ten (IO) calendar days begins as of the date the Pre-Penalty Notice, AWI-WTP 2290 form, 
was mailed. If oral contact by WT program staff proves unsuccessful, the customer has I 0 
days from the AWI-WTP 2290 mail date to respond with an explanation for the non
compliance. If the oral contact is successful. the I 0-day counseling period ends. and the 
customer now has three (3) working days to provide good cause for the failure. or to follow 
through with the actions the customer agreed to complete during the oral contact. The Pre
Penalty Notice (AWl form 2290) will be mailed within two working days of the actual date the 
customer failed to participate. If the customer fails to follow through on the actions agreed 
upon during the phone call or if the customer fails to respond to the Pre-Penalty Notice, then a 
sanction will be requested on the day following the I a-calendar day time limit stated on the 
notice. 

Oral Contact: 

The Florida Administrative Code (FAC) requires WT program staff to attempt an oral contact 
with the customer after the failure has been recognized. WORKFORCE plus policy requires WT 
program staff to begin attempting an oral contact with the customer immediately upon the 
date of failure. The goals of the verbal contact attempt are the following: 

Programs funded through WORKFORCE plus are equal opportunity programs with auxiliary aids and services available upon request to individuals with 
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• Determine if the customer has a good cause reason for not completing the program 
requirement assigned to complete; 

• Offer, if appropriate, any supportive services that will assist the customer in 
overcoming any present barriers preventing participation; 

• Counsel the customer on the consequences of non-compliance; and 
• Provide the next required steps the customer must complete. 

WT program staff is required to show a documented effort of attempts to reach the impacted 
customer upon the day of the failure. A variety of means to facilitate contact may be used, 
which includes but is not limited to the following: the phone number found within OSST, 
FLORIDA or the hard copy file. WT program staff must enter a case note in OSST as to the 
outcome of the call (successful or non-successful), a summary of the conversation, and the 
actions the customer agreed to complete in the next three (3) working days. A case "to-do" 
should be set in OSST to request the sanction on the II th day if the customer fails to comply. 

During the counseling session, the customer must be told that a sanction will be requested if 
they are non-compliant again, without good cause, within 30 calendar days of the first failure. 
This includes the activities the customer has agreed to complete within three (3) working days 
once oral contact has been successful. Verifying the customer understands the time period 
they must comply within is imperative to prevent further levels of sanctions being requested. 

Pre-Penalty Request Closure in OSST: 

If the attempt to orally contact the customer is not successful, and the customer does not 
respond to the A WI-WTP 2290 letter, a sanction must be requested after the ten (1 0) calendar 
days have passed. This is completed by using the Pre-Penalty Counseling link that appears on 
the Alternative Plan Screen in OSST. The outcome chosen must be "Request Penalty'' when a 
customer has not provided good cause or complied with the work requirements that were 
assigned. 

If the oral contact is successful or the individual responds prior to the ten (I 0) calendar days 
ending, WT program staff must determine if good cause exists for this instance of failure and 
clearly document in OSST. 

If good cause is determined: 

• The sanction process as a whole ends. The pre-penalty request is closed in OSST using 
the outcome of "Good Cause". Good cause documents must be provided by the 
customer and retained in the hard copy file. Case notes must be entered into OSST 
affirming the documents received and the next required steps the customer must 
complete. 

If good cause is not determined, but the customer agrees to demonstrate satisfactory 
compliance: 

• Inform the customer that compliance must be demonstrated within three (3) working 
days from the point of oral contact. 

• Inform the customer of what must be completed within the three (3) working days, and 
what must be provided to the WT program staff in order to document the compliance. 
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• The pre-penalty request remains open in OSST until the customer provides 
documentation of compliance. 

• When compliance documents are received, the pre-penalty request must be closed in 
OSST using the date the customer agreed to comply as the end date. The outcome 
chosen must be "Complied". 

Second Failure: 

The most important difference between a first failure and a second failure is what the customer 
must complete and provide to WT program staff to avoid a sanction being requested. If a 
customer is non-compliant within thirty (30) calendar days of the first failure, compliance AND 
good cause must be provided by the customer to prevent the sanction from being requested. 
Compliance alone will not prevent further sanctions at this stage of the sanction process. 

Oral Contact: 

When a customer has had two failures to comply with program requirements within thirty (30) 
days, WT program staff must contact the customer by phone immediately to determine if good 
cause can be established and to notify the customer of the need to document good cause. The 
customer will be given three (3) working days to provide good cause documents. A case "to
do" must be set in OSST to request the sanction on the fourth day if the customer fails to 
comply. 

Sanction Request: 

Should the customer fail to provide good cause within the determined time limit, a sanction 
will be requested. WT program staff will mail out the Notice of Failure to Demonstrate 
Satisfactory Compliance, AWI-WTP 2292, to the customer stating a sanction has been 
requested due to two (2) failures to comply within a thirty (30) day period and good cause has 
not been established within the time limits provided to the customer. 

The sanction request takes place on the Alternative Plan screen in OSST. The original Pre
Penalty request entered within the 30 calendar days prior to the second failure is a clickable 
link entitled "Request Penalty''. Usage of this link will send information to DCF to impose a 
penalty based on the sanction history of the customer over the past six (6) months. 

Please note: Once thirty (30) days has passed from the date of the first failure, the "Request 
Penalty" link will be deactivated, and the sanction process ends for the customer. If the 
customer fails to comply again, the customer would enter the pre-penalty phase again due to 
more than thirty (30) days having passed between failures. 

Verbal Refusal to Participate: 

In the instance of a customer verbally refusing to participate in assigned activities during an 
appointment with WT program staff, on a phone call, or by submitting a written statement, WT 
program staff will use the procedure outlined for a second failure within thirty (30) days. 

WT program staff will inform the customer of the three (3) day window to establish good cause 
for the refusal to participate. The customer should be counseled as to the consequences of 
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non-compliance, and if appropriate, offered supportive services that could assist the customer 
to fully comply with program requirements. If the customer does not change the stance of the 
refusal, a sanction will be requested on the fourth day. WT program staff should ensure a case 
"to-do" has been set in OSST upon the date of refusal by the customer. 
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TO: WORKFORCE plus Operators Operating in Region 5 and Affiliated Partners 

FROM: Kimberly A. Moore, Chief Executive Officer 

SUBJECT: Projecting Employment Hours 

EFFECfNE 
DATE: Upon Issuance 

EXPIRATION 
DATE: Until Superseded or Rescinded 

PURPOSE 
To establish a policy that ensures WORKFORCE plus is in compliance with Federal and State 
guidelines for entering and documenting Job Participation Rates OPRs) into the One-Stop 
Services Tracking (OSST) system for Welfare Transition customers. Correct data entry by 
projecting employment hours will enhance participation performance at local, state, and 
federal levels. 

REFERENCES 
CFR 26 I .61 (c) 

BACKGROUND 
The Personal Responsibility and Work Reconciliation (PRWORA) Act was passed in 1996. The 
Act eliminated the open-ended federal welfare entitlement program, Aid to Families with 
Dependent Children (AFDC) and replaced it with the Temporary Assistance to Needy Families 
(TANF) program. The TANF regulations include the requirement that adults in families 
receiving cash assistance work or participate in work activities in exchange for time-limited 
cash assistance. 

The Deficit Reduction Act (ORA) of 2005 authorized the T ANF block grant and required the 
HHS to develop federal regulations, define work eligible individuals and work activities to 
ensure accurate and fair measurement across states. The interim Final Rule defined work 
eligible individuals and work activities that had not previously been defined. It also required 
states to submit a Work Verification Plan, outlining how each state will administer its Welfare 
Transition Program. The interim rule introduced the "projecting" provision that allows states to 
project the number of hours of participation for employed customers. The Final Rule finalized 
the work activity definitions and the projecting provision for employed customers. Florida's 
approved Work Verification Plan (WVP) allows for this federal provision. 

POUCY 
Federal law permits states to project actual hours of employment for unsubsidized, subsidized, 
and self-employment in addition to On-the-Job Training (OJT) for up to six months at a time 
based on previously documented actual hours of work. Hours can be projected for subsidized 
employment that is TANF-funded with documentation of continued employment from the 
employer. Before projecting hours, staff must ensure the following has occurred: 

• Employment has been documented and verified 
• Received documentation reflecting a full pay period 

Programs funded through WORKFORCE plus are equal opportunity programs with auxiliary aids and seJVices available upon request to individuals with 
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o For example, a customer paid bi-weekly would have to work a full two week 
period and submit their pay stub to reflect the number of hours worked for that 
two-week duration. 

Customers who gain employment may become ineligible for cash assistance because their 
earned income is too high to continue receiving benefits. When this happens, Department of 
Children & Families (DCF) records the employment information and a closure alert is received 
via the exchange between FLORIDA and OSST notifying staff the customer is no longer eligible 
for cash assistance. At this point, staff can project hours based on the most recent pay 
documentation received reflecting a full pay cycle. 

Occasionally a participant gains employment and is still eligible for cash assistance. When this 
happens, DCF will record the employment information and the customer's benefits are 
reduced. It is important to remember that even if a customer is receiving a reduced benefit 
amount, these months still count towards the customer's time-limited months. Employment 
hours can be projected on open cases if staff has received documentation that the customer is 
still employed. Self-attestation from the customer is not an acceptable verification or 
documentation source of continued employment. Staff will counsel customers and provide 
alternatives to receiving the reduced amount of cash assistance. Some alternatives include: 

• Determining if the customer qualifies to receive a cash severance payment; 
• Discuss the possibility of opting out of receiving the reduced payment in order to 

preserve their time-limited cash assistance months; and/or 
• Staff will discuss transitional services for those who qualify. 

Self-Employment: 
The Final Rule identifies self-employment as "unsubsidized employment" but there is no 
employer to issue a pay stub or a supervisor to monitor work hours. In this situation, staff can 
count the number of hours by dividing the customer's self-employment gross income less any 
business expenses by the higher of the state or federal minimum wage. 

Self-employment hours can be projected if the employment closes the cash assistance. Proof of 
gross income and business expenses must be documented prior to projecting self-employment 
hours. If the closure alert is received from DCF and staff has secured documentation to support 
employment, hours can be projected thereafter. 

DOCUMENTATION/CASE NOTING 
Acceptable documentation to verify actual hours of employment are: 

• Proof of employment with wage rate and hours; 
• Pay stubs; 
• Timesheets 
• Copies of checks 
• Money orders 
• Telephone Verification 

o Must include the employer's name, date contacted, person spoken with, name 
of the provider staff who obtained the verification, wage rate and hours worked. 

Any source of documentation will be maintained in the customer's file. A case note/comment 
on the JPR screen will need to be entered documenting where the hours came from and how 
they were calculated. If documentation is received of actual hours worked, JPRs must be 
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updated to reflect the actual hours worked. Case notes must include (1) the job which hours 
are being or were projected, (2) the date documentation of a full pay cycle was received, (3) the 
number of hours on the documentation/the number of hours to be projected and (4) the 
duration (list start/end dates) which the hours are being projected. 

When entering hours, Career Specialists will ensure that hours are entered correctly based 
upon documentation received. Hours can be entered as weekly or monthly. If hours are 
entered weekly, the Career Specialist divides the number of hours worked by the pay period. 
For example, a customer that is paid biweekly submits a pay stub for 91 hours worked within a 
two week period. To determine the number of hours per week, staff will divide the number of 
hours worked by two since the pay period is two weeks and record hours in the respective 
weeks on the JPR screen (91 hours/2=45.5). Since OSST does not allow decimals when 
recording hours on the JPR, staff will enter 46 hours for one week and 45 hours for the other 
week to ensure that hours entered do not exceed the number of hours listed on the pay stub. 
Staff must project hours using information for the most recent week. In this example, 45 hours 
represents the most recent week and will be used to project hours thereafter. An explanation is 
required in the case notes to describe how the hours entered on JPR were derived. 
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The purpose of this document is to provide instructions for operating the Work Experience (WE) Program for 
Welfare Transition (WT) and Food Stamp Employment and Training (FSET) customers. 

2. GENERAL 
Work Experience is one of the countable activities for the WT and FSET Programs. The activity is designed to 
provide WT /FSET customers an opportunity to gain the work skills necessary to obtain employment by 
placing them with local employers to Jearn work skills in a structured and supervised work environment. 
Established by a signed agreement with an employer, the work experience activity facilitates the customer's 
acquisition and development of the work skills necessary to transition into employment. With that state, this 
document outlines the structure of WORKFORCE plus' WE program and how it will be implemented. 

The WT /FSET Program Manager in conjunction with the Job Developer and Career Specialists administer the 
WE program. Their roles are as follows: 

I. Program Manager--The Program Manager will provide oversight and managerial support for the WE 
program and ensure programmatic compliance relative to the activity. 

2. Job Developer--The )ob Developer will recruit employers to participate in the program and manage the 
relationships with the employers. The Job Developer also monitors the performance of the program 
and is responsible for collecting the Evaluation Forms from the worksite supervisors. 

3. WT /FSET Career Specialists--The Career Specialists will engage program customers utilizing this 
procedure to ensure customers have a meaningful experience that leads to the attainment of 
employability skills and employment opportunities. They are also responsible for updating the One 
Stop Service Tracking (OSST) system and hard copy case file per established WORKFORCE plus 
procedures. 

3. PROCEDURES 

3.1 career Specialist Processes 

3.1.1 Initial Intake and Assessment 
Assigning customers to the WE Program begins with the Initial Intake and Assessment conducted by the 
Career Specialist. The Initial Assessment uses formal and informal evaluation methods to extract information 
pertaining to a customer's background in relation to their employment history. The information from this 
assessment is used to create the Individual Responsibility Plan (IRP), which outlines the customer's career 
goals, and documents the customer's educational background and work history. The details of the IRP are 
used to objectively quantify the customer's level of work readiness by using the Work Readiness Calculation 
Model. 

3.1.2 Work Readiness Calculation 
The Work Readiness Calculation is a calculation that determines the work readiness of a customer by 
translating the information obtained in the Initial Assessment, specifically the customer's educational 
background and work history, into a percentage score. In turn, these percentage scores are then added 
together to categorize the customer into one of three levels of work readiness: Work Ready; Intermediately 
Work Ready; Not Work Ready. 

Programs funded through WORKFORCE plus are equal opportunity programs with auxiliary aids and services available upon request to Individuals with disabilities. Persons using 
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Work Histoty--To receive the maximum score of 65%, the customer must have held full-time employment 
with the same employer for at least three years; or at least four years of aggregate employment in similar line 
of work. To receive a 50% score, a customer must have held full-time employment with the same employer 
for at least two years; or at least three years of aggregate employment in similar line of work. To receive a 
40% score, a customer must have held full-time employment with the same employer for at least one year; or 
at least two years of aggregate employment in similar line of work. To receive a 30% score, a customer must 
have held at least one year of aggregate employment in similar line of work. Less than one year of work 
experience equals 0%. 

Education--To receive the maximum score of 35% for Education, the customer must possess a Bachelor of 
Arts (BA) or Bachelor of Science (BS) degree. To receive a 20% score, the customer must possess a 
technical/vocational certification with any applicable licensures or an Associate in Science (AS) degree. To 
receive a I 0% score, the customer must possess an Associate in Arts (AA) degree. To receive a 5% score, the 
customer must possess a high school diploma or General Education Diploma (GED). If the customer lacks a 
high school diploma or GED, they receive a 0% score. The following table explains the criteria used to 
determine the percentage scores: 

The following are definitions of each Track. 

a. Internship Track (Completely Work Ready) - The customer has a score of at least 85% and has 
the skills, education and experience necessary to transition immediately into an unsubsidized 
position. These customers will be placed with an employer that has high requirements and 
expectations for the position. 
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b. Employability Track (Intermediately Work Ready) -The customer scores between 25%-85%. 
This track is designed to provide additional work experience, new skills, networking and the 
structure required to transition into full-time, unsubsidized employment. 

c. Apprentice Track (Not Work Ready) -Scoring below 25%, the customer will be placed at a work 
site with basic skills assigned. This track is for customers with few skills and little employment 
experience. Further, this track is designed for customers who need to increase their 
interpersonal and job retention skills; such as punctuality and stress management. 

Accordingly, the Job Developer categorizes worksites into the same Tracks as the customers so that the 
placement is appropriate for both the customer and worksite. 

3.2 Job Developer Processes 

3.2.1 Worksite Recruitment 
The Job Developer shall recruit worksites based upon two broad criteria: 1) The needs of WT /FSET customers 
as intimated by the Career Specialists; 2) Labor Market Information that describes which occupations are In
Demand. The Job Developer will recruit worksites, execute the contracts and enter the required data in the 
WE Worksite Spreadsheet. Subsequently, the Job Developer will categorize the worksites into work readiness 
Tracks so that the Career Specialists can easily assign their customers to a worksite. 

3.2.2 Worksite Determination Calculation 
In order to place the customer with an employer that has work opportunities that match the customer's level 
of work readiness, worksites will be categorized based upon the level of education and skill-level required to 
perform the duties identified by employers. 

The Worksite Determination Calculation determines which Track an employer will be assigned: 

For example, if a position offered by a worksite has five Employability Skills that can be assigned, the three 
highest scoring will be added together to determine if the position is for customers that are Work Ready 
(Intern Track), Intermediately Work Ready (Employability Track) or Not Work Ready (Apprentice Track). The 
following table illustrates the scoring method: 
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Combined, the Work Readiness Calculation Models provide an objective process to determine the level of 
work readiness of customers and the level of work readiness needed by employers to provide an appropriate 
match. This entire process is captured in the Work Experience Maturity Model. 

3.3 Work Experience Maturity Model <WEMMl 
The combined efforts of the Career Specialists and the Job Developer are captured in the Work Experience 
Maturity Model. The WEMM provides a profile for both the customer and employer, what is expected of each 
customer, as well as the customer's expected outcomes. 

3.4 Administrative & Implementation Processes 

3.4.1 Customer Placement and the WE Worksite Spreadsheet 

• Job Development 

• Job Placement 

• Mastery skill-level 
achieved. 

• Intennedjate skill
level achieved 

• Graduation into 
INTERNSHIP Track 
)bb 

• Placement 

• Increased work 
readiness 

• In(:reased work habit 
skills 

• Graduation into 
EMPLOYABiliTY 
Track. 

With the work readiness of the customer, and the work readiness needs of the worksi te established, the 
customer can be placed at a worksite to gain the work experience and Employability Skills necessary to 
transition into employment. With that stated, the customer will be given three to five Employability Skills to 
learn at their assigned worksite. Simple enough, the Career Specialist shall locate, using the WE Worksite 
Spreadsheet, occupations that match the career goals of the customer as documented in their IRP. A worksite 
shall be chosen based primarily upon the customer's Track and the requirements of the particular 
position/worksite. These requirements can be background checks, fingerprinting, etc. Other considerations 
can include open availability, proximity to the customer's area of residence and other practical reasons that 
can facilitate the customer's assignment. 
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Customers that fall within the Apprentice Track will be placed at a worksite for an assignment not to exceed 
three months. The employability skills assigned to these customers are foundational skills that are necessary 
for success in the work place. Examples include attendance, punctuality, work ethic, etc. 

Customers that fall within the Employability and Internship Tracks will be placed at a worksite for an 
assignment not to exceed six months. These customers will be assigned employability skills that are 
necessary skills an employee would need to be successful for that particular position. An example would be 
to learn a particular software program for an administrative/professional position. 

For customers who have less than three months of remaining eligibility for Temporary Cash Assistance (TCA), 
their required hours of participation at a worksite may be divided between Work Experience and the Job 
Search/Job Readiness activity. This is to facilitate a rapid transition into employment. 

After a worksite has been chosen and the Employability Skills that the customer is expected to learn are 
documented, the Career Specialist will provide the customer with the instructions regarding their placement 
at a worksite. Verbal instructions along with the required forms will be provided. 

The required forms are: 
• WE Roles & Responsibilities -The WE Roles & Responsibilities is a document mandated by the State 

as a component of a work experience activity. It is to be signed by the Career Specialist, the customer 
and the worksite supervisor. It states the responsibilities of both parties, including the requirements 
for supervision and verification and the expected outcome. Most importantly, it contains the 
Employability Skills that the customer is expected to acquire while on assignment at the worksite. 

• WE Timesheet - The WE timesheet is used to document the participation hours of the customer and is 
completed and signed by the customer and worksite supervisor. It must be submitted to the Career 
Specialist weekly. Upon receipt, Career Specialists manually enter hours into OSST based on the 
actual hours completed. Further, a hard copy of the WE Timesheet must be maintained in the 
customer's case file to support participation data. Hours completed should also be entered in the case 
notes screen in OSST. 

• Evaluation Form - The Evaluation Form monitors the performance and progression of the customer. 
The Job Developer will obtain the Evaluation Forms on a monthly basis. The Job Developer will 
forward the results to the respective Career Specialists. The Evaluation Form is used to determine if 
the customer is performing satisfactorily and is making progress towards mastering the Employability 
Skills they have been assigned. 

• FSET Job Description Form - The FSET program has a Job Description Form that is specific to their 
program. This form outlines the demographic data of the employer, including their address and 
directions to worksite. It also contains a section to list the job duties (i.e. Employability Skills). 

• FSET Work Experience Training Timesheet -The FSET Work Experience Training Timesheet is used to 
document the participation hours of FSET customers and is completed and signed by the customer 
and worksite supervisor. It must be submitted to the Career Specialist weekly. Upon receipt, career 
Specialists manually enter hours into the OSST system based on the actual hours completed. Further, 
a hard copy of the Timesheet must be maintained in the customer's case file to support participation 
data. Hours completed should also be entered in the case notes screen in OSST. 

These forms are required to document all activities pursuant to governmental regulations. Also mandated by 
law are the required hours of participation that a customer must meet. 
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For Welfare Transition Program customers, Work Experience is a Core activity. Their work experience may be 
at a for-profit, not-for-profit or public organization. The maximum number of hours per month a WT 
customer can participate is the sum of their Temporary Cash Assistance (TCA) and their food stamp allotment 
divided by the Florida minimum wage. Moreover, their hours can be used with flexibility during each week of 
the month so long as they do not exceed the monthly maximum. The chart below illustrates: 

For FSET Program customers, Work Experience is one of several employability-enhancing activities that can 
be assigned to FSET customers. Unlike the WT Program, these customers can only participate in Work 
Experience at non-profit organizations. An FSET customer cannot be mandated to do more hours at a 
worksite during the month than their food stamp benefits for the month of participation divided by the higher 
of the Federal/State minimum wage divided by the number of household participants (as indicated in OSST 
and/or the Department of Children and Families (DCF) FLORIDA system). The chart below illustrates: 

Throughout the entire WE process, the Career Specialist will follow established documentation and 
programmatic procedures as required by state and federal law. Further, the Career Specialist will maintain the 
timesheets and document the customer's participation hours and details of their activity and interactions 
accordingly. 

3.5 Evaluation Processes 

3.5.1 Customer Evaluation 
The Job Developer will ensure the timely receipt of the Evaluation Forms from the worksite supervisors. 
These forms should be completed on a monthly basis by the worksite supervisor. The Job Developer will 
forward the Evaluation Forms to the customer's respective case manager. The Career Specialist and Job 
Developer will use the evaluations to examine the customer's progress. It is expected that after the 
customer's initial evaluation scores are received, they progress one full numeric score on the Evaluation 
Form for each subsequent month on assignment. This way, if they are assigned to a three month assignment, 
they will have gained, at a minimum, intermediate skill-level in each of the Employability Skills assigned. If 
they are assigned a six month assignment, theoretically, due to the structure of the WE Program, they will 
have gained mastery of the employability skills assigned. 

If the customer's evaluation does not show progression, the Career Specialist and/or the Job Developer will 
determine, through both formal and informal means, the cause of the customer's lack of progression. This 
may include contacting the worksite supervisor directly and/or re-assessing the customer to determine if 
there are barriers or other issues that need to be resolved. If, at the end of the WE placement, the customer is 
not hired at their assigned worksite, the Career Specialist will follow up with the customer to determine 
services that are conducive to assisting the customer's achievement of their career goals. This may include 
assignment at a new worksite with additional Employability Skills assigned to augment their work skill-set 
even further. 

Programs funded through WORKFORCE plus are equal opportunity programs with auxiliary aids and seJVices available upon request to individuals with disabilities. Persons using 
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3.5.2 Programmatic Evaluation, Monitoring and Performance Benchmarks 

The following performance benchmarks have been instituted to measure and monitor the performance of the 
Work Experience (CWEP) program and to ensure the program is equipping the customers with work skills. 

Are customers gai!ling 
work-related sjdlls? 

Are top-tiered custom~rs 
gaining work-related 
- skills? 

Are customers obtaining 
employroent? 

Are customers satisfieo 
with CWEP program? 

Are employer~ satisfied 
with GWEP program? 

At least 50% of the customers gain 
Intermediate sl<ill-level in at least three 
Employability Skills assigned after three 

months of participating in WE 

At least 50% of the Work Ready /Intern 
Trac~ customers; gain Mastery ski}l-level jn 
at leas~ three Employability Skills assigned 
after three mon~s of participating in WE 

At 
employment (at their assjgned worksite or 

oth,eiwise) after'three month.s of 
WE 

At least a 4 mean on a customer 
satisfaction questionnaire survey after 

three months of participating in WE 

At least a 4 mean on an employer 
satisfaction questionnaire survey after the 

completion of an assignment 

survey: 1 =very 
unsatisfied; 2= 
unsatisfied; 
3=neutr;il; 
4=satisfied; 5=very 
satisfied 

survey: I =Very 
unsatisfied; 2= 
unsatisfied; 
3=nei.i&.il; 
4:=.=s<;~,ti.@ed; 5=very 
satisfied 

surveys administered·· ·. 
by Job Developer cu-e 
collected and 
analyzed. 

This data shall be compiled and analyzed by the Job Developer and a report shall be submitted to the Program 
Manager for appropriate utilization. 

4. RELATED DOCUMENTS 
Employment and Training Program Job Description Form 
State WT Work Verification Plan 
SNAP State Plan 
Work Experience Contract 
work Experience Timesheet 
Work Experience Evaluation Form 
Work Experience Training Time Sheet 

5. QUALITY RECORDS 
OSST Case Notes and Skill Development Screen 
Customer's Hard Copy case Files 

Programs funded through WORKFORCE plus are equal opportunity programs with auxiliary aids and services available upon request to individuals with disabilities. Persons using 
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WTP-DR-0033 
Medical Incapacity 

Effective Date: September 29, 2010 

To: WORKFORCE plus Operators Operating in Region 5 and Affiliated Partners 

From: Kimberly Moore, Chief Executive Officer 

Subject: Medical Incapacity 

Effective Date: Upon Issuance 

Expiration Date: Until Superseded or Rescinded 

Purpose: 
To provide guidance in respect to medical incapacity limitations, to define the frequency of securing medical 
verification documentation for participants who are medically deferred, and the storage requirements of 
medical documentation. 

Background 
Florida Statute sections 4I4.065 and 4I4.IOS, were amended in I999. Florida Statute, section 4I4.065 (4) (d), 
allows Welfare Transition (WT) participants to be excused from work activities contingent upon verification 
by a physician licensed under Chapter 458 or Chapter 459, F.S .. The provision allows for assignment of work 
activities consistent with a participant's medical limitations and gives the RWB authority to require an 
individual to cooperate in medical or vocational assessment necessary to evaluate the individual's ability to 
participate in work activities. The amendment also created sections 4I4.065 (4) (f) and 4I4.I OS (II). These 
sections of the Florida Statutes provide for an exception from participation in work activities for those who 
have documented a current application, including an appeal, for SSI/SSDI. These sections require the 
assignment of program activities based on the participant's medical ability to comply and provides for time 
limit extensions for persons applying for SSIISSDI. 

Policy 
Revised Guidance pertaining to noncompliance related to medical incapacity, applicants for Social Security 
Income (SSI) or Social Security Disability Income (SSDI) and Outpatient Mental Health or Substance Abuse 
Treatment. The guidance is being revised to clarify the requirements for documenting and verifying medical 
incapacity. Specifically, physicians must be licensed under Florida Statutes Chapter 458 or 459. The following 
link will enable the Career Specialist to verify physician's license: 

http:/ /ww2.doh.state.fl.us/IRMOOPRAES/PRASLIST.ASP 

Physicians are not required to use the medical verification forms developed by A WI to document the 
individual's condition and limitations. WORKFORCE plus has adopted the medical verification forms used by 
the Agency for Workforce Innovation to include AWI-WTP 2288(a) (Medical Verification Form) , AWI-WTP 
2288(b) (Statement of Need for care form), and CF-ES 2299 Medical (Substance Abuse and Mental Health 
Treatment Form). WORKFORCE plus will accept any form of documentation that clearly documents the 
individual's medical incapacity and limitations if the physician refused to complete the forms provided by 
AWL Original signatures must be on all forms; rubber stamped signatures will not be accepted. 

Program Guidance 
Recipients of Temporary Cash Assistance (TCA) who are referred to the WT program as mandatory are 
required to participate in countable work activities (445.024, F.S.) unless an exception to the work activity 
requirement is met (4I4.065 (4), F.S). Participants who meet an exception to noncompliance as defined in 
4I4.065 (4) are not exempt from participation and therefore, must be referred to the WT program and 
participate based on his or her medical ability to comply. 

Programs funded through WORKFORCE plus are equal opportunity programs with auxiliary aids and services available upon request to individuals with disabilities. Persons using 
TrY /ITO equipment use Florida Relay Service 711 . 
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Effective Date: September 29,2010 

A. Noncompliance Related to Medical Incapacity, Florida Statute 414.065 (4) (d): 
Participants may not be able to participate 30 hours per week in countable work activities due to 
medical issues. Participants who provide a signed statement from a physician licensed under Chapter 
458 or 459 of the Florida Statutes may be exempted (excused) from work activities. 
According to the Florida Administrative Code (FAC) 65A-4.206, individuals claiming a medical 
incapacity that prevents them from participating in work activities or limits their participation in work 
activities shall be required to provide a statement from a physician licensed under Chapter 458 or 459, 
F.S., specifying the nature of the disability or incapacity, the duration of the disability or incapacity, the 
number of hours per week the individual can participate in activities, the percentage of the 
individual's disability and any other limitations on participation in work activities. 

• Participants may not be excused from work activity requirements unless the medical incapacity 
is verified (a signed statement) by a physician licensed under Chapter 458 or 459, F.S. 

0 Physicians licensed under 458 have license numbers that begin with the pre-fiX "ME", and 
physicians licensed under 459 have license numbers that begin with the prefix "DO". 

0 Participants may provide a letter or document from the physician rather than the medical 
verification forms provided by WORKFORCE plus. 

0 The WORKFORCE plus service provider must make the participant aware of the 
information required to meet program requirements: a statement from a physician 
licensed under Chapter 458 or 459, F.S., specifying the nature of the disability or 
incapacity, the duration of the disability or incapacity, the number of hours per week 
the individual can participate in activities, the percentage of the individual's disability 
and any other limitations on participation in work activities. 

• The WORKFORCE plus service provider must assist the participant in developing an Individual 
Responsibility Plan (IRP) or Alternative Requirement Plan (ARP) necessary for the individual to 
resume participation. The Medical Verification Form AWI-WTP 2288(a) was developed to assist 
the RWBs in securing information regarding the participant's limitations in an attempt to 
engage the participant in a work activity; however, the participant may provide other 
documentation from the physician or assessment provider that meets the information 
requirements: 

0 Work activities shall be assigned consistent with documented limitations. 
0 The IRP or ARP activities shall be assigned based on both limitations and the course of 

action necessary to resume participation. 
• A deferral or "excuse" from work activity requirements is time limited and should be based on 

the medical documentation received. 
• Medical Verification forms that indicate the deferral will be 90-days or less will require a 

subsequent verification every three months if the participant is still in a deferred status. 
Medical verification forms that indicate the deferral will be greater than six-months will require 
a subsequent medical verification form every six-months if the participant will remain in a 
deferral status. Requests for subsequent medical verification documentation will be requested 
prior to the expiration of the current document. 

• The individual must be assigned to work activities consistent with documented limitations. The 
IRP or ARP should be updated to reflect medical assessment, vocational assessment, treatment 
plan progress, participation based on medical ability to comply. 

Evaluation of limitations and Medical Ability to Comply 
Activities, including work activities, must be consistent with the limitations identified in the medical 
verification/documentation. The participant must be evaluated regarding his or her ability to 
participate. WORKFORCE plus may require an evaluation, including a medical evaluation, a vocational 
assessment or a work evaluation to assess the participant's ability to participate in work activities. 
Evaluations assist in the process of developing a plan for moving the participant towards being able to 

Programs funded through WORKFORCE plus are equal opportunity programs with auxiliary aids and services available upon request to individuals with disabilities. Persons using 
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comply with work activities, developing an ARP and developing a plan towards eventual self
sufficiency. 

1. Medical Verification Fonn and the Statement of Need for Care Form 
Two medical forms have been developed to assist the RWBs with securing documentation 
regarding the WT participant's medical incapacity, limitations and ability to comply. The Medical 
Verification Form has been modified and the Statement of Need for Care Form has been developed 
to include provisions of the Health Insurance Portability and Accountability Act (HIPAA). The 
Medical Verification Form, AWI-WTP 2288(a), is a three-page form that includes: 

• A letter to the physician requesting the release of the client's information; 
• A page disclosing the WT participant's rights and responsibilities regarding compliance; 
• A page disclosing the WT participant's rights and responsibilities regarding the release of 

medical information; 
• A request for the physician to provide information regarding restrictions on participation in 

both work and classroom activities; and 
• A place for the physician to provide an estimated duration of the condition and the therapy or 

treatment plan prescribed for the participant. 
The Statement of Need for Care Form, AWI-WTP 2288 (b), includes: 

• A notice of rights and responsibilities for the WT participant; 
• An authorization to release medical information for the individual requiring care to the RWB 

Provider; 
• The rights and responsibilities of the individual receiving care regarding medical information 

and confidentiality; and 
• A page to be completed by a physician licensed under Chapter 458 or 459, F.S. providing 

information regarding the amount of time the WT participant should be excused from 
work activities to provide care for the medically incapacitated adult/child. 

a. The WT program participant must secure documentation signed by a physician licensed under 

Chapter 458 or 459, F.S. that includes
3

: 

• The nature of the medical incapacity; 
• The duration of the incapacity; 
• The number of hours per week the individual can participate in activities; 
• The percentage of the individual's disability; 
• Other limitations on participation in work activities; and 
• The course of treatment necessary to resume participation. 

2. Payment for the completion of medical documentation: 

Federal Law prohibits the use of TANF funds for medical services, However, because the 
completion of programmatic forms by physicians is not covered by Medicaid local jimds may be 
used for this purpose if: 

• The physician does not code the completion of the form as a medical appointment and does 
not submit the charge to Medicaid. The charge for completing the form must be a separate 
charge. 

• The physician charges all patients for the completion of medical documentation for non
medical providers/purposes (there is no discrimination between Medicaid and Non-Medicaid 
clients). 

• The physician provides a receipt for the purchase of medical documentation. The receipt 
must be retained in the participant's record for financial and programmatic monitoring. 

B. Noncompliance Due to Medical Incapacity by Applicants of SSI or SSDI, Florida Statutes, section 414.065 
(4) (f): Individuals who have applied for SSI/SSDI and have not received a final determination from the 

Programs funded through WORKFORCE plus are equal opportunity programs with auxiliary aids and services available upon request to individuals with disabilities. Persons using 
ITY/TTD equipment use Florida Relay Service 711. 
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Social Security Administration (SSA) may be "exempted" or "temporarily excused" from work 
requirements while awaiting a final determination. The term "exempt" under this subsection in Florida 
Statutes is not to be confused with the term "exempt" defined by eligibility determination. The 
participant must: 

• Secure documentation from the SSA verifying a current application or appeal is on file; 
• Provide medical verification regarding the nature of the medical incapacity, limitations to 

participation, the duration of disability or incapacity, as well as a course of treatment 
recommended or required; and 

• Participate in program requirements according to his or her documented medical ability to 
comply. 

• If the WT program participant provides documentation verifying an application or appeal for 
SSI/SSDI is on file at the SSA office, the participant may be excused from work requirements. 
The participant is not exempt from WT program requirements. The participant must comply 
with an IRP or ARP that is consistent with the individual's limitations. 

Participants who have provided verification of a SSI!SSDI application or appeal must provide 
documentation of his/her limitations regarding program participation from a physician licensed under 
Chapter 458 or 459, F.S. The participant's IRP or ARP should be developed based on the limitations 
outlined in the medical documentation. 

• Section 414.105 (11), F.S., states persons who have applied for SSI!SSDI but have not received 
a final determination must continue to meet all program requirements assigned to the 
participant based on medical ability to comply. 

• Section 414.065 (1) (b), F.S., states participants receiving TCA who are exempted from 
noncompliance penalties fails to comply with the alternative plan requirements will be subject 
to the same penalties as those who are subject to work requirements as outlined in 414.065 
(a). 

C. Noncompliance Related to Outpatient Mental Health or Substance Abuse Treatment: If a participant 
informs the WORKFORCE plus service provider that (s) he is in need of substance abuse or mental 
health services, the participant should be referred to a Substance Abuse and/or Mental Health (SAMH) 
service provider. The WORKFORCE plus service provider should be responsive to the individual and 
the need for an Alternative Requirement Plan. If the participant reports to the RWB provider (s) he is 
already involved in a treatment or mental health program, the provider should assist the participant in 
updating the IRP to include the alternative requirements, participation in the treatment program and 
documentation of the treatment. 

Counting the Hours Florida Statutes, section 414.065 (e), allows participants to be excused from work 
activity requirements for up to 5 hours per week to participate in a substance abuse or mental health 
treatment program. The participant may be excused from the work activity for up to five hours per 
week after a mental health or substance abuse professional certifies the treatment protocol and 
provides verification of attendance at the counseling or treatment sessions each week. If the 
participant requires more than five hours a week for SAMH treatment or (s) he is involved in an 
inpatient treatment program, it must be verified by a physician licensed under Chapter 458 or 459, F.S. 
An ARP must be developed that includes the: 

• Assigned program requirements to remain in compliance with the WT program; 
• Program and activity requirements that take into consideration the participant's medical 

limitations; and 
• Course of treatment necessary for the individual to resume participation based on the medical 

documentation. 

Programs runded through WORKFORCE plus are equal opportunity programs with auxiliary aids and setvices available upon request to individuals with disabilities. Persons using 
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The Substance Abuse and Mental Health Treatment Verification form, CF-ES 2299, must be used to 
certify the participant's engagement in the treatment program. Once the participant has started the 
SAMH program, the SAMH counselor should complete section B of the CF-ES 2299 to verify the WT 
participant has started the treatment process. The WORKFORCE plus service will communicate with 
the SAMH counselor and monitor participation at least monthly. The WORKFORCE plus service 
provider is responsible for obtaining verification of attendance at the counseling and treatment 
sessions for each week. Obtaining verification may be included in the participant's IRP/ ARP. The 
service provider will verify and document participation in treatment/counseling activities on a weekly 
basis. 

Once treatment is completed, the SAMH counselor will complete section C of the SAMH Treatment 
Verification Form, CF-ES 2299, indicating the months that the participant fully complied with the 
SAMH treatment requirements and successfully completed the program. This information will then be 
forwarded to the WORKFORCE plus service provider. 

D. Storage of Medical forms and documentation. 

• Medical forms and documentation will be maintained in the participants case file, secured in a 
sealed envelope clearly marked "Confidential", and be secured in a locked cabinet. Unlike 
Domestic Violence documentation which is maintained in a file separate from the participant's 
case file and stored in a locked cabinet. 

Programs funded through WORJ<FORCE plus are equal opportunity programs wllh auxiliary aids and services available upon request to individuals with disabilllies. Persons using 
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ADM-DR-0110 
Accommodating Individuals with Special Needs 

Effective Date: February 20, 2002 
Revision Date: April9, 2012 

TO: WORKFORCE plus Operators Operating in Region 5 and Affiliated Partners 

FROM: Kimberly A. Moore, Chief Executive Officer 

SUBJECT: Accommodating Individuals with Special Needs 

EFFECTIVE 
DATE: February 20, 2002 

EXPIRATION 
DATE: Until Superseded or Rescinded 

PURPOSE: 
To establish procedures for accommodating individuals with special needs through the service model 
administered by WORKFORCE plus and its One-Stop Operator(s). 

REFERENCES: 
Article I, Section 24 of the Florida Constitution; II9.071(5)(a)3, F.S. (2005); 443.171,443.1715,443.181 F.S. 
(2005); AWl Final Guidance 02-033- Confidentiality of Records and Public Record Requests and Subpoenas. 

POUCY 
Civil Rights Training will be provided to all agencies and partners operating within WORKFORCE plus Region 
5. It is the responsibility of the contracted Service Provider to insure that all persons have attended the 
training and have completed a training acknowledgement form. The Service Provider EEO Officer will 
maintain a copy of this form and the original will be forwarded to the WORKFORCE plus EEO Officer. In 
coordination, the EEO Officers for both WORKFORCE plus and Service Provider will insure that all new hires 
have been trained within 30 days of their hire date. All staff persons will be required to maintain a "quick 
reference guide" that is readily accessible. The "quick reference guide" will consist of available in house 
resources, community resources, LLE-link for interpretive services as well as the Board's Procedural 
Instructions for working with customers who have disabilities. Office Managers, Program Managers and 
other supervisory staff will maintain a quick reference guide as well as the Board Plan for compliance with 
Title VI of the Civil Rights Act of I 964, Section 504 of the Rehabilitation Act of 1973, The Americans with 
Disabilities Act of I 990 and The Department of Children & Family Operating Procedure for District II as it 
relates to the aforementioned Acts. 

Listed below are the procedures that staff will need to follow beginning with when a customer enters the 
lobby and their needs are assessed and subsequent to what actions should occur after the assessment. 

1. Lobby 
At each office located throughout Region 5 an interpretive service menu will be displayed, to serve as a 
greeter to individuals that are not proficient in the English language. 

If it is determined that an individual has a special need, a program supervisor will be notified via the 
receptionist staff. The supervisor will then assess the needs of the customer in question and determine 
the next appropriate action. 

Programs runded through WORKFORCE plus are equal opportunity programs with auxiliary aids and services available upon request to individuals with disabilities. Persons using 
TTY /TTD equipment use Florida Relay Service 711 
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Effective Date: February 20, 2002 
Revision Date: April9, 2012 

Upon assessment if it is determined that the customer has a language barrier, the supervisor will identify 
internal staff that is proficient in the language to assist the customer. In situations where it is determined 
that there are no staff persons that are fluent in the desired language, then the LLE-LINK (telephonic 
interpretive service) will be used. 

If the customer will require an orientation/overview of programs and services offered, a one on one 
individual orientation will take place. All presented material will be offered both through visual aids and 
hard copy version. If it is determined that other activities will need to be scheduled as with other 
customers, then translation services will be provided and coordinated by the EEO. 

3. Physical Limitations 
Measures have been taken to allow easy accessibility throughout the offices, through the use of automatic 
door openers, door widths, furniture , etc. If there are unforeseen issues that arise, staff will need to report 
it to their immediate supervisor who will in turn report this to the Office Manager for correction. 

4. Hearing Impaired 
If it is determined that a customer is hearing impaired, the Career Specialist or staff person delivering the 
service will provide the services along referring the customer to the Disability Program Navigator staff. In 
addition, the customer will also be provided with a listing of the available resources offered both 
internally as well as the services available throughout the community. 

If the customer will require an orientation/overview of programs and services offered, the customer may 
choose to participate in a group setting or one-on-one. All materials will be offered both through visual 
aids and hard copy version. If it is determined that other services or activities are necessary then 
translation services will be coordinated by the staff person in coordination with the EEO Officer. 

5. Visually Impaired 
If it is determined that a customer is visually impaired, the Career Specialist will refer the customer to the 
Disability Program Navigator staff. Headsets and a computer for the visually impaired are also available. 
The customer will be informed of all other available resources offered both internally as well as services 
available throughout the community 

If the customer will require an orientation/overview of programs and services offered, a one on one 
individual orientation will take place. All materials will be stated orally. If it is determined that other 
services or activities are necessary then translation services will be coordinated by the staff person in 
coordination with the Office Manager. 

Programs funded through WORKFORCE plus are equal opportunity programs with auxiliary aids and services available upon request to individuals with disabilities Persons using 
TIY /TID equipment use Florida Relay Service 711. 
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ADM-DR-0060 
Establishing & Maintaining Confidentiality 

Effective Date: November 19, 2009 

TO: WORKFORCE plus Operators Operating in Region 5 and Affiliated Partners 

FROM: Kimberly A. Moore, Chief Executive Officer 

SUBJECT: Establishing and Maintaining Confidentiality 

EFFECTIVE 
DATE: November 19,2009 

EXPIRATION 
DATE: Until Superseded or Rescinded 

PURPOSE: 
To establish procedures for maintaining confidentiality for all programs implemented by WORKFORCE plus. 

REFERENCES: 
Article I, Section 24 of the Florida Constitution; 119.071(5)(a)3, F.S. (2005); 443.171,443.1715,443.181 F.S. 
(2005); A WI Policy 1.02 -Confidentiality of Records and Public Record Requests and Subpoenas. 

BACKGROUND 
As used in this policy, the term confidential refers to entire record systems, specific records or individually 
identifiable data that by law are not subject to public disclosure. When applicable, confidentiality covers all 
documents, papers, computer files, letters and all other notations of records or data that are designed by law 
as confidential. Further, the term confidential also covers the verbal conveyance of data or information that 
is confidential. 

POUCY 

Medical Records & Disability-Related Information 
Medical records and disability-related information regarding applicants, registrants, eligible 
applicants/registrants, participants, employees and applicants for employment must be stored in a manner 
that ensures confidentiality. Data will be used only for the purpose of record keeping and reporting; and 
determining eligibility for WIA assisted programs or activities. The information must be maintained on 
separate forms, stored separately from all other information about a particular individual, and treated as 
confidential medical records. 

Employment Services & Workforce Services Information 
Employment Services (ES) records are confidential by law. The following types of information or data 
received by WORKFORCE plus cannot be provided to the public without an explicit authorization from the 
person who is the subject of the information. 

Workforce Investment Act (WlAl Program 
WIA records are public records pursuant to Section 185, WIA. However, public access is not allowed if: 

• Disclosure of information would constitute a clearly unwarranted invasion of personal privacy; and 
• The information constitutes a trade secret, or commercial and/or financial information that is 

obtained from a person that is privileged or confidential. 

Programs funded through WORKFORCE plus are equal opportunity programs with auxiliary aids and services available upon request to individuals with disabilities. Persons using 
TIY /TID equipment use Florida Relay Service 711. 
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Effective Date: November 19, 2009 

Pursuant to 29 CFR 37.7(b)(2) and (c), demographic data (race/ethnicity, sex, age, and where known, 
disability status) for WIA applicants, registrants, eligible applicants/registrants, participants, employees, and 
applicants for employment must be stored in a manner that ensures confidentiality. The data must be used 
only for the purposes of record keeping and reporting; determining eligibility for WIA assisted programs or 
activities; or other use authorized by law. The data will be used for statistical purposes only and will not be 
used in any manner that reveals the identity of the individual. 

Migrant & Seasonal Farm Worker (MSFWl Program 
The confidential records are those documents generated during the course of rendering services via the 
employment services that are funded through the Wagner Peyser Act. 

Trade Adjustment Assistance (TAAl Program 
The confidential records are those generated in the course of providing retraining services to individuals that 
have been adversely affected because of increased imports. 

Welfare Transition (Wfl Program 
All parts of a WT participant's case file are confidential, including electronic data entered into information 
management systems. 

Priority Re-Employment Planning (PREPl and Re-Employment & Eligibility Assessment (REAl Programs 
Unemployment Compensation records are confidential by law. All information entered into an information 
management system regarding the employment services a PREP /REA customer may receive is confidential. 

Confidentiality Protocols 
As reflected in the Individual Non-Disclosure and Confidentiality Certification Form (Attachment A), provider 
staff will ensure the following protocols are in place for all programs at all times: 

• Regular walk-through of common areas (lobby, copier room, fax machines) throughout the day 
identifying any displays of confidential data that needs to be removed; 

• Removal of confidential data from office/cubicle areas, including computer screens, when staff is not 
present, and/or when a customer is present; 

• All health information is stored securely and separately from the primary case files of individuals; 
• Any telephone calls made to schedule, remind and/or confirm a customer's participation will not 

reference any confidential information; 
• Case files are stored in locked cabinets/drawers; 
• Any reports created will reflect only the last four digits of a customer's social security number (SSN). 

REFERENCE DOCUMENTS: 

ADM-FR-0061: Individual Non-Disclosure & Confidentiality Certification Form 

Programs funded through WORKFORCE plus are equal opportunity programs with auxiliary aids and seJVices available upon request to individuals with disabilities. Persons using 
TIY /lTD equipment use Florida Relay SeJVice 711 . 
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WTP-DR-0004 
Provision of Transitional Services to 

Welfare Transition customers 
Effective Date: August 6, 2009 

Last Revision: December 19, 2011 

TO: WORKFORCE plus Operators Operating in Region 5 and Affiliated Partners 

FROM: Kimberly A. Moore, Chief Executive Officer 

SUBJECT: Provision of Transitional Services to Welfare Transition Customers 

EFFECTIVE 
DATE: Upon Issuance 

EXPIRATION 
DATE: Until Superseded or Rescinded 

PURPOSE: 
To establish procedures for administering Transitional Services to Welfare Transition (WT) 
customers in the Gadsden, Leon and Wakulla WORKFORCE plus offices. 

REFERENCES: 
Florida Administrative Code (FAC) 65A-4.218; Florida Statute 445.032 

BACKGROUND: 
In cooperation with Workforce Florida, Inc., the Florida Department of Children and Families 
(DCF) shall develop procedures to ensure that families leaving the temporary cash assistance 
program receive transitional benefits and services that will assist the family in moving toward 
self-sufficiency. At a minimum, such procedures must include, but are not limited to, the 
following: 

( 1) Each recipient of cash assistance who is determined ineligible for cash assistance for a 
reason other than a work activity sanction shall be contacted by the workforce system Career 
Specialist and provided information about the availability of transitional benefits and services. 
Such contact shall be attempted prior to closure of the case management file. 

(2) Each recipient of temporary cash assistance (TCA) who is determined ineligible for cash 
assistance due to noncompliance with the work activity requirements shall be contacted and 
provided information in accordance with s. 414.065(1 ). 

(3) The department, in consultation with the board of directors of Workforce Florida, Inc., shall 
develop informational material, including posters and brochures, to better inform families 
about the availability of transitional benefits and services. 

(4) Workforce Florida, Inc., in cooperation with the DCF shall, to the extent permitted by 
federal law, develop procedures to maximize the utilization of transitional Medicaid by families 
who leave the temporary cash assistance program. 

Programs funded through WORKFORCE plus are equal opportunity programs with auxiliary aids and services available upon request to individuals with 
disabilities. Persons using TTY /TID equipment use Florida Relay Service 71 I 
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POUCY: 

Criteria to receive Transitional Support Services: 

WTP-DR-0004 
Provision of Transitional Services to 

Welfare Transition Customers 
Effective Date: August 6, 2009 

Last Revision: December 19, 2011 

The customer must have secured employment prior to case closure by DCF and be at or below 
200% of the Federal Poverty Level (FPL) during the entire transitional period. The transitional 
period for this Region will consist of twenty-four (24) consecutive months. The participant's 
case should have closed with earned income in conjunction with one of the following reasons: 

• The earned income was budgeted by DCF, and the amount of earned income ended 
recurring TCA; 

• The customer requested and received Cash Assistance Severance Benefit; The 
customer "opted not to receive cash assistance"; 

• The customer's TCA time limit expired; 
• The customer began to receive or there was an increase in child support payments. 

Child care: 
Participants who lose eligibility for Temporary Cash Assistance (TCA) due to earned income or 
who opt to receive an up-front diversion payment are eligible to receive transitional childcare 
(TCC) for twenty-four (24) consecutive months to assist with retaining employment if the 
family's income does not exceed 200% of the FPL, and funds are available. 

Individuals who are receiving TCC must be tracked for continued employment. Child care 
referrals will be generated for 90-day periods. In no instance shall a child care referral reflect 
a date range that is more than 90 days. Service provider staff will be responsible for 
completing the following tasks to ensure continuing eligibility: 

• Verify the customer is employed and earning wages at or below 200% of the poverty 
level every 90 days and retain proof of ongoing employment in the hard copy file. 

• Update the Budget Planner Wizard during the employment verification process to 
reflect any changes in the customer's earning wage, if any. 

• Keep the case open while the transitional childcare is still "active". 
• Terminate the childcare referral if the customer loses his/her job and the 30-day job 

search period has ended, or the customer stops cooperating with the program. 
• Mail an A WI Form #5235, Notice of Change in Childcare stating the termination of 

childcare services to both the participant and to the Early Learning Coalition (ELC). 
• Enter case notes in the One Stop Service Tracking (OSST) system to reflect any changes 

in the customer's employment or case status. 

Limitations of ]ob Search Child care 
Customers receiving TCC may lose employment for various reasons. While tracking the 
continued employment of a transitional customer, it may be discovered the loss of 
employment is due to a good cause reason. If the individual loses employment due to good 
cause, (s)he may receive TCC for up to 30 calendar days to complete job search activi :ies. 
According to the Florida Administrative Code (FAC) 65A-4.218, good cause reasons for the 
termination of employment are as follows: 

• The position ends (i.e. job layoffs, business closure); 

Programs funded through WORKFORCE plus are equal opportunity programs with auxiliary aids and services available upon request to individuals with 
disabilities. Persons using TTY ITTD equipment use Florida Relay Service 711. 
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WTP-DR-0004 
Provision of Transitional Services to 

Welfare Transition Customers 
Effective Date: August 6, 2009 

Last Revision: December 19,2011 

• Job requirements are illegal or against the moral or religious beliefs of the individual; 
• Working conditions or job duties could be harmful to the physical or mental health of 

the individual; 
• Sexual or racial discrimination or harassment on the job; 
• Change in job requirements for which the individual is not qualified; 
• Change in hours or location of employment that is not feasible due to childcare or 

transportation arrangements; or 
• Family or health problems of the individual or children requiring an extensive period of 

time off, which the parent is unable to arrange with the employer. 

In the instance ELC has discovered a customer has experienced a loss of employment, the 
customer will be directed to WORKFORCE plus to initiate the 30-day job search child care 
process. Prior to the customer being provided a 30-day job search child care referral, 
documents proving good cause as the reason for the loss of employment must be secured. 
The following documents are considered as proof of good cause: 

• A statement from the employer regarding the layoff of staff, and/or the closure of the 
business; 

• A statement from the employer stating a change of location and/or hours which 
directly affects the customer's ability to obtain child care and/or arrange stable 
transportation; 

• A medical statement from the customer's primary physician stating the conditions of 
the workplace, and/or the job duties as required are harmful to the customer's physical 
and/or mental health; 

• A statement from the employer regarding the change of job requirements for which the 
customer is not qualified; 

• A medical statement from the customer's primary physician regarding health problems 
of the customer and/or family members which requires an extensive leave of absence 
not approved by the employer. 

If the customer is unable to provide the above listed documents, or states the good cause 
reason for loss of employment is of a discriminatory nature, designated service provider staff 
will access the Unemployment Management Information System to verify the recorded reason 
for termination. Upon verification of the good cause reason being provided by the customer, a 
completed and signed WORKFORCE plus self-attestation form will be accepted. 

A customer needs to complete 20 hours of job searches a week in order to be considered 
actively seeking employment. The 30 calendar days begins the date the childcare referral is 
dated by WT staff. Service provider staff will ensure a process is in place for the following: 

• Follow-up with the customer occurs at least once during the 30-day period. 
• Job Search documentation is gathered at the follow-up appointments and retained in 

the hard copy file. Case notes are entered stating the customer has provided proof of 
actively seeking employment. 

• The new childcare referral reflects the 30-day date range for job search child care. 
• Case notes are updated to state the changes in the customer's employment status and 

provision of child care services. 

Programs funded through WORKFORCE plus are equal opportunity programs with auxiliary aids and services available upon request to individuals with 
disabilities. Persons using TTY /TID equipment use Florida Relay Service 711. 
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WTP-DR-0004 
Provision of Transitional Services to 

Welfare Transition Customers 
Effective Date: August 6, 2009 

Last Revision: December 19, 2011 

• If the 30-day period lapses, and no employment has been obtained, an A WI Form 
#5235, Notice of Change in Childcare is generated and forwarded to ELC. OSST must 
be updated to show an end date of TCC, and case notes must be added reflecting the 
changes to the transitional support services being received. 

Trans_portation: 
Transportation assistance will be provided to transitional customers based on two (2) 
qualifying criteria - the period of time the customer has been at transitional status and the 
level of wage the customer is receiving. This form of assistance will be provided for the first 
three (3) months of the entire 24-month transitional period. In no instance should a customer 
receive more than $120 in gas cards or twelve (12) bus passes during the entire transitional 
period. Additionally, a customer may not receive more than $40 in gas cards or four (4) bus 
passes per month. WT staff must use OSST and the "Skill Development Screen" to track the 
amounts of transportation assistance provided to transitional customers. Case notes must be 
entered in OSST each time a transitional customer receives transportation assistance, 
affirming the verified wage being earned, and the number of months the customer has been 
receiving transportation assistance. RWB staff will use OSST to monitor the monthly amounts 
provided to transitional customers. Below is an outline of the levels of transportation 
assistance that can be provided to a customer based upon income from employment. 

• Customers earning wages between the minimum of $7.31 and $9.00 are eligible to 
receive $40 in gas cards per month or four (4) 7 -day bus passes per month for the first 
three {3) months 

• Customers earning wages between $9.01 and $11.00 are eligible to receive $30 in gas 
cards per month or three (3) 7-day bus passes per month for the first three (3) months 

• Customers earning wages between $11 .01 and $12.30 are eligible to receive $20 in gas 
cards per month or two (2) 7-day bus pass per month for the first three {3) months 

Based on current policy, any customer earning a wage at or above 200% of the FPL is 
considered self-sufficient and may not be eligible to receive ongoing transportation assistance; 
however, there are instances that a customer may need stop-gap transportation assistance to 
maintain employment. If the need exists, customers earning a self-sufficient wage (based on 
policy definition) can receive a one-time assistance of $40 in gas cards or four (4) 7-day bus 
passes. The rationale will be provided in the case note section. Service provider staff will 
ensure the Budget Planner Wizard in OSST is updated when the customer's status changes to 
Transitional. The income area should reflect the projected earnings of the customer, and any 
additional sources of income gained by the customer. 

Work/Training Related Items 
Customers may receive assistance with work and/or training related items for the entire 24-
month period if they are earning wages at or below 200% of the FPL. The maximum amount a 
transitional customer can receive for work/training related items is $500 per program year. 
WT staff will ensure there is a process in place to address the following: 

• Verification of employment and/or enrollment in an approved training institution 
• Verification of the wage rate being earned by the customer 
• Approved purchases are tracked in OSST with case notes 

Programs funded through WORKFORCE plus are equal opportunity programs with auxiliary aids and services available upon request to individuals with 
disabilities. Persons using 1TY /TTD equipment use Florida Relay Service 711. 
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Welfare Transition Customers 
Effective Date: August 6, 2009 

Last Revision: December I9, 20 II 

• Purchase orders are approved by the designated service provider staff prior to 
submission to the Workforce Program Specialist for approval 

• Two price comparisons are submitted with purchase orders for single items over $100 

The required documentation for work and training related items is as follows: 
• Books -submit the class schedule and the costs of books, both new and used levels of 

pricing. 
• Uniforms/Shoes - submit the cost of the uniform and work shoes along with a copy of 

the completed employment verification form. 
• Ucenses - copy of the license renewal notice, completed license application, class 

schedule, and cost of license. 
• Tools- copy of the completed employment verification form, statement from employer 

referencing required tools to complete job duties 

Programs funded through WORKFORCE plus are equal opportunity programs with auxiliary aids and services available upon request to individuals with 
disabilities. Persons using TTY /TID equipment use Florida Relay Service 71 I. 
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Application/Referral Process: 

FST-PR-0019 
FSET Processes and Procedures 

Original Release Date: 2/3/2011 
Revision Date: 4/6/2012 

• The customer applies for food stamp benefits either online, in person or via fax. 
• The Department of Children & Families (DCF) reviews the case to determine if the customer meets 

eligibility requirements for food stamps and the criteria to be considered a work 
registrant/unemployment compensation (UC) recipient for FSET. 

• If the customer is found to be eligible for food stamps, does not meet any exemptions/exceptions, and 
meets criteria as a work registrant!UC recipient, the customer is referred for voluntary participation in 
the FSET program. 

• The following is a list of the current exemptions/exceptions: 

• A person who is 16 through 18 who Ls in school or enrolled in 1 

an employment and training program~-o-ri-aCfeasCidlalt:fime'\ 
basis; 

• A person who does not meet work registrant requirements 
based on education exclusions; 

• A person determined by DCF to be physically or mentally unfrt 
for employment; 

• A participant in the WT program; 
• A parent or other household member responsible for the care 

of a dependent child under six; 
• A food stamp recipient caring for a disabled individual; 
• A person who reports 1_h_C!L~~-gr_~~~j~_lf'!Y91Y~~_i~_~_s_l:!~_:5~~f}~~

abuse/mental health treatment program on a regular basis that 
interferes with employment opportunities. This does not 
include individuals who participate in Alcoholics Anonymous 
(AA) or Narcotics Anonymous (NA); 

• An individual who is working 30 hours a week or more; or 
• An individual who is earning the equivalent of working 30 

hours a week or more based on minimum wage provisions. 

Notification of Program Referral: 
• AWl intercepts the DCF referral alert and mails the customer a Notice of Voluntary Participation which 

informs the customer of their option to participate. This notice should detail the 
orientation/assessment process, staff contact information, and explain the customer's voluntary 
status. 

Orientation/Assessment Process: 
• The customer attends orientation and completes the online orientation and assessment components 

via the One Stop Service Tracking (OSST) system. The customer must complete additional forms such 
as Complaint & Grievance forms (WTP-FR-0028), Media Release (WTP-FR-0030), Authorization for 
Release of Information (UNI-FR-0045), and Confidentiality of Records (UNI-FR-0076). The customer is 
also able to choose an activity via OSST. (**Note: Customers will be directed to choose job search as their 
initial activity, unless the customer is already engaged in an educational activity, vocational training or 
volunteering for housing/probation purposes.) 

o If a customer is not able to attend orientation at one of the WORKFORCE plus offices, the 
customer is allowed to complete the orientation and assessment process from home. The 
Career Specialist will provide the customer with the website address and tips for completion. 

Programs funded through WORKFORCE plus are equal opportunity programs with auxiliary aids and services available upon request to individuals with disabililfes. Persons using 
TTY /TTD equipment use Florida Relay Service 71 I. 

Page 452 of 959 Posted at 9:00 p.m. on September 11, 2012



Attachment #1 
Page 420 of 493

FST-PR-0019 
FSET Processes and Procedures 

Original Release Date: 2/3/2011 
Revision Date: 4/6/2012 

• Career Specialists will need to check EFM to ensure that the customer has a full registration in EFM. If 
the customer does not have a full registration, they must be asked to complete this process during the 
orientation. The customer must be given a service and a case note entered. 

• If the customer provides documentation at the orientation that proves the customer should have been 
exempt from referral to the program, the FSET Career Specialist will need to assist the customer in 
notifying DCF of this error and provide supporting documentation for an exemption. 

• Customers who travel to complete the orientation and assessment process may be eligible for a Food 
Stamp Reimbursement (FSR) to assist with transportation costs. The customer will be asked if they 
had to travel to find a computer to complete orientation. As long as they complete the entire process, 
the FSR will automatically be processed via OSST in an amount not to exceed $10. The FLORIDA 
system will need to be checked each month to ensure that the customer is receiving benefits prior to 
the request of a reimbursement. (**Note: On a monthfy basis, FSET Career Specialists will need to 
manualfy request reimbursements for those customers who have expressed a need for the se1vice and have 
completed the required hours of participation. There can be one monthfy request for a reimbursement and 
the maximum monthfy amount will not exceed $20. The amount depends on the type of activity, level of 
participation and documentation of travel cost.) 

Program Participation 
• Customers who agree to participate will be referred to as "volunteers". 
• The volunteer will be scheduled an initial appointment which should occur no more than 2 weeks 

after the completion of orientation. At this time, the volunteer and FSET Career Specialist should 
complete the Customer Goals form prior to being assigned to the next activity. Additionally, the 
volunteer's assessment should be reviewed and discussed to ascertain which activity would be 
most suitable to assist the volunteer with becoming self-sufficient. 

o If time permits during orientation, this step can be completed in order to engage the 
customer in an activity expeditiously. At the onset of the program, it would be wise to 
complete the customer goals and review the assessment results with the customer at 
orientation. Once the caseloads increase, it would be a better use of time to schedule the 
customer for an appointment within the next week or two instead. 

• The volunteer will be assigned to a suitable activity based on their goals/skills/interests and 
scheduled a follow up appointment within two weeks to submit verification of participation in the 
assigned activity. If employment has not been secured, the FSET Career Specialist should discuss 
what transpired. 

o Even if a customer is not in the job search activity, the Career Specialist should conduct a 
staff assisted job search in EFM at follow-up appointments. The staff assisted job search 
service (code 114) should be captured and details of the job search summarized in the case 
notes. 

• If a volunteer states at the orientation that they are interested in self-initiating a work experience 
site, they must be advised to print the worksite agreement and take it to the employer for 
completion. (**Note: FSET volunteers can complete work experience/self-initiated work experience at a 
non-profit agency QJ])y_.) 

o For a self-initiated site, the Job Developer is responsible for contacting the non-profit 
agency to ensure that all information listed on the worksite agreement is accurate and that 
they understand the work experience component. 

Available Activities: 
The following activities will be offered in Region 5: 

o Work Experience (518) - This component requires the matching of a volunteer with an 
employer based upon the current or desired skills/goals of the volunteer. The volunteer is 
connected to the employer to build employability and/or job specific skills through actual 
on-the-job-exp~rience. The participating employers have relationships with WORKFORCE 

Programs funded through WORKFORCE plus are equal opportunity programs with auxiliary aids and services available upon request to individuals with disabilities. Persons using 
TIY /lTD equipment use Florida Relay Service 711. 
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plus through executed worksite agreements. To determine the maximum hours of 
participation, the benefit calculation will need to be completed. 

o Self -Initiated Work Experience (519)- This component is very similar to Work Experience; 
the difference being, the volunteer has initiated the relationship with the employer. To 
determine the maximum hours of participation, the benefit calculation will need to be 
completed. 

(**Note: The volunteers assigned to Work Experience/Self-Initiated Work Experience cannot be 
asked to complete more hours than the benefit calculation allows. 
o Job Search Training (511) - This component teaches the volunteer how to look for 

employment, secure employment or find better employment. Job search training activities 
may include, but are not limited to, workshops that address employability, life skills, 
interpersonal skills, time management, decision making skills, basic job seeking 
techniques, interviewing skills, resume development, dressing for work, career 
assessments & planning. 

o Vocational Training (527) - This component improves employability through the provision 
of training in a skill or trade. This activity is designed to allow the customer to move 
directly into employment. (**Note: WORKFORCE plus will not assist with any education 
related expenses and training programs). 

o Education (526) - This component allows volunteers to improve basic skills through Adult 
Basic Education (ABE) or General Equivalency Diploma (GED) classes. Also basic literacy, 
English Speakers of Other Languages (ESOL) classes, foreign language training (required 
by an employer or that will improve the likelihood of securing employment), and classes 
that will improve the ability to use a computer. Assistance can be provided to volunteers 
forGED tuition or exam costs after the customer has paid for their first semester of the GED 
course. 

o Engagement in Workforce Investment Act (WIA) and Trade Adjustment Assistance (fAA) 
(528) - This component is used as an indicator that the volunteer is dually enrolled in the 
FSET program and WIA and/or TAA. This activity allows the volunteer to actively 
participate in WIA/TAA as their FSET activity. Data entry is not required in OSST as the 
Agency for Workforce Innovation (AWl) will pull data from EFM to document participation. 

o Employment (varies) - If the volunteer becomes employed while in the FSET program, the 
job is considered the volunteer's activity for up to 90 days after the start date. If the 90 days 
expires after the closure of their DCF case, the volunteer can still participate through the 
90th day in order to receive an FSR. 

o ]ob Search (505) - FSET program volunteers can complete employment applications, 
submit resumes, meet with Career Consultants/Specialists for referrals, attend interviews, 
go to job fairs, etc. and count these hours towards participation. Each job search is equal to 
1 hour unless the individual resides in a rural community. Gadsden/Wakulla FSET Career 
Specialists' will be able to grant up to 2 hrs for each job search. The data from EFM can be 
used to verify the job search contacts and time spent for those volunteers whose job search 
is completed at the One Stop. Also, the Staff Assisted Job Search service (Code 114) will 
need to be entered in EFM and a case note to summarize the job search to be entered in 
OSST and EFM. 

• Volunteers will be assigned to their next activity at their follow-up appointment (after completing 
initial engagement activities). Customers will be scheduled for a follow up appointment biweekly to 
submit documentation verifying their continued participation and funds expended for travel to 
participate in assigned activities. 

Programs funded through WORKFORCE plus are equal opportunity programs with auxiliary aids and services available upon request to individuals with disabilities. Persons using 
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• If the volunteer fails to continue their participation, the FSET Career Specialist should attempt a 
courtesy call to determine their reason for not participating and to offer any additional services to 
assist the volunteer in becoming re-engaged in the program. 

o If the Career Specialist has not been able to reach the volunteer via phone, they will need to 
mail a re-engagement letter in an attempt to either re-engage the volunteer or determine the 
cause for inactivity. 

• If the FSET Career Specialist is not able to reach the volunteer or the volunteer states they no longer 
would like to participate, the case notes should be updated accordingly. 

• A courtesy call should be attempted on a monthly basis to offer additional assistance and notify the 
non-participating volunteer of special agency projects Gob fairs, employment recruitments, training 
courses, etc.). 

• The FSET Career Specialist should enter a system "to-do" in OSST to ensure that the courtesy call is 
completed each month until the volunteer's FSET case closes due to inactivity. After 90 days, AWl will 
automatically close the case. (**Note: As long as the volunteer is receiving food stamps, they can return to 
the program for participation.) 

Outreach 
Effective 12/6/11, DEO established a caseload standard for the FSET program of 50 engaged volunteers per 
full time employee. DEO's definition of engagement is a volunteer that is participating in a non-automated 
activity having at least one hour recorded in the JPR screen. In order to adhere to the established standard, 
the following outreach strategies will be used. 

• Outreach at specified times in the resource rooms 
• Outreach at all programmatic/business line orientations (can be inclusion of PowerPoint slide 

provides an overview of the program) 
• Amending center sign-in logs and job referral forms to determine those customers currently receiving 

food stamps 
• Request of current volunteers to bring in family/friends that also receive food stamps 
• Creation of informative marketing collateral 
• Inclusion of marketing collateral in Resource Room Menu of Services 
• Review /update of outreach notice 
• Outreach to community based organizations and schools that serve FSET customers 
• Review of online registrations for in-house training to determine those customers that are receiving 

food stamps 

**Note: Participation of actively engaged volunteers is monitored no less than bi-weekly in order to 
determine if methods are fruitful and to engage staff for additional outreach ideas. Also, each Career 
Specialist will have specific weekly/monthly goals for outreach. 

Special Notes: 
• A volunteer completing Work Experience must have a performance evaluation completed after six 

months by the worksite supervisor. Based upon the outcome of the evaluation, the volunteer will 
either need to be placed at an alternate worksite, or assigned to an alternative activity based upon an 
assessment of the volunteer's needs. To determine if a volunteer is "work ready", the FSET Career 
Specialist should use the performance evaluation, any comments from the employer and complete an 
informal assessment of the volunteer to determine if they appear ready to secure employment. 
Additionally. the FSET Career Specialist should ensure the volunteer has a marketable resume. If not. 
referrals should be made to ensure the volunteer completes the appropriate WFP workshops or 
participates in Job Search Training before they are allowed to job search. 

Programs funded lhrough WORKFORCE plus are equal opportunity programs with auxiliary aids and services available upon request to Individuals wilh disabilities. Persons using 
TTY /TID equipment use Florida Relay Service 711. 
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• Some volunteers will require formal assessment testing to determine/ensure their work-readiness. 
FSET Career Specialists may determine the need for formal assessment any time during the 
participation process. 

Activity limitations: 
• Job Search (505) should not be used for more than 30 days at a time. -1fler the initial use of this activity, 

volunteers will need to undergo some form of an evaluation/assessment vrior to being assigned to this 
activity again. 

• Work Experience (518) should not be used for more than 6 months at a time without an assessment to 
determine the customer's continued need to gain employability or job specific skills. The customer 
should not be in Work Experience (518) for an entire year without having gone through Job Search or 
Job Search Training. The ultimate goal is for the customer to gain skills and find employment. 

• Self-Initiated Work Experience (519) should be used in the same format and time limits as Work 
Experience. Please see above for additional explanation. 

• Job Search Training (511) can be used multiple times within a program year as there are multiple 
items that can be used under this activity (i.e. Forward March, Job Club, workshops, etc.). 

• Education (526) does not have a time limit but the FSET Career Specialist may want to discuss the 
customer's progress towards completion as much as possible to ensure they stay on track. 

• Engagement in WIA/TAA (528) does not have a time limit; however, the FSET Career Specialist should 
have periodic discussions with the assigned WIA Career Specialist to ensure the volunteer continues 
to meet their requirements with WIA/TAA. 

• Employment can be used for up to 90 days from the customer's start date even if their DCF case closes 
prior to the end of the calculated 90 days. 

Minimwn Hours: 
In order to be eligible for an FSR for documented transportation costs, FSET volunteers must complete a 
minimum number of hours based upon their assigned activity. Please see the table below: 

Activity Minimwn Hours 
Job Search (505) 1 0 hours monthly 
Job Search Training (511) 1 0 hours monthly 
Vocational Training (527) 8 hours weekly /32 hours monthly 
Education (526) 8 hours weekly/32 hours monthly 
Engagement in WIA/TAA (528) Hours required by WIA/T AA 
workExperience(518) Based on Benefit Calculation 
Self Initiated Work Experience (519) Based on Benefit Calculation 
Employment (Varies) Based on Scheduled Work Hours 

**Note: The maximum number of hours any volunteer can complete in a month is 120. Any hours over the 
maximum number, will not be documented in the JPR's but can be mentioned in case notes. If a customer 
chooses to complete more hours, they should be advised that these hours will not be credited towards their 
participation in the FSET program nor will it increase the amount of reimbursement received. 

File Management: 
FSET volunteer files will be maintained in accordance with the FSET Case File Maintenance Chart (FST-FR-
0011). 

Programs funded through WORKFORCE plus are equal opportunity programs with auxiliary aids and services available upon request to Individuals with disabilities. Persons using 
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Performance Goals: 

FST-PR-0019 
FSET Processes and Procedures 

Original Release Date: 2/3/20 11 
Revision Date: 4/6/2012 

The FSET program does not have any measures that are required on the federal and state reporting systems; 
however, the following performance goals will be reported on a monthly basis. 

o Number of volunteer recruitments (manual enrollments) 
o Baseline Goal = I 7 monthly 

o Number of job placements 
o Baseline Goal= 6 monthly 

o Number of orientations/assessments completed (automated pieces) 
o Job Placement Retention (30, 60, 90 day employment follow-ups) 

o Baseline Goal = 60% of employed customers will need to receive a follow-up 
o Number of customers referred to WIA 

o Baseline Goal = 4 monthly 
o Number of re-engagements (volunteers who chose not to participate but later was engaged in an 

activity) 
o Baseline Goal = 6 monthly 

Programs funded through WORKFORCE plus are equal opportunity programs with auxiliary aids and services available upon request to individuals with disabilities. Persons using 
TIY ITTD equipment use Florida Relay Service 711 . 
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Gadsden: (850) 875-4040 
Leon: (850) 922-0023 

Wakulla: (850) 926-0980 
Executive Center: (850) 414-6085 

NOTI€E OF NO@IS@RIMINATI6Ni®J 
COMPLAINT & GF)f:V ANG.E PROCEP,JJRES 

Participant Name:--------------

NOTICE OF NONDISCRIMINATION: 
WORKFORCE plus does not discriminate on the basis of race, color, religion, sex, sexual orientation, national 
origin, age, disability, marital status, political affiliation or belief, citizenship/status as a lawfully admitted 
immigrant authorized to work in the United States, participation in any WIA Title I financially assisted 
program or activity, or any other characteristic protected by Federal, State or local law. 

Programs funded through WORKFORCE plus are equal opportunity programs with auxiliary aids and services 
available upon request to individuals with disabilities. Persons using TTY /TID equipment use Florida Relay 
Service 711. Disabled individuals may make requests for reasonable accommodations to the WORKFORCE 
plus Equal Opportunity Officer by calling (850) 414-6085, emailing wfp@wfplus.org or writing to WORKFORCE 
plus, Equal Opportunity Officer, 325 John Knox Road, Building B-1 00, Tallahassee, FL 32303. 

Any individual with questions or concerns regarding any type of perceived discrimination is encouraged to 
contact the WORKFORCE plus Equal Opportunity Officer. An individual can ask questions, raise concerns and 
file a complaint without fear of reprisal or retaliation. 

COMPLAINT PROCEDURES: 
As a customer/applicant/participant you have the right to file a complaint/grievance if you feel you have 
been treated unfairly. If during your participation in any workforce program(s) including wagner-Peyser 
(WP), Workforce Investment Act (WIA), Welfare Transition (WTP), Food Stamp Employment and Training 
Program (FSET), or any special grant/project, feel that your rights are being violated due to an act of 
discrimination based on race, color, religion, sex, sexual orientation, national origin, age, disability, marital 
status, political affiliation or belief, citizenship/status as a lawfully admitted immigrant authorized to work in 
the United States, participation in any WIA Title I financially assisted program or activity, or any other 
characteristic protected by Federal, State or local law, you may file a complaint of discrimination. You may 
file a formal written complaint with the Grievance/Complaints Section at the following address (within 180 
days of the occurrence): WORKFORCE plus, Director of Operations, ATTN: Grievance/Complaint Section, 
2525 S. Monroe St, #3-A, Tallahassee, FL 32301. Unresolved complaints may be sent to the Florida 
Department of Economic Opportunity, Office of General Counsel, Caldwell Building- Suite 150, 107 East 
Madison Street, Tallahassee, Florida 32399-4128. 

GRIEVANCE PROCEDURES CAPPUCANTS AND P ARTICIPANTSl: 
If a customer using any workforce program operated within the WORKFORCE plus offices experiences a 
problem which arises in connection with workforce programs the customer should submit a formal written 
grievance to WORKFORCE plus (within 180 days of the occurrence) to the following address: WORKFORCE 
plus, Director of Operations, Grievance/Complaints Section, 2525 s. Monroe St, #3-A, Tallahassee, FL 32301. 

HEARING PROCEDURE: 
Complaints or grievances should be filed in writing and submitted to WORKFORCE plus. An attempt will be 
made to clear up the matter informally within 1 0 working days (first hearing). If the complaint or grievance is 
not cleared up informally, a second hearing shall be held and a decision shall be rendered by WORKFORCE 
plus CEO within 60 calendar days from receipt of the complaint or grievance. You will be informed of the 
date and place and about the hearing and appeal process. If you are not satisfied with the decision of the 
WORKFORCE plus CEO or do not receive a hearing within 60 calendar days, you may appeal to the Florida 

Programs funded through WORKFORCE plus are equal opportunity programs with auxiliary aids and services available upon request lo individuals with disabilities. Persons using 
TTY/TTD equipment use Florida Relay Service 711. 
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Gadsden: (850) 875-4040 
Leon: (850) 922-0023 

Wakulla: (850) 926-0980 
Executive Center: (850) 414-6085 

Department of Economic Opportunity (DEO) (within 30 days). Grievance/Complaint and Hearing/ Appeal 
Process for WIA, T AA, TANF IWT, and FSET programs should be filed with Florida Department of Economic 
Opportunity, Office of General Counsel, 107 East Madison Street, MSC 110, Tallahassee, Florida, 32399-4128. 
Complaint procedures for Wagner-Peyser Employment Services activities (except Migrant Seasonal Farm 
Worker (MSFW) program may be filed with the Florida Department of Economic Opportunity, Office of One
Stop and Program Support, Caldwell Building-Suite 105, 107 East Madison Street, Tallahassee, Florida 32399-
4133, Attention ES Complaint Coordinator. MSFW complaints may be filed with the Florida Department of 
Economic Opportunity, Monitor Advocate Office, Caldwell Building-Suite 150, 1 70 East Madison Street, 
Tallahassee, Florida 32399-4133, Attention: Senior Monitor Advocate. 

INTIMIDATION AND RETAUA TION PROHIBITED: 
WORKFORCE plus shall not discharge, intimidate, retaliate, threaten, coerce or discriminate against any 
person because such person has filed a complaint or grievance. The same prohibition applies to people who 
have furnished information, assisted or participated in any manner in an investigation, review, hearing or any 
other activity related to administration of, or exercise of authority under, or privilege secured by 29 CFR Part 
34. 

Under Florida law, employees or applicants may also choose to file employment complaints with the Florida 
Commission on Human Relations. (See Section 760.06, Florida Statutes.) Contact the following entities for 
discrimination, employment, health and safety, or Florida Law violations/complaints: 

Filing time frame: 180 days 
Workforce Plus Department of Economic Opportunity 
Local Equal Opportunity Officer Office for Civil Rights 
325 John Knox Road, Bldg. B-1 00 1 07 East Madison Street, MSC 150 
Tallahassee, FL 32303 Tallahassee, FL 32399 
us Department of Labor 
Civil Rights Center 
200 Constitution Ave. NW, Rrn. N-4123 
Washington, DC 20210 

Filing time frame: 300 days 
Equal Employment Opportunity Commission 

Miami District Office 
One Biscayne Tower, Suite 2700 

2 South Biscayne Boulevard 
Miami, FL 33131 

Filing time frame: 365 days 
Florida Commission on Human Relations 

2009 Apalachee Parkway, Suite 1 oo 
Tallahassee, FL 32301 

USDOL Office of Inspector General, 
Office of Investigations 
200 Constitution Avenue, NW 
Room S-5014 
washington, D. c. 20210. 

USDOL Occupational Safety and Health 
Administration (OSHA) 
Safety and Health Violations 
200 Constitution Avenue, NW 
Washington, D.C. 20210 

Programs funded through WORKFORCE plus are equal opportunity programs with auxiliary aids and services available upon request to individuals with disabilities. Persons using 
TTY /TID equipment use Florida Relay Service 711. 
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Gadsden: (850) 875-4040 
Leon: (850) 922-0023 

Wakulla: (850) 926-0980 
Executive Center: (850) 414-6085 

I certify that I have read the above statement and understand my rights and responsibilities as outlined: 

Participant Signature Date 

Parent or Guardian Signature (if participant is a minor) Date 

As a representative of the Workforce System, I verify that the above-signed participant read the above 
statement of Grievance/Complaint and Hearing/ Appeal procedures and indicated an understanding of the 
procedures. 

WORKFORCE plus Representative Signature Date 

Programs funded through WORKFORCE plus are equal opportunity programs With auxiliary aids and services available upon request to individuals With disabilities. Persons using 
TIY /lTD equipment use Florida Relay Service 711 . 
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Operating Procedures 

FST -DR-0020 
Orientation and Assessment 

Effective Date: March 14, 2011 

To: WORKFORCE plus Operators Operating in Region 5 and Affiliated Partners 

From: Kimberly Moore, Chief Executive Officer 

Subject: Orientation and Assessment Process 

Effective Date: Upon Issuance 

Expiration Date: Until Superseded or Rescinded 

PURPOSE: 
To establish guidelines for completing orientation and assessments for the Food Stamp 
Employment & Training (FSET) Program in Region 5. 

REFERENCES: 
None 

BACKGROUND: 
Orientation serves as an introduction to the FSET program. customers are introduced to the 
One Stop system, informed of the services that can assist them in becoming self-sufficient, and 
prepared for program engagement. 

Conducting an assessment is the process of gathering, and evaluating pieces of information 
that can be used as a tool in establishing employment driven outcomes. The goals of 
assessment are to identify employment barriers, match the customer with services that will 
most benefit their development, and to develop a pathway to self-sufficiency. The assessment 
process is ongoing, and is meant to aid the customer in better understanding themselves in 
terms of their skills, knowledge, abilities, attitudes and the environment in which they 
function. 

POLICY: 
All eligible FSET customers must participate in an orientation and undergo an assessment. All 
determined eligible customers will receive an outreach letter with instructions on how to 
complete the orientation process. The customers will be instructed to attend a group 
orientation sessions at one of the WORKFORCE plus offices. If they are not able to report to the 
offices and the Career Specialist has determined that there is a good cause reason present, 
they will be allowed to complete orientation offsite. A good cause reason might include the 
following: lack of transportation, medical incapacity, gaining employment, enrolling in 
education. 

ACfMTY COMPONENTS: 
Customers will complete the online orientation and assessment components via the One Stop 
Service Tracking (OSST) system regardless of where they complete the orientation. In addition 
to the online orientation/assessment, the customer will need to complete the following forms: 

Programs funded through WORKFORCE plus are equal opportunity programs with auxiliary aids and services available upon request to individuals with 
disabilities. Persons using TTY /TTD equipment use Florida Relay Service 711. 
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• Complaint & Grievance forms (WTP-FR-0028) 
• Media Release (WTP-FR-0030) 

FST -DR-0020 
Orientation and Assessment 

Effective Date: March 14, 2011 

• Authorization for Release of Information (UNI-FR-0045) 
• Confidentiality of Records (UNI-FR-0076) 

In an instance where a customer does not complete orientation/assessment onsite, the above
referenced forms will need to be completed at the follow-up appointment. During the 
assessment screening, the customer will answer certain questions that trigger the system to 
offer activities or provide documentation. If a customer states they are not able to work due to 
medical reasons or care for an incapacitated individual, the customer will be prompted to 
provide either a Medical Verification or a Need for Care form. The FSET Career Specialist will 
need to assist the customer in submitting the documentation to the Department of Children 
and Families for exemption from program participation. Otherwise, the customer will be able 
to choose one of the activities in addition to receiving system generated instructions regarding 
their next steps. 

OSST ACCESS: 
Customers will need to have authority to access the OSST system to complete the orientation 
and assessment screens. There are three codes that will allow a customer authorization to 
access OSST. The codes are: 

• Code '599' - These are customers that received an engagement letter and have been 
authorized to access OSST for completion of the online components. 

• Code '593' -These customers did not receive an engagement letter but met the criteria 
to be referred by DCF for engagement with the FSET program. 

• Code '594' - These customers did not receive an engagement letter nor were they 
referred for participation by DCF. Staff will need to review FLORIDA in order to ensure 
the customer is a recipient of food stamps but not receiving cash assistance. After the 
customer is determined eligible for participation, staff can manually enroll the customer 
in OSST for the FSET program, if they do not already have a case in OSST. After 
enrolling the customer, staff will need to enter a '594' to authorize the customer access 
to complete the online components. 

FOOD STAMP REIMBURSEMENT: 
Customers that complete the online orientation/assessment will be eligible to claim a Food 
Stamp Reimbursement (FSR). The customer will be asked during the online orientation 
whether they had to travel to complete the orientation and what was the cost of travel. If the 
customer selects the box stating they had to travel to complete the orientation and incurred a 
cost to travel, the system will request a reimbursement in the amount of $10 unless they state 
there was a different amount expended for travel. For the completion of orientation, the 
maximum amount allowed for reimbursement is $10 but the customer can receive less than 
this amount. This will be the only instance that a customer will be able to receive a 
reimbursement without having supporting documentation to prove that there was a 
demonstrated need and a cost to participate. 

Programs funded through WORKFORCE plus are equal opportunity programs with auxiliary aids and services available upon request 10 individuals with 
disabilities. Persons using TTY /ITO equipment use Florida Relay Service 711. 
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WTP-FR-0028: Complaint & Grievance 
WTP-FR-0030: Media Release 
UNI-FR-0045: Authorization for Release of Information 
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FST-DR-0020 
Orientation and Assessment 

Effective Date: March 14,2011 
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This procedure outlines the process for conducting the initial appointment with a Food Stamp Employment 
and Training (FSET) program volunteer. 

2. GENERAL 

Volunteers are scheduled for their initial appointment with an FSET Career Specialist at the conclusion of 
FSET Orientation in accordance with the FSET Orientation Procedure (FST-PR-0016). FSET Career Specialists 
are responsible for conducting a series of steps during the initial appointment and attempting to reengage 
volunteers who do not attend the appointment as scheduled. 

3. PROCEDURES 

3.1 Eligibility and Documentation 

Only current recipients of food stamps are considered eligible to participate in the FSET program. To verify 
eligibility, the Career Specialist will review and print FLORIDA system screens IQEL and IQFS to confirm that 
the volunteer is receiving food stamps for the current month of engagement. Additionally, volunteers may 
not be actively engaged in the Welfare Transition program while participating in the FSET Program. The 
Career Specialist will review FLORIDA system screen IQCH to confirm the volunteer is not currently receiving 
temporary cash assistance (TCA). The IQEL and IQFS screens will need to be reviewed and printed each 
month the volunteer is engaged in the FSET program. These printouts will need to be retained in the 
volunteer's hard-copy case file. Also, Career Specialists will ensure that all required documentation from 
orientation has been retained in the hard-copy case file as outlined in the above-referenced orientation 
procedure. 

3.2 Initial Engagement Review 

The Career Specialist will review the volunteer's Initial Engagement Form (FST -FR-0015), accompanying 
documentation, resume, etc. for completion of workshops and activities. The Career Specialist should discuss 
the volunteer's activity in detail including questions, concerns, and lessons learned. The Career Specialist 
will document the number of hours completed on the Initial Engagement Form, confirm the volunteer's 
signature, and sign in the designated area for WORKFORCE plus (WFP) Representative. The Career Specialist 
will document participation hours in OSST in accordance with the Job Participation Rate OPR) Procedure 
(FST -PR-0026) under the Job Search Training activity code. 

3.3 Assessment Review 

During each orientation session, the volunteer's are instructed to complete the automated assessment in the 
One-Stop Service Tracking (OSST) system. At the initial appointment, the Career Specialist will access and 
print the results of the Initial Assessment via the Plan Development screen in OSST. The Career Specialist 
will review the assessment results with the volunteer and facilitate discussion. If the review of the initial 
assessment reveals the volunteer has not answered all of the questions, the Career Specialist should verbally 
ask the questions and document the answers on the assessment questionnaire printout. In order to assist the 
volunteer with the answers available to them, the Career Specialist should have the FSET Program Client 
Screens Assessment Questions (available on the DEO website) readily available. 

From there, the Career Specialist should review the assessment answers to discuss: 

• Volunteer's short and long-term employment goals 

• Outcome(s) of previous employment 

Programs funded through WORKFORCE plus are equal opportunity programs with auxlllary aids and services available upon request to individuals with disabilities. Persons using 
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Also, the career Specialist should review the automated assessment for opportunities to refer the volunteer to 
other programs or services. There are questions on the assessment that assist staff with determining whether 
the volunteer: 

• Is possibly a dislocated worker or a candidate for training who should be referred to the Workforce 
Investment Act (WIA) program 

• Should be referred to Adult Community Education (ACE) in order to obtain his/her GED/high school 
diploma or should be referred to English for Speakers of Other Languages (ESOL) classes due to 
lacking English fluency 

• Has a disability that may require coordination with the Disability Program Navigator 

• Is a veteran who may benefit from services offered by the Veteran Services Team 

• Is homeless or a victim of domestic violence and in need of referral to a partner agency 

• Has a criminal background and may benefit from attending the Federal Bonding workshop 

3.4 Employment Action Plan 

The Career Specialist will utilize the volunteer's answers to the assessment questions to assist the volunteer 
with creating his/her Employment Action Plan (EAP) using (FST-FR-0026). The EAP will be provided to the 
volunteer as their roadmap to self-sufficiency by identifying and documenting his/her goals. To the extent 
possible, the Career Specialist should allow the volunteer to identify his/her own action steps. If the 
volunteer is unsure as to the necessary steps to achieve his/her goals, the career Specialist should assist the 
volunteer with outlining these steps. 

The Career Specialist and volunteer will both sign the EAP in the designated area of the form. A copy of the 
EAP should be provided to the volunteer and the original retained in the volunteer's hard-copy case file. 

3.5 Resume Review 

The Career Specialist will review the volunteer's resume for any errors and determine marketability. The 
Career Specialist will assist the volunteer with any needed changes. If needed changes appear substantial, the 
Career Specialist should inquire with the volunteer regarding feedback received during the Resume Feedback 
Session and whether the feedback received was incorporated. If the volunteer's Initial Engagement Form 
doesn't reflect the volunteer's attendance, he/she should be strongly encouraged to attend. The Career 
Specialist will retain a copy of the volunteer's resume in the volunteer's hard-copy case file and in a three
ring binder for quick reference, job development, and staff viewing as needed. Note: Attendance at the 
Resume Writing and/or Resume Feedback sessions can be documented on the volunteer's EAP as an 
employment-related action step. A referral to the 5 Steps to Rapid Employment program may also be 
appropriate. 

3.6 Assignment of Activity 

Upon completion of the EAP and resume review, the Career Specialist and volunteer will discuss an 
appropriate activity for the volunteer based upon his/her identified goals. The Job Search Training activity 
should be ended in OSST and the new activity should be started. If the customer is still completing 

Programs funded through WORKFORCE plus are equal opportunity programs with auxiliary aids and services available upon request to individuals with disabilities. Persons using 
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components of his/her initial engagement, the Job Search Training activity should remain open until the 
customer is no longer being engaged through this activity. The start date of the new activity will be 
determined as appropriate by the Career Specialist; however, should not be scheduled to occur greater than 
one week from the date of the initial appointment. The volunteer will be provided necessary instructions and 
forms as needed. 

3.7 Job Referrals/Staff-Assisted Job Search 

The Career Specialist will provide the volunteer with at least one job referral from any source. To the extent 
feasible, the Career Specialist will conduct a job search in Employ Florida Marketplace (EFM) and attempt to 
provide a quality referral in accordance with the Quality Referral Procedure (WPY-PR-0132). If there are 
limited open and available job orders in EFM, the Career Specialist may search alternate job banks to obtain 
job leads for volunteers. The Career Specialist should also attempt to develop jobs for volunteers in 
accordance with the Job Development Presentation (WPY-PT-0025). 

Volunteers shall be granted hours of participation for each job referral provided in accordance with the Job 
Participation Rate OPR) Procedure (FST -PR-0025). 

3.8 EFM Data Entry 

Services provided to FSET volunteers should be entered in EFM in accordance with the EFM Services for the 
WT and FSET Program Desk Guide (WPY-DG-0124). Career Specialists should ensure this data entry occurs 
in order to keep the volunteer's Wagner-Peyser application active in EFM in the event the volunteer obtains 
employment. 

3.9 Review of CUBE Management Checklist 

The Career Specialist will review the CUBE Management Checklist (FST-FR-0013) in the volunteer's hard-copy 
case file to determine if the file is up-to-date and to ensure that all case management steps have been taken. 

3.10 Follow-up Appointments 

Career Specialists should schedule volunteers to attend follow-up appointments every two weeks. During 
follow-up appointments the Career Specialist will review the volunteer's participation documentation, update 
the JPRs in OSST, and review the volunteer's EAP to ensure the volunteer is on track. If the volunteer has met 
participation requirements, the Career Specialist shall issue a Food Stamp Reimbursement in accordance with 
the FSET Food Stamp Reimbursement Procedure (FST-PR-0023). 

3.11 Reengagement 

If a volunteer fails to attend the initial appointment, the Career Specialist will make no less than two attempts 
to reengage the volunteer. This reengagement outreach can occur via telephone, email, in person or via 
other program staff if the volunteer is engaged with additional programs. Career Specialists will document all 
reengagement efforts in OSST via a case note documenting the method and outcome of the reengagement 
attempt. 

Additionally, the Career Specialist should conduct a staff-assisted job search. If the Career Specialist is able 
to identify a job order the volunteer is qualified for, contacting the volunteer regarding their interest in 
obtaining the job referral may be a great source of reengagement. 

Programs funded through WORKFORCE plus are equal opportunity programs wilh auxiliary aids and services available upon request to individuals with disabilities. Persons using 
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4. RELATED DOCUMENTS 

FST -PR-002 7 
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FST -PR-0023, FSET Food Stamp Reimbursement Procedure 

FST -PR-0025, ]ob Participation Rate Procedure 

FST-FR-0013, FSET CUBE Management Checklist 

FST-FR-0015, FSET Initial Engagement Form 

FST-PR-0016, FSET Orientation Procedure 

FST-FR-0026, Employment Action Plan 

WPY-DG-0082 Wagner-Peyser Services Desk Guide 

WPY-DG-0124, EFM Services for WT and FSET Program 

WPY-PT-0025, Job Development Presentation 

5. QUALITY RECORDS 

EFM Data Entry and Case Notes 

OSST Data Entry and Case Notes 

Volunteer's Hard-Copy Case Files 

Above-referenced documents maintained in the volunteer's hard-copy case file 
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Employee Name: ---------------- Date of Completion: ____ _ 

Instructions: This competency test is designed to test your basic skills and program knowledge in the FSET 
Program. Please print out this page for your records and write all your answers on the sheet. The Program 
Manager or Training & Development Specialist will be checking your answers once you have completed each 
test. Note: To answer some questions, you may need to refer to the related documents referenced in this 
procedure. 

I. (True or False/Circle One) It is not necessary to confirm the volunteer is receiving food stamps every 
month he/she is engaged in the FSET program as long as it is verified upon initial engagement. 
T or F 

2. (Fill-in the blanks) If the volunteer did not answer all of the questions on the automated assessment, 
the Career Specialist should verbally the questions and the answers on 
the assessment questionnaire printout. 

3. (Multiple Choice/Circle One) Career Specialists should use the volunteer's answers to the automated 
assessment questions to: 

a. Assist with completing the volunteer's Employment Action Plan 

b. Identify opportunities to refer the volunteer to other programs or services 

c. Identify the volunteer's needs and barriers 

d. All of the above 

4. (True or False/Circle One) Career Specialists should review volunteers' resumes for errors and 
marketability. T or F 

5. (True or False/Circle One) When completing the EAP, Career Specialists should identify volunteers' 
goals for them. T or F 

6. (Fill-in the blanks) For customers engaged in the FSET program, data entry is required in both __ _ 
and ____ . 

7. (Fill-in the blank) During initial appointments, Career Specialists should provide the volunteer with at 
least job referral from any source. 

8. (Multiple Choice/Circle One) During follow-up appointments, Career Specialists will: 

a. Review the volunteer's participation documentation 

b. Update the JPRS in OSST 

c. Review the volunteer's EAP 

d. All of the above 

9. (True or False/Circle One) Conducting a staff-assisted job search is a great source ofreengagement. 
T or F 

Programs funded through WORKFORCE plus are equal opportunity programs with auxiliary aids and services available upon request to individuals with disabilities. Persons using 
TTY /TID equipment use Florida Relay Service 711. 
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5/7/2012 

4/x/2012 
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Gadsden: (850) 875-4040 
Leon: (850) 922-0023 

Wakulla: (850) 926-0980 
Toll Free: (866) WFP-JOB 1 

Food Stamp Employment & Training Program 
Initial Engagement Form 

Customer Name:------------ Last Four of SS#: __ _ Orientation Date: _____ _ 

ACfiVITY DATES/TIMES AVAILABLE 
DATE STAFF NUMBER 

COMPLETED SIGNATURE OF HOURS 

htt1;2:/ /www.em1;2lo~florida.com/ 

Register with Instructions: Select Not Registered, Create 

EMPLOY FLORIDA 
User ID and Individual. If you are already . 1.0 
registered, have Career Consultant verify 

information and sign appropriate box. 

http:/ /www.emplQ~florida.com/ 

Employ Florida 
Instructions: Log in to Employ Florida, Click 

on Resume Builder, then Create Resume 2.0 · 
Resume and follow steps to completion. 

(Print a copy of your resume.) 

Resume Writing I See attached Workshop schedule. 

Workshop (Bring a copy of your resume with you.) 2.0 

Resume Feedback See attached Workshop schedule. 
2,0 

Workshop (Bring a copy ofyour resume with you.) 

career Sp.ecia.li~t S.t;.IIT.t 
Ready To Work Sign up with a Career Specialist or at the front . 

(Brins;! Picture ID) 
desk. 

Prove It! Assessment 
Bring results and the signed form to the 1.0 (Bring Picture ID) 

Choices Assessment follow-up appointment. 
(On-Computer) 

(Bring Picture ID) 

Assigned Hours: .B.,Q_ Total Hours Completed: ___ _ 

Complete all activities. Bring this fonn and ~ 

resume to your appointment. 
-

FSET Follow-Up . ' 

Appointment Failure to bring all requested documents to your .. 

appointment may result in a delay in processing 
eligible request for transportation reimbursements. ' 

Customer Signature: ------------- Follow Up Appointment Date: ______ _ 

WORKFORCE plus Representative: __________ _ Date:------------

Programs funded through WORKFORCE plus are equal opportunity programs with 
auxiliary aids and services available upon request to individuals with disabilities. 

Persons using TTY /TID equipment use Florida Relay Service 711. I 
Disclosure of your social security number is voluntary. It is requested however, 
pursuant to Privacy Act of 1974. Social security numbers will be used by WORKFORCE 
plus for the sole purpose of system review to determine our overall level of efficiency. 

: 

Page 471 of 959 Posted at 9:00 p.m. on September 11, 2012



Attachment #1 
Page 439 of 493

NAME: __________________________________ __ 

Gadsden: (850) 875-4040 
Leon: (850) 922-0023 

Wakulla: (850) 926-0980 
Toll Free: (866) WFP- ]OB 1 

DATE COMPLETED:-----

Together with my Career Specialist, I have mapped out my Employment Action Plan: 

EMPLOYMENT: 

Our program is designed to assist you with obtaining employment by increasing your job search skills and 
connecting you with employers. 

My Short-Term Employment Goal Is: ----------------------------

I would like to earn at least $ ________ per hour /year. My goal is to have this job by: _____ _ 

My Long-Term Employment Goal Is: ------------------------

I would like to earn at least$. _____ per hour/year. My goal is to have this job by: _____ _ 

EDUCATIONAL: 

Our program is designed to help you gain skills or the education needed to start the career that you want. 

My Short-Term Educational Goal Is: 

My Long-Term Employment Goal Is: 

I HAVE THE FOLLOWING SKILLS TO OFFER AN EMPLOYER: 

Programs funded through WORKFORCE plus are equal opportu~p~g~a-~.,~~~~~-~~~a~-~~~ ~~~-~-e~~.7~-a~~!lable upon request to individuals with disabilities. Persons using 
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Gadsden: (850) 875-4040 
Leon: (850) 922-0023 

Wakulla: (850) 926-0980 
Toll Free: (866) WFP- JOB I 

I NEED TO TAKE THE FOLLOWING STEPS TO REACH MY EMPLOYMENT AND EDUCATIONAL GOALS: 

EMPLOYMENT ACTION STEPS EDUCATION ACTION STEPS 

I. I. ________________________________ ___ 

2. 2. ________________________________ ___ 

3. 3. _____________________ _ 

4. 4. _______________ _ 

Employment - I will start working towards these goals on: I will meet these goals by: __ _ 

Education- I will start working towards these goals on: I will meet these goals by: 

NEEDS AND BARRIERS: 

I NEED TO OVERCOME THESE BARRIERS/CHALLENGES IN ORDER TO REACH MY FULL POTENTIAL: 

BARruffiRORCHAUENGE STEPS TO OVERCOME 

1. ____________________ _ 1. _____________________ _ 

2. _____________________________ _ 2. _______________________________ _ 

3. ______________________________________ _ 3. _________________________________ _ 

4. ____________________________________ __ 4. ______________________________ _ 

PARTICIPATION: 

I will participate in the following activity designed to help me reach my goals: 

I will begin participating in this activity on: ---------------

I will attend my next follow-up appointment on: __________ ® __ _ 

My Career Specialist's Information - Name: Phone#: _________ _ 

We will work together to help me fulfill my Employment Action Plan: 

Customer Signature:---------------------------- Date: __________ _ 

Career Specialist Signature: ---------------------- Date: ____________ _ 

Programs funded through WORKFORCE plus are equal opportunity programs with auxiliary aids and services available upon request to Individuals with disabilities. Persons using 
TTY ITTn MtJinment u~e Florida R"lav Service 71 1 
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Operating Procedures 

FST-DR-0021 
Food Stamp Reimbursement 

Effective Date: March 15,2011 
Last Revision Date: February 21, 2012 

To: WORKFORCE plus Operators Operating in Region 5 and Affiliated Partners 

From: Kimberly Moore, Chief Executive Officer 

Subject: Food Stamp Reimbursement 

Effective Date: Upon Issuance 

Expiration Date: Until Superseded or Rescinded 

PURPOSE: 
To provide guidance related to eligibility determination and the process for addressing Food 
Stamp Reimbursement requests (FSR). 

REFERENCES: 
7 CFR 237.7 (d) (3) (ii) 

BACKGROUND: 
The Department of Economic Opportunity (DEO) must provide payments to customers in the 
Food Stamp Employment and Training (FSET) program, including applicants and volunteers, 
for expenses that are reasonably necessary and directly related to participation in the program. 
DEO must inform each FSET customer that allowable expenses will be reimbursed by DEO 
upon presentation of appropriate documentation. They will reimburse the actual costs of 
transportation and other costs deemed necessaty and directly related to participation up to the 
maximum level of reimbursement. 

POUCY: 
FSET customers who are referred and participate in the program activities will be eligible to 
receive the FSR based on demonstrated need for the reimbursement up to the maximum 
allowed in Florida's FSET plan. 

EUGIBILITY: 
A food stamp reimbursement is a reimbursement of transportation costs to the eligible 
customer for activities completed during a given month. To be deemed eligible to receive 
reimbursements the following must be true: 

• Customer must be referred to participate in the FSET program 
• Customer must be actively engaged in the FSET program 
• Customer must have an open/assigned activity in the One Stop Service Tracking 

(OSST) system 
• Customer must have provided documentation of participation in the assigned activity 
• Customer must have provided documentation of expenses 

Programs funded through WORKFORCE plus are equal opportunity programs with auxiliary aids and services available upon request to individuals with 
disabilities. Persons using TTY /lTD equipment use Florida Relay Service 711 . 
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FST-DR-0021 
Food Stamp Reimbursement 

Effective Date: March 15, 20 11 
Last Revision Date: February 21, 2012 

Each month the Career Specialist must check the FLORIDA system to determine if the 
customer is still a recipient of food stamps prior to determining eligibility for an FSR. The 
following screens should be reviewed and kept in the hard copy file as verification. 

• IQEL- Individual Eligibility History 
• IQFS - Food Stamp Issuance History 
• AGPI - Wages and FSET Referral & Exemption 
• A W AA- Assistance Group Information 

*Note: The screens listed are the most common screens used for verification of benefits and 
program riferral. There are other FLORIDA screens U1at can serve as verification that the customer 
is riferred for participation and is also still receiving food stamp benefits. 

The customer will also be required to submit documentation of participation in an assigned 
activity. The form will need to include the weeks of participation, number of participation 
hours for each week, the assigned activity, location of activity, signature of the customer and 
site supervisor. Failure to have the documentation signed invalidates the hours of 
participation. In the case of self-employment, the customer's signature would serve as both the 
customer and employer. 

DOCUMENTATION OF EXPENSES: 
The customer is required to provide proof that there was a cost associated with participating in 
program activities. Examples of acceptable documentation are receipts for gas, receipt for the 
purchase of a bus pass, or a self attestation form (FSET-FR-0002). The supporting 
documentation will need to be placed in Section I of the customer's hard copy file based on the 
FSET Case File Maintenance Form (FSET-FR-0011). 

REIMBURSEMENT REOUESTS/CANCELLA TIONS: 
Requests for reimbursements are to be completed via OSST. During the online 
orientation/assessment, the reimbursement will be system generated depending if the 
customer states they traveled to complete orientation and spent funds in order to travel. Once 
the customers have been taken out of the automation phase (working with an assigned Career 
Specialist), they will need to provide the required documentation in order to be eligible for a 
reimbursement. Upon receipt of said documentation, the Career Specialist will be required to 
manually request a reimbursement via OSST. The Career Specialist will need to have specific 
information in order to request a reimbursement which will include: 

• Supporting documentation (receipt, self-attestation, etc.) 
• Customer's AGPI screen (case number, primary card holder short list number, county of 

service, FL unit, and sequence number) 
• Date the customer earned reimbursement (typically the date the customer submitted 

verification of participation) 
The Career Specialist will request reimbursements on the FSR Request Screen. If a 
reimbursement is requested and the Career Specialist later determines the customer has not 
earned the reimbursement, steps can be taken to cancel the reimbursement. Staff will have 6 
days after the request of the reimbursement to request a cancellation. After the 6 day window, 

Programs funded through WORKFORCE plus are equal opportunity programs with auxiliary aids and services available upon request to individuals with 
disabilities. Persons using 1TY /TID equipment use Florida Relay Service 711 . 
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FST-DR-0021 
Food Stamp Reimbursement 

Effective Date: March 15,2011 
Last Revision Date: February 21, 2012 

the FSR cannot be cancelled. To cancel a reimbursement, staff will need to do so via the FSR 
Request Screen. 

REIMBURSEMENT UMITATIONS: 
The amount of reimbursement has been determined by DEO based on the assigned activity. 
The activity and maximum amount for requests is listed below: 

• Orientation and/or assessment- $10 monthly 
• Education and Training - $20 monthly 
• ]ob Search- $20 monthly 
• Job Search Training - $20 monthly 
• WIA/T AA Engagement - $20 monthly 

o Customer can receive support service from both programs but the amount 
should be offset between the two programs 

• Example: The customer's maximum support service for WIA engagement 
is $60 monthly. If the customer chooses to receive reimbursements from 
both programs, then they would be eligible to receive support services 
from WIA in the amount of $40 and then receive $20 from the FSET 
program. 

• Employment- $20 monthly for the first 90 days of employment 

REIMBURSEMENT SPECIAL CIRCUMSTANCES 
In most instances, only one FSR can be requested within a month. If a customer completes 
orientation/assessment and another component is started in the same month with at least one 
hour recorded on the JPR screen, a second reimbursement can be processed not to exceed the 
maximum reimbursement amount ($20 per month). For example, a customer traveled to 
complete orientation/assessment and was provided a reimbursement for $10. In that same 
month, the customer participated in job search for 10 hours. Given the example, the customer 
would be eligible to receive an additional reimbursement in the amount of $10. The total 
reimbursement is $20 which does not exceed the maximum monthly FSR amount. This is the 
only circumstance where staff should request more than one reimbursement within a month. 

REFERENCE DOCUMENTS: 
FSET-FR-0002: FSET Self-Attestation Form 
FSET-FR-0011: FSET Case File Maintenance 

Programs funded through WORKFORCE plus are equal opportunity programs with auxiliary aids and services available upon request to individuals with 
disabilities. Persons using TTY /TID equipment use Florida Relay Service 711. 
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JOB PARTICIPATION RATE OPR) REQUIREMENTS PROCEDURE 
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1. PURPOSE 

FST-PR-0025 
JOB PARTICIPATION RATE OPR) REQUIREMENTS PROCEDURE 

5/7/2012 

This procedure outlines the requirements that Food Stamp Employment and Training (FSET) Career 
Specialists should follow when entering Job Participation Rates UPRs) in the One-Stop Service Tracking 
(OSST) system. 

2. GENERAL 

All participation hours, also referred to as JPRs, are required to be supported by documentation. Career 
Specialists are responsible for ensuring that supporting documentation is secured and retained in the 
volunteer's hard-copy case file for each hour of participation that is recorded on the JPR screen in OSST. 

3. PROCEDURES 

Volunteers engaged in the FSET program may participate in the following activities as outlined in FSET 
Processes and Procedures (FST -PR-00 19): 

• 505 -Job Search 

• 511 -Job Search Training 

• 518- Work Experience/519 - Self-Initiated Work Experience 

• 526 - Education 

• 527- Vocational Training 

• 528 - Engagement in WIA/T AA 

• Employment Retention Services 

3.1 Job Search (505) 

Volunteers' engagement in the Job Search activity may be documented via the Department of Economic 
Opportunity (DEO) Job Search Report form (hereinafter referred to as "job search form") generated through 
OSST and printouts from the Employ Florida Marketplace (EFM) system. The job search form is also available 
via the DEO website on the FSET Program Resources page. The EFM printouts may be individual referral 
forms or the customer's Activity History/Service Plan reflecting a summary of the customer's internal and 
external referrals. For the latter, the specific service codes and dates should be highlighted for ease of 
identification. Prior to entering JPRs in OSST, Career Specialists should ensure that: 

• Each entry on the job search form is completely filled out. It is critical that the date is listed on each 
entry. 

• Duplication does not exist between what is recorded on the job search form and EFM printouts 
retained in the customer's hard-copy case file. 

• If a job search form has dates for more than one month, the JPRs are accurately recorded for the 
month reflected for each job search entry. 

• One hour of credit is provided for each job search for Leon county volunteers and two hours of credit 
are provided for each job search for Gadsden and Wakulla county volunteers. 

3.2 Job Search Training (511) 

Volunteers' engagement in Job Search Training may be documented via the DEO Education and Training 
Timesheet and the volunteer's Activity History/Service Plan in EFM. If the volunteer is assigned to Forward 

Programs funded through WORKFORCE plus are equal opportunity programs with auxiliary aids and services available upon request to Individuals with disabilities. Persons using 
1TY /TID equipment use Florida Relay Service 711. 
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March, the Forward March Community Service Timesheet (FST -FR-0005) should be used. Documentation 
received must include the volunteer's name and the dates and hours of participation. Prior to enteringJPRs in 
OSST, Career Specialists should ensure that the timesheet is signed by the designated party. If the timesheet 
is not signed by the designated party or lacks a signature, the hours should not be entered in OSST. The 
documentation should be returned to the volunteer with instruction on signature requirements. 

3.3 Work Experience (518)/Self-Initiated Work Experience (519) 

Prior to assigning a volunteer to this activity, Career Specialists must ensure there is a valid DEO Work Site 
Agreement on file between WORKFORCE plus (WFP) and the not-for-profit employer. If the career Specialist 
is unsure, he/she should consult with the WT /FSET Program Manager or the Job Developer assigned to the 
FSET program. If the volunteer is interested in volunteering for a not-for-profit employer with whom WFP 
does not have a work site agreement on file, the Career Specialist must work with the assigned Job Developer 
to have the necessary agreement in place prior to the volunteer being assigned to Self-Initiated Work 
Experience (SIWE). 

Volunteers' engagement in WE/SIWE should be documented using the Community Service & Work 
Experience/Job Club Timesheet (FST-FR-0003). Prior to entering JPRs in OSST, career Specialists should 
ensure that: 

• The volunteer is not assigned to more hours than the benefit calculation allows. 

• The timesheet is signed by the designated party as identified on the Work Site Agreement. 

• A Work Site Agreement is on file for the not-for-profit employer. 

3.4 Education (526) and Vocational Training (527) 

Volunteers participating in these activities must document the time they spend in class. This may be 
documented using the DEO Education and Training timesheet generated from OSST or accessed from the 
DEO website. If a volunteer is attending class on the internet and the school/training provider records the 
amount of time spent in the internet-based classroom, the verification from the internet-based system can 
also be used. Prior to entering JPRs in OSST, Career Specialists should ensure that: 

• A class schedule or other document reflecting the volunteer's enrollment is retained in the volunteer's 
hard-copy case file. 

• The timesheet is signed by the instructor(s), Teacher's Assistant, lab instructor or assistance, clinical 
supervisor or other designated party. 

• Printouts from internet-based systems reflect the actual time and dates of the volunteer's 
participation. 

3.5 Engagement in WIA/T AA (528) 

FSET volunteers can be dual enrolled in the Workforce Investment Act (WIA) program and/or the Trade 
Adjustment Act (TAA) program. Information related to their participation must be retained in the volunteer's 
hard-copy case file. FSET Career Specialists should coordinate with WIA Career Specialists to obtain copies 
of the volunteer's timesheets, school verification forms and other documentation used to document the 
volunteer's participation in both programs. 

To ensure engagement is appropriately captured, FSET Career Specialists should ensure JPRs are entered in 
OSST for participation documentation received from WIA or T AA program staff. 

Programs funded through WORKFORCE plus are equal opportunity programs with auxiliary aids and services available upon request to individuals with disabilities. Persons using 
TIY /TID equipment use Florida Relay Service 711 . 

FST -PR-0025_May-07 -20 12 
P~o" ·' nr7 

Page 479 of 959 Posted at 9:00 p.m. on September 11, 2012



Attachment #1 
Page 447 of 493

WORKEORCE 
p1US 

3.6 Employment Retention Services 

FST -PR-0025 
JOB PARTICIPATION RATE OPR) REQUIREMENTS PROCEDURE 

5/7/2012 

When a volunteer informs a Career Specialist that he/she has obtained employment, it must be verified prior 
to the job tracking being entered in OSST. The Employment Verification Form (UNI-FR-0011) must be used to 
document the verification of employment. This form may be completed by the employer or the Career 
Specialist. If the volunteer has been placed against a job order in EFM, the staff person who entered the 
placement in EFM may also complete the verification form. If the volunteer submits supporting 
documentation in the form of a paystub, official timesheet, copy of check or money order or verification letter 
from the employer, the corresponding information should be transferred to the verification form. To confirm 
the volunteer's start date and/or to confirm the volunteer is still employed, the employer should be contacted 
by phone to verify the information that has been submitted. If the Career Specialist verifies employment 
using the Work Number, the corresponding information should be transferred to the verification form. If the 
documentation received from the Work Number indicates the volunteer is still employed, it is not necessary 
to contact the employer by phone. Any supporting documentation received from the volunteer, including 
verification received from the Work Number, should be attached to the employment verification form. 

1ERs 
Acceptable documentation to verify hours of employment are as follows: 

• Pay stubs 

• Copy of a check or money order 

• Official timesheet 

• Official document/letter from the employer 

• Work Number printout 

Documentation received must contain the pay rate, employer's name, hours worked and the pay period. 
When entering JPRs from the pay stub, it is important that the Career Specialist pays close attention the pay 
period rather than the pay date. The JPRs should be entered for the appropriate month based upon the time 
period the volunteer was paid for. Note: If the pay period covers more than one month, the total number of 
hours worked in the pay period should be divided by the number of days in the pay period. The JPRs should 
be entered in the appropriate month based upon the calculated number of hours worked per day and the 
number of days that fell within each month. For example: 

The volunteer's pay period ran from 4/22/12 to 5/5/12 which equals 14 days. Nine of these days fell in April 
and five of these days fell in May. The volunteer worked 56 hours in this two-week window. Divide 56 by 14 
which equals 4 hours per day. Then multiply 4 by 9 and then multiply 4 by 5. Based upon these calculations, 
36 hours of JPRs should be entered for April and 20 hours should be entered for May. 

3.7 JPR Entries 

Career Specialists entering JPRs based upon documentation received from the volunteer should adhere to the 
following requirements: 

• JPRs should be entered only in the weekly or monthly fields on the JPR screen in OSST. The only 
exception is daily entries for holiday time or documented excused time. 

• Hours of participation containing decimals greater than 0 should be rounded up or down to the 
nearest whole number. Decimals 5 or more should be rounded up and decimals 4 or less should be 
rounded down. For example, 7.4 should be entered as 7 and 7.6 should be entered as 8. 

Programs funded through WORKFORCE plus are equal opportunity programs with auxiliary aids and services available upon request to Individuals with disabilities. Persons using 
TIY /lTD equipment use Florida Relay Service 711. 
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• Corrections on timesheets should be documented by striking through the error and initialing the 
correction. White-out should not be used on documentation being used to verify participation. 

In the event the volunteer indicates participation but is unable to obtain the recommended documentation for 
their assigned activity, the Career Specialist may verify participation by phone with the designated party. The 
information verified by phone should be documented on the Telephone Verification form (UNI-FR-0076). 
Note: It is the volunteer's responsibility to obtain the required documentation demonstrating participation; 
however, the career Specialist may use this method as a last resort. 

3.8 Comments and case Notes 

The JPR screen in OSST requires a comment when entering, updating and/or changing JPR entries. The 
comment must state the type of documentation received when entering or updating JPRs. For example: 

"Customer submitted the Education and Training timesheet with 10 hours weekly for the weeks of 4/9/12 
and 4/16/12." 

Additionally, Career Specialists must enter case notes in OSST for all participation documentation received in 
accordance with the FSET case Note Procedure (FST -PR-0022). 

4. RELATED DOCUMENTS 

SNAP Employment and Training State Plan 

FST-FR-0003, Community Service & Work Experience/Job Club Timesheet 

FST-FR-0005, Forward March Community Service Timesheet 

FST-PR-0019, FSET Processes and Procedures 

UNI-FR-00 11, Employment Verification Form 

DEO Job Search Report form 

DEO Education and Training Timesheet 

DEO Work Site Agreement 

5. QUALITY RECORDS 

JPRs and case notes entered in OSST 

Above-referenced related documents retained in volunteer's hard-copy case file 

Programs funded through WORKFORCE plus are equal opportunity programs with auxiliary aids and services available upon request to individuals with disabilities. Persons using 
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COMPETENCY TEST/EXERCISE 

Employee Name: ----------------- Date of Completion: _____ _ 

Instructions: This competency test is designed to test your basic skills and program knowledge in the FSET 
Program. Please print out this page for your records and write all your answers on the sheet. The Program 
Manager or Training & Development Specialist will be checking your answers once you have completed each 
test. Note: To answer some questions, you may need to refer to the related documents referenced in this 
procedure. 

I. (Multiple Choice/Circle One) Volunteers' job search activities may be documented in the volunteer's 
hard-copy case file by which of the following means: 

a. Job Search Report form 

b. EFM Referrals 

c. Activity History /Service Plan from EFM 

d. All of the above 

2. (Multiple Choice/Circle One) Prior to the volunteer engaging with the FSET program, he/she indicates 
he/she currently volunteers for a not-for-profit employer. You should immediately: 

a. Offer the volunteer a Community Service & Work Experience/Job Club timesheet so that you 
have documentation to support the volunteer's participation hours 

b. Determine if there is a Work Site Agreement on file between WFP and the not-for-profit 
employer 

c. Contact the not-for-profit employer to determine if they are hiring 

d. None of the above 

· 3. (True or False/Circle One) A class schedule or other document reflecting the volunteer's enrollment 
in classes or vocational training must be received and retained in the volunteer's hard-copy case file 
prior to JPRs for this activity being entered in OSST. T or F 

4. (True or False/Circle One) Career Specialists are not required to enter JPRs for volunteers who are 
dual enrolled in WIA or T AA. T or F 

5. (True or False/Circle One) Career Specialists are not required to verify employment if the volunteer 
has submitted a paystub as proof of employment. T or F 

6. (True or False/Circle One) When entering JPRs for employment, the JPRs are entered for the month in 
which the customer was paid. T or F 

7. (Fill-in the blank) Career Specialists should not be enter JPRs in the fields except for 
holidays or documented excused time. 

8. (Multiple Choice/Circle One) This should be done in the event the volunteer indicates participation but 
is unable to obtain the recommended documentation for his/her assigned activity: 

a. Self-Attestation form 

b. Telephone Verification 

c. Nothing can be done as the recommended documentation is required 

d. None of the above. 

9. (Fill-in the blank) The JPR screen in OSST requires a when entering, updating and/or 
changing JPR entries. 
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The purpose of this document is to provide instructions for operating the Work Experience (WE) Program for 
Welfare Transition (WT) and Food Stamp Employment and Training (FSET) customers. 

2. GENERAL 
Work Experience is one of the countable activities for the WT and FSET Programs. The activity is designed to 
provide WT /FSET customers an opportunity to gain the work skills necessary to obtain employment by 
placing them with local employers to learn work skills in a structured and supervised work environment. 
Established by a signed agreement with an employer, the work experience activity facilitates the customer's 
acquisition and development of the work skills necessary to transition into employment. With that state, this 
document outlines the structure of WORKFORCE plus' WE program and how it will be implemented. 

The WT /FSET Program Manager in conjunction with the Job Developer and Career Specialists administer the 
WE program. Their roles are as follows: 

I. Program Manager--The Program Manager will provide oversight and managerial support for the WE 
program and ensure programmatic compliance relative to the activity. 

2. Job Developer--The Job Developer will recruit employers to participate in the program and manage the 
relationships with the employers. The Job Developer also monitors the performance of the program 
and is responsible for collecting the Evaluation Forms from the worksite supervisors. 

3. WT /FSET Career Specialists--The Career Specialists will engage program customers utilizing this 
procedure to ensure customers have a meaningful experience that leads to the attainment of 
employability skills and employment opportunities. They are also responsible for updating the One 
Stop Service Tracking (OSST) system and hard copy case file per established WORKFORCE plus 
procedures. 

3. PROCEDURES 

3.1 career Specialist Processes 

3. I. I Initial Intake and Assessment 
Assigning customers to the WE Program begins with the Initial Intake and Assessment conducted by the 
Career Specialist. The Initial Assessment uses formal and informal evaluation methods to extract information 
pertaining to a customer's background in relation to their employment history. The information from this 
assessment is used to create the Individual Responsibility Plan (IRP), which outlines the customer's career 
goals, and documents the customer's educational background and work history. The details of the IRP are 
used to objectively quantify the customer's level of work readiness by using the Work Readiness Calculation 
Model. 

3. I .2 Work Readiness Calculation 
The Work Readiness Calculation is a calculation that determines the work readiness of a customer by 
translating the information obtained in the Initial Assessment, specifically the customer's educational 
background and work history, into a percentage score. In turn, these percentage scores are then added 
together to categorize the customer into one of three levels of work readiness: Work Ready; Intermediately 
Work Ready; Not Work Ready. 

Programs funded through WORKFORCE plus are equal opportunity programs With auxiliary aids and services available upon request to individuals With disabilities. Persons using 
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Work History--To receive the maximum score of 65%, the customer must have held full-time employment 
with the same employer for at least three years; or at least four years of aggregate employment in similar line 
of work. To receive a 50% score, a customer must have held full-time employment with the same employer 
for at least two years; or at least three years of aggregate employment in similar line of work. To receive a 
40% score, a customer must have held full-time employment with the same employer for at least one year; or 
at least two years of aggregate employment in similar line of work. To receive a 30% score, a customer must 
have held at least one year of aggregate employment in similar line of work. Less than one year of work 
experience equals 0%. 

Education--To receive the maximum score of 35% for Education, the customer must possess a Bachelor of 
Arts (BA) or Bachelor of Science (BS) degree. To receive a 20% score, the customer must possess a 
technical/vocational certification with any applicable licensures or an Associate in Science (AS) degree. To 
receive a 10% score, the customer must possess an Associate in Arts (AA) degree. To receive a 5% score, the 
customer must possess a high school diploma or General Education Diploma (GED). If the customer lacks a 
high school diploma or GED, they receive a 0% score. The following table explains the criteria used to 
determine the percentage scores: 

The following are definitions of each Track. 

a. Internship Track (Completely Work Ready) -The customer has a score of at least 85% and has 
the skills, education and experience necessary to transition immediately into an unsubsidized 
position. These customers will be placed with an employer that has high requirements and 
expectations for the position. 
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b. Employability Track (Intermediately Work Ready) - The customer scores between 25%-85%. 
This track is designed to provide additional work experience, new skills, networking and the 
structure required to transition into fuii-time, unsubsidized employment. 

c. Apprentice Track (Not Work Ready) -Scoring below 25%, the customer wiii be placed at a work 
site with basic skills assigned. This track is for customers with few skills and little employment 
experience. Further, this track is designed for customers who need to increase their 
interpersonal and job retention skills; such as punctuality and stress management. 

Accordingly, the ]ob Developer categorizes worksites into the same Tracks as the customers so that the 

placement is appropriate for both the customer and worksite. 

3.2 Job Developer Processes 

3.2.1 Worksite Recruitment 
The Job Developer shall recruit worksites based upon two broad criteria: I) The needs of WT /FSET customers 
as intimated by the Career Specialists; 2) Labor Market Information that describes which occupations are In

Demand. The ]ob Developer wiii recruit worksites, execute the contracts and enter the required data in the 
WE Worksite Spreadsheet. Subsequently, the Job Developer will categorize the worksites into work readiness 
Tracks so that the Career Specialists can easily assign their customers to a worksite. 

3.2.2 Worksite Determination Calculation 
In order to place the customer with an employer that has work opportunities that match the customer's level 
of work readiness, worksites wiii be categorized based upon the level of education and skiii-level required to 
perform the duties identified by employers. 

The Worksite Determination Calculation determines which Track an employer will be assigned: 

For example, if a position offered by a worksite has five Employability Skills that can be assigned, the three 

highest scoring will be added together to determine if the position is for customers that are Work Ready 
(Intern Track), Intermediately Work Ready (Employability Track) or Not Work Ready (Apprentice Track). The 
foilowing table illustrates the scoring method: 
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Combined, the Work Readiness Calculation Models provide an objective process to determine the level of 
work readiness of customers and the level of work readiness needed by employers to provide an appropriate 
match. This entire process is captured in the Work Experience Maturity Model. 

3.3 Work Experience Maturity Model CWEMMl 
The combined efforts of the Career Specialists and the Job Developer are captured in the Work Experience 
Maturity Model. The WEMM provides a profile for both the customer and employer, what is expected of each 
customer, as well as the customer's expected outcomes. 

3.4 Administrative & Implementation Processes 

3.4.1 Customer Placement and the WE Worksite Spreadsheet 

• Job Pevelopment 

• Job Placement 

• Mastery skill-level 
achieved. 

• Intermediate skill
level achieved 

• Graduation into 
INTERNSHIP Track 
Job 

• Placement 

• Increased work 
readiness 

• Increased work habi~ 
skills 

• Graduation into 
EMPLOYABIU1Y 
Track. 

With the work readiness of the customer, and the work readiness needs of the worksite established, the 
customer can be placed at a worksite to gain the work experience and Employability Skills necessary to 
transition into employment. With that stated, the customer will be given three to five Employability Skills to 
learn at their assigned worksite. Simple enough, the Career Specialist shall locate, using the WE Worksite 
Spreadsheet, occupations that match the career goals of the customer as documented in their IRP. A worksite 
shall be chosen based primarily upon the customer's Track and the requirements of the particular 
position/worksite. These requirements can be background checks, fingerprinting, etc. Other considerations 
can include open availability, proximity to the customer's area of residence and other practical reasons that 
can facilitate the customer's assignment. 
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Customers that fall within the Apprentice Track will be placed at a worksite for an assignment not to exceed 
three months. The employability skills assigned to these customers are foundational skills that are necessary 
for success in the work place. Examples include attendance, punctuality, work ethic, etc. 

Customers that fall within the Employability and Internship Tracks will be placed at a worksite for an 
assignment not to exceed six months. These customers will be assigned employability skills that are 
necessary skills an employee would need to be successful for that particular position. An example would be 
to learn a particular software program for an administrative/professional position. 

For customers who have less than three months of remaining eligibility for Temporary Cash Assistance (TCA), 
their required hours of participation at a worksite may be divided between Work Experience and the job 
Search/Job Readiness activity. This is to facilitate a rapid transition into employment. 

After a worksite has been chosen and the Employability Skills that the customer is expected to learn are 
documented, the Career Specialist will provide the customer with the instructions regarding their placement 
at a worksite. Verbal instructions along with the required forms will be provided. 

The required forms are: 
• WE Roles & Responsibilities - The WE Roles & Responsibilities is a document mandated by the State 

as a component of a work experience activity. It is to be signed by the Career Specialist, the customer 
and the worksite supervisor. It states the responsibilities of both parties, including the requirements 
for supervision and verification and the expected outcome. Most importantly, it contains the 
Employability Skills that the customer is expected to acquire while on assignment at the worksite. 

• WE Timesheet- The WE timesheet is used to document the participation hours of the customer and is 
completed and signed by the customer and worksite supervisor. It must be submitted to the Career 
Specialist weekly. Upon receipt, Career Specialists manually enter hours into OSST based on the 
actual hours completed. Further, a hard copy of the WE Timesheet must be maintained in the 
customer's case file to support participation data. Hours completed should also be entered in the case 
notes screen in OSST. 

• Evaluation Form - The Evaluation Form monitors the performance and progression of the customer. 
The Job Developer will obtain the Evaluation Forms on a monthly basis. The Job Developer will 
forward the results to the respective Career Specialists. The Evaluation Form is used to determine if 
the customer is performing satisfactorily and is making progress towards mastering the Employability 
Skills they have been assigned. 

• FSET Job Description Form - The FSET program has a Job Description Form that is specific to their 
program. This form outlines the demographic data of the employer, including their address and 
directions to worksite. It also contains a section to list the job duties (i.e. Employability Skills). 

• FSET Work Experience Training Timesheet -The FSET Work Experience Training Timesheet is used to 
document the participation hours of FSET customers and is completed and signed by the customer 
and worksite supervisor. It must be submitted to the Career Specialist weekly. Upon receipt, Career 
Specialists manually enter hours into the OSST system based on the actual hours completed. Further, 
a hard copy of the Timesheet must be maintained in the customer's case file to support participation 
data. Hours completed should also be entered in the case notes screen in OSST. 

These forms are required to document all activities pursuant to governmental regulations. Also mandated by 
law are the required hours of participation that a customer must meet. 
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For Welfare Transition Program customers, Work Experience is a Core activity. Their work experience may be 
at a for-profit, not-for-profit or public organization. The maximum number of hours per month a WT 
customer can participate is the sum of their Temporary cash Assistance (TCA) and their food stamp allotment 
divided by the Florida minimum wage. Moreover, their hours can be used with flexibility during each week of 
the month so long as they do not exceed the monthly maximum. The chart below illustrates: 

For FSET Program customers, Work Experience is one of several employability-enhancing activities that can 
be assigned to FSET customers. Unlike the WT Program, these customers can only participate in Work 
Experience at non-profit organizations. An FSET customer cannot be mandated to do more hours at a 
worksite during the month than their food stamp benefits for the month of participation divided by the higher 
of the Federal/State minimum wage divided by the number of household participants (as indicated in OSST 
and/or the Department of Children and Families (DCF) FLORIDA system). The chart below illustrates: 

Throughout the entire WE process, the Career Specialist will follow established documentation and 
programmatic procedures as required by state and federal law. Further, the Career Specialist will maintain the 
timesheets and document the customer's participation hours and details of their activity and interactions 
accordingly. 

3.5 Evaluation Processes 

3.5.1 Customer Evaluation 
The Job Developer will ensure the timely receipt of the Evaluation Forms from the worksite supervisors. 
These forms should be completed on a monthly basis by the worksite supervisor. The Job Developer will 
forward the Evaluation Forms to the customer's respective case manager. The Career Specialist and Job 
Developer will use the evaluations to examine the customer's progress. It is expected that after the 
customer's initial evaluation scores are received, they progress one full numeric score on the Evaluation 
Form for each subsequent month on assignment. This way, if they are assigned to a three month assignment, 
they will have gained, at a minimum, intermediate skill-level in each of the Employability Skills assigned. If 
they are assigned a six month assignment, theoretically, due to the structure of the WE Program, they will 
have gained mastery of the employability skills assigned. 

If the customer's evaluation does not show progression, the Career Specialist and/or the ]ob Developer will 
determine, through both formal and informal means, the cause of the customer's lack of progression. This 
may include contacting the worksite supervisor directly and/or re-assessing the customer to determine if 
there are barriers or other issues that need to be resolved. If, at the end of the WE placement, the customer is 
not hired at their assigned worksite, the Career Specialist will follow up with the customer to determine 
services that are conducive to assisting the customer's achievement of their career goals. This may include 
assignment at a new worksite with additional Employability Skills assigned to augment their work skill-set 
even further. 
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3.5.2 Programmatic Evaluation, Monitoring and Performance Benchmarks 

The following performance benchmarks have been instituted to measure and monitor the performance of the 
Work Experience (CWEP) program and to ensure the program is equipping the customers with work skills. 

Are customers gaining 
W0rR-related skills? -

Are top-tiered austorners 
gaining.work-related 

skills? 

Are crustomers obtaining 
etnp}oyment? 

Are eustomers atisfied 
with CWEP pr;ogram? 

Are employers·satisfied 
with cwEP program? 

At least_p~ of tfie customers gain 
Intermediate skill~le'vel in at least three 
Employability Skills assigned after three 

months ofp!irticipatlng•in WE 

At least 509§ of the Work Ready/Intem 
Track austoJ;ners gain Mastery slQIJ..,Jevel in 
at least three Em:Rloyability Skills assigned 
after three months of participating in WE 

A'Ueast a 4 mean on a customeJ 
satisfaction questionnaire survey after 

three months oJ participating in WE 

At least a 4 mean on an employer 
satisfact1on questionnaire survey_after the 

completi9n of an assignment 

This data shall be compiled and analyzed by the Job Developer and a report shall be submitted to the Program 
Manager for appropriate utilization. 

4. RELATED DOCUMENTS 
Employment and Training Program Job Description Form 
State WT Work Verification Plan 
SNAP State Plan 
Work Experience Contract 
Work Experience Timesheet 
Work Experience Evaluation Form 
Work Experience Training Time Sheet 

5. QUALITY RECORDS 
OSST Case Notes and Skill Development Screen 
Customer's Hard Copy Case Files 

Programs funded through WORKFORCE plus are equal opportunity programs wllh auxlliary aids and services available upon request to individuals with disabilities. Persons using 
TTY /TID equipment use Florida Relay Service 711 . 

Page 491 of 959 Posted at 9:00 p.m. on September 11, 2012



Attachment #1 
Page 459 of 493

WORKI;ORCE 
PIUS 

UNI-DR-0 140 
Internal Monitoring Procedures (Board and Service Provider) 

Effective Date: 12/12/2006 
Revision Date: 4/6/2012 

TO: 

FROM: 

WORKFORCE plus Operators Operating in Region 5 and Affiliated Partners 

Kimberly A. Moore, Chief Executive Officer 

SUBJECT: Monitoring Procedures, Board and Service Provider (Internal) 

EFFECTIVE DATE: December 12, 2006 

EXPIRATION DATE: Until Superseded or Rescinded 

PURPOSE 
To describe the internal monitoring procedures to the WORKFORCE plus operators and affiliated partners. 

REFERENCES 
20 CFR 661.305, WIA Federal Rules and Regulations 
F.S. 445.010,445.011,445.033, 445.035 & 445.045, Welfare Transition 
20 CFR 651.10 Wagner-Peyser Fed Regulations 

BACKGROUND 
The purpose of the Workforce Investment Act (WIA), Welfare Transition Program, and Wagner-Peyser Act 
oversight and monitoring is to ensure the integrity of the workforce system and workforce funds, to review 
performance, assess compliance with applicable laws and regulations and identify successful methods and 
practices that serve to enhance the system as a whole through continuous improvement. 

The monitoring process should be accomplished through on-site reviews. The Monitor should gather 
available, up-to-date, written policy, procedures, or other guidance governing the systems, programs and 
contracts under review. The Monitor should be prepared to provide on-site technical assistance as a result 
of issues disclosed during the review process. The on-site reviews will be conducted per a monitoring 
schedule. The on-site review allows for the verification of items contained in the contract or grant 
agreement. Additional on-site reviews may also be conducted on an as needed basis, should issues arise that 
require immediate attention. 

PROGRAMS AND FREQUENCY OF REVIEWS 
The scope and the frequency of the required oversight and comprehensive monitoring will include the 
following reviews: 

Prol'rams to be reviewed: 
WIA Adult - Semi-Annual 
WIA Dislocated Worker - Semi-Annual 
WIA Youth - Semi-Annual 
Welfare Transition - Semi-Annual 
Wagner-Peyser- Semi-Annual 
Veterans -Semi-Annual 
Migrant Season Farm worker Program - Semi-Annual 
Job Corps- Semi-Annual 
Food Stamp Employment & Training (FSET) - Semi-Annual 
Special Grants - Semi-Annual 
Data Validation (for applicable programs and Special Grants) - Annual 

Programs funded through WORKFORCE plus are equal opportunity programs with auxiliary aids and seiVices available upon request to Individuals with disabilities. Persons using 
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Each program will be monitored using the State Board approved monitoring tool. All findings are 
accompanied by an explanatory comment on the monitoring report and on the case-by-case observation 
document. Systemic issues are identified with a 20% or greater ranking and will be accompanied by an 
explanatory comment on the monitoring report and on the case-by-case observation document. The purpose 
of the identification of systemic issues is that if left uncorrected, they may lead to findings in the future. 
Observations deemed appropriate by the Monitor may also be included in the report. When reviewing special 
grants the monitor will review elements of the grant Statement of Work (SOW) against performance 
objectives and compliance to ensure the standards are being met. 

The service provider will be provided a list of customers to be reviewed at least 5 days prior to the scheduled 
review. The service provider must supply all requested files and supplemental documents by the appointed 
deadline. 

Note: Should issues arise that require immediate attention, an impromptu on-site review may be conducted. 
In the instance where an impromptu visit is warranted, no advance notification will be provided to the 
service provider. 

BOARDSAN.WUNGPROCEDURES 
The sample for each program will be selected using a statistical/non-judgmental sampling process and will 
include numbers of cases from each career specialist's caseload. The review team will determine the total 
cases available for review and then determine whether or not to select I of every 5, I 0, I 5, 20, etc. cases. 
Once the sample is pulled, then the review team will determine if there is an equal distribution of cases per 
career specialist. If not, the next case on the list after the one selected previously will be reviewed to 
determine who the career specialist is. This process will continue until an equal balance is reached . 

WIA - A sample of twenty percent, not to exceed thirty cases, will be selected to include adult/dislocated 
worker and a twenty percent, not to exceed thirty cases, sample will be selected for youth. If the region is in 
receipt of WIA special project dollars, a twenty percent sample, not to exceed thirty cases, will also be 
reviewed . This sampling may include active and closed cases. 

WTP - A sample of twenty percent, not to exceed thirty cases, will be selected to include both active and 
transitional cases. The sample will be selected using a statistical/non-judgmental sampling process and will 
include numbers of cases from each career specialist's caseload . 

WP- A sample of twenty percent, not to exceed thirty cases will be selected for a desk review process since 
there is no actual case record . This sample will include employers, job seekers, and those job seekers who 
are veterans. The sample will be selected using a statistical/non-judgmental sampling process and will 
include numbers of cases from each employee serving job seekers and employers during the review period. 

MSFW - A sample of twenty percent, not to exceed thirty cases, will be selected for review using a 
statistical/non-judgmental sampling process. 

FSET - A sample of twenty percent, not to exceed thirty cases, will be selected for review using a 
statistical/non-judgmental sampling process. This sample may include multiple NEG's. 

Programs funded through WORKFORCE plus are equal opportunity programs with auxiliary aids and services available upon request to individuals wilh disabilities Persons using 
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Special Projects- A sample of twenty percent, not to exceed thirty cases, will be selected for review using a 
statistical/non-judgmental sampling process. This sampling may include active and closed cases as well as 
WTP /WIA funding streams. 

Note: Monitoring tools wm be kept electronicai!JI. They can accessed ji-om the Administrative Office Common drive 
in a folder marked Monitoring Reviews for the specific program year ( example "Monitoring Reviews 2010 - 201 1) 
which is then broken down to the entiOJ pe1jonning the review, the month/year of the review and jinai!JI by the 
program that was reviewed. A copy of the monitoring summaries will be maintained in a binder and stored in the 
conference room for external monitors. If a monitor needs to review the actual monitoring tool it may be recalled 
at any timeji-om the monitoringfo/der located on the common d1ive. 

INTERNAL SERVICE PROVIDER MONITORING 
The contracted service provider operating in WORKFORCE plus Region 5 is required to conduct ongoing 
program reviews/monitoring to ensure compliance. By the I 01h of each month, service providers must 
submit a monitoring sample of three (3) to five (5) cases for each program (WT, WIA, FSET, and WP). The 
monitoring reviews should include a copy of the completed monitoring tool and corresponding response of 
the quality assurance staff. In specific, the monitoring response should address the following: findings, 
systemic issues and observations noted in the monitoring review. Further, the response should state the 
process by which the issues cited are being tracked to ensure that there is no reoccurrence. These samples 
will be maintained as documentation of internal service provider monitoring for local/state/federal reviews. 

For example, if a case was cited for failure to include a signed complaint & grievance form. Along with the 
monitoring tool and summary, the service provider should include a copy of a signed complaint & grievance 
form to validate that the finding was resolved. Furthermore, the service provider will need to establish a 
process to track all issues cited through resolution. To provide further illustration, a WIA Career Specialist 
stated a birth certificate was used to verify US citizenship but upon review of the file, no documentation was 
found. The quality assurance staff would address this finding in the monitoring review, provide the tracking 
process to address the specific issue and detail the steps taken to ensure that eligibility documentation is 
properly retained in all WIA files. 

CALCULATING THE ERROR RATES 
The error rate will be calculated using the number of actual findings divided by the number of possible 
findings and then multiply by I 00. 

TECHNICAL ASSISTANCE 
If there is a need, technical assistance can be provided by the Board or requested from the Agency for 
Workforce Innovation. The Monitor must determine what is appropriate in the given circumstances. All 
technical assistance given will be documented and kept on file. 

ENTRANCE AND EXIT CONFERENCES: 
An entrance and exit conference will be held at the beginning and end of the board's review. Subjects 
discussed at the entrance conference may include, but are not limited to: Purpose of review; discussion of 
what constitutes a finding, a systemic issue or observations; explanation of technical assistance, and 
questions/comments. The subjects discussed at the exit conference may include, but are not limited to: 
Findings, systemic issues, and observations during the review; action taken to resolve prior findings; required 
corrective action and timefl·ames; technical assistance to be provided by the Monitor; and timeframes for 
issuance of the written report. Additionally, a conference will be scheduled with the service provider to 
debrief on findings at the completion of each program area. The service provider will be allowed to make 
corrections to avoid having these issues cited as a finding in the final report. 

Programs funded through WORKFORCE plus are equal opportunity programs with auxiliary aids and services available upon request to individuals with disabilities. Persons using 
TTY /TID equipment use Flotida Relay Service 71 I 
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MONITORING REPORT 

UNI-DR-0 140 
Internal Monitoring Procedures (Board and Service Provider) 

Effective Date: 12/12/2006 
Revision Date: 4/6/2012 

When the on-site monitoring review has been completed, a review will be written reflecting the purpose and 
scope of the review. The report will identify all findings, systemic issues, and observations, and required 
corrective actions to be submitted to the board staff. Written monitoring reports will be structured to assist 
the service provider by providing feedback regarding program, compliance, and performance issues. 

The findings that are identified in the written monitoring report will reflect a concise statement of fact and 
include the following information: 

• Program reviewed 
• Customer's name/program 
• Dates of the review 
• Monitoring Tool used for the review 
• Size of the sample taken 
• Conclusions reached 
• Recommendations for corrective action including timeframes 

An electronic version of the monitoring tools and preliminary report will be provided to the service provider 
at the conclusion of the exit conference. The service provider will be given 10 business days to correct as 
many issues as possible and provide verification of such. Issues corrected within this time period will be 
noted on the final report, but listed as corrected while reviewers were onsite. An official monitoring report 
will be published within 5 business days after the corrective review period (10 business days) has ended. A 
final summary will also be provided detailing any findings and/or observations that were discovered during 
the review. The service provider will be required to provide documentation to verify the correction of any 
issues noted in the monitoring review. Based on the types of issues noted during the review, certain actions 
will be taken by the Board staff: 

• Staff will be provided training or additional technical assistance for individual or programmatic 
systemic issues. Additionally, the service provider will be required to address any observations 
identified by way of technical or other assistance to staff. 

• Board staff will request training from A WI annually on the approved monitoring tools. If AWl is not 
able to provide this training, Board staff will do so in their place. 

Programs runded through WORKFORCE plus are equal opportunity programs with auxiliary aids and services available upon request to individuals with disabilities Persons using 
TTY /TID equipment use Florida Relay Service 711 . 
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Gadsden: (850) 875-4040 
Leon: (850) 922-0023 

Wakulla: (850) 926-0980 
Executive Center: (850) 414-6085 

Toll Free: (866) 937-5621 

APPROVED TRAINING PROVIDER UST /PROGRAMS 
2012/2013 

Barry University • Electrical 
• Information Systems Administration • Electrocardiograph Technology 

Florida A & M University 
• Computer Info Systems (HSHW) 
• Graphic Design (HSHW) 
• Health Care Management 
• Health Informatics and Information 

Management 
• Nursing (HSHW) 
• Office Administration (HSHW) 

Florida School of Traditional Midwifery 

• Midwifery Program 

Florida State University 
• Accounting 
• Computer Science (HSHW) 
• Microsoft Certified System 

Administrator (HSHW) 
• Nursing (HSHW) 
• Oracle (Network Admin) (HSHW) 
• Webmaster 

Gadsden Technical Institute 
• Administrative Assistant 
• Applied Welding Technology 
• Automotive Technology 
• Licensed Practical Nursing 
• Medical Secretary 

Lively Technical Center 
• Accounting Operations 
• Administrative Assistant 
• Air Conditioning, Refrigeration & 

Heating Technology 
• Automotive Service Technology 
• Computer Electronics Tech. 
• Culinary Operations 
• Digital Design 

• Legal Admin. Specialist 

• Medical Admin. Specialist 

• Medical Assisting 

• Network Support Services 

• PC Support Services 

• Practical Nursing 

• Structural Drafting 

• Teacher Assisting/Substitute Teacher 
(Supplemental List) 

• Web Design Services 

• Web Programming Services 

Keiser University 
• A+ Certification (Computer Tech) 
• Certified Accounting 
• Certified Computer Graphic Design 

(HSHW) 
• Certified Computer Network Admin 

(HSHW) 
• Certified Computer Programming 
• Certified Health Services Admin 
• Certified Medical Assisting 
• Welding 

Manpower 
• Medical Terminology 
• Office Assistant Training Program 

National Training, Inc. 
• Truck Driving 

Roadmaster Driver's School 
• Commercial Truck Driving 
• Commercial Truck Driving (Distance 

Learning) 
• Diesel Service Technician (Orlando 

Campus Only) 

Programs funded through WORKFORCE plus are equal opportunity programs wilh auxiliary aids and services available upon request to individuals with 
disabilities. Persons using T1Y /TID equipment use Florida Relay Service 711. 
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Gadsden: (850) 875-4040 
Leon: (850) 922-0023 

Wakulla: (850) 926-0980 
Executive Center: (850) 414-6085 

Toll Free: (866) 937-5621 

APPROVED TRAINING PROVIDER UST /PROGRAMS 
2012/2013 

Southeastern School of Health Sciences Truck Driver Institute 
• Billing & Coding 
• Electrocardiography 
• IV Therapy 

Tallahassee Community College 
• A+ Certification (Computer Tech) 
• Building Construction Tech 
• Carpentry 
• Correctional Probation Officer 
• Correctional Officer 
• Criminal Justice Tech 
• Dental Assisting 
• Dental Hygiene (HSHW) 
• Firefighter (HSHW) 
• Graphic Design Tech (HSHW) 
• Home Health Aide 

(WIA Youth/WT Only) 
• Law Enforcement (HSHW) 
• Legal Assisting 
• LPN-IV Therapy 
• Masonry- Level I 
• Medical Transcription 
• Microsoft Certified System Adm. 

(HSHW) 

• Monitoring Tech 

• Networking+ 

• Office Systems Track 1 & 2 

• Office system Special 

• Office System Tech 

• Plumbing- Level I 

• Radiographic Program (HSHW) 

• Registered Nursing (HSHW) 

• Respiratory Care (HSHW) 

• Tmck Driver, Heavy 

Wakulla Adult & Community Education 
Program 

• GED Program 
• Nursing Assistant 

Washington Holmes Technical Center 
• Truck Driving 

Supplemental Training Areas for Medical 
Field: 

• Nursing Assistant 

Supplemental Training Areas for Pre-K 
Occupations 

• Education Administrators, Preschool 
& Child Care 

• Teacher Assistants 
• Child Care Workers (for Pre-K 

facilities only) 
• Preschool Teachers- Special Ed 

HSHW denotes High Skill High Wage 

• Web Design & Development Track 

• Welding- Level I 

Programs funded through WORI<FORCE plus are equal opportunity programs with auxiliary aids and seiVices available upon request to individuals with 
disabilities. Persons using TTY /TID equipment use Florida Relay SeiVice 71 1. 
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Gadsden: (850) 875-4040 
Leon: (850) 922-0023 

Wakulla: (850) 926-0980 
Executive Center: (850) 414-6085 

Toll Free: (866) 93 7-5621 

APPROVED TRAINING PROVIDER UST/PROGRAMS 
2012/2013 

INTENSIVE SERVICE PROVIDERS 
FOR WORKSHOPS AND SHORT -TERM CLASSES 

SERVICE PROVIDER 
• North Florida Safety Council 

• Tallahassee Community College 

• Focus Computer 

• Capital Regional Medical Center 

NOTE: 

TRAINING PROGRAM 
First Aid 
CPR 
Safety 

OSHA Certification 

Microsoft Word programs 

Continuing Education Credits 

• The targeted population to be served with formula training dollars from WORKFORCE 
plus are customers who are enrolled in a training program and are seeking assistance 
for their final year of training or those who are enrolled in training programs 12-months 
or less. 

• For purposes of cost efficiency, programs and training providers may also be used by 
the Region if the selected program/provider is listed on the State of Florida Eligible 
Training Provider List. 

Programs funded through WORKFORCE plus are equal opportunity programs with auxiliary aids and services available upon request to individuals with 
disabilities. Persons using nY /TTD equipment use Florida Relay Service 71 I 
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Directive# 1129-2007 ATPr 

OPERATING PROCEDURES 

To: WORKFORCE plus Operators Operating in Region 5 and Affiliated Pattners 

From: Kimberly Moore, Chief Executive Officer 

Subject: Establishing the Approved Training Provider's List 

Effective Date: Upon Issuance 

Expiration Date: Until Superseded or Rescinded 

PURPOSE 

Communicating a policy that standardizes procedures for adding and approving 
training providers to the Region 5 Approved Training Provider's List for the 
WORKFORCE plus Gadsden, Leon and Wakulla Offices. 

REFERENCES: 

WIA SEC. 122. Identification of Eligible Providers of Training 

BACKGROUND 

The State has compiled a list of all eligible providers based on the lists 
submitted by the Regional Workforce Boards. This list and the performance 
and cost information that accompanies the eligible provider identification will 
be disseminated to the one-stop systems throughout the State. 122(d)(l) and 
(2) (A) (i) (iii) for each program on the eligible list must be made available to 
customers in a customer friendly format at every One-Stop Career Center 
throughout the one-stop delivery system. The statewide list and performance 
information will be maintained on the Internet, on local computer networks, 
and on computer terminals that will be accessible throughout the one-stop 
system. Hard copies will be printed and given broad distribution throughout 
the one-stop system and its partner agencies, as well as being available on 
request to the State agency. 

POUCY AND PROCEDURES 

With the exception of certain types of customized and on-the-job training, only 
training providers through their training programs listed on the Region's 
Approved Training Provider List are eligible to receive WIA funds to train 
Adults, Dislocated Workers, Youth (who have their high school diploma or 
GED), and Welfare Transition funds to train WT customers. In order to be listed 

Establishing the Approved Training Provider's Ust RWB 5 Approved November 29,2007 
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on the Approved Training Provider List, training providers must submit an 
application to the Board designee. Only one training provider application is 
required; however, a separate application is required for each program of 
training services offered by the training provider. Board Staff will review and 
verify applications submitted by training providers, determining if the applicant 
meets the State's criteria for initial eligibility and forward the Board's Planning 
Committee who will then approve or disapprove the training provider's request. 
In order to be considered for approval, all training programs must appear on 
the State's Demand Occupations List. 

The WORKFORCE plus Administration Office will accept applications for the 
Approved Training Provider List on any working day of the year. Approved 
applications will appear on the list within 30 days of their approval at the 
quarterly Board meeting. Board Staff will also send the approved training 
provider a letter that consists of approved and non-approved training 
programs. 

Monitoring and Follow-up 

All training providers will be monitored at least once per program year. The 
monitoring tool along with a follow-up closure letter will be sent either by mail 
or electronically to the training provider's contact. 

If there are problems with the curriculum and/or certifications, the training 
provider will need to respond to the Board's findings with a Corrective Action 
Plan. This plan is due no later than 30 days from the receipt of the initial 
findings. 
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WIA-DR-0115 
Individual Training Account (IT A) Tier System 

Effective Date: November 9, 2010 

To: WORKFORCE plus Operators Operating in Region 5 and Affiliated Partners 

From: Kimberly Moore, Chief Executive Officer 

Subject: Individual Training Account (ITA) Tier System 

Effective Date: November 9, 201 o 

Expiration Date: Until Superseded or Rescinded 

PURPOSE: 

To establish procedures f9r using the approved Tier System for developing Individual Training Accounts 
(IT A's) (for WIA Adult, Dislocated Worker, Older Youth, and Out of School Youth programs) and Purchase 
Orders (PO's) (for WIA Younger Youth and Welfare Transition participants) for all programs in the Gadsden, 
Leon and Wakulla WORKFORCE plus Offices. 

REFERENCE 

For WIA participants, the Workforce Investment Act of 1998, Section 663.420 

BACKGROUND (for WIA) 

The Workforce Investment Act Regulations, Section 663.420, states, "The State or Local Board may impose 
limits on ITAs, such as limitations on the dollar amount and/or duration ... Limits to 1TAs may be established 
in different ways: (I) There may be a limit for an individual participant that is based on the needs identified in 
the individual employment plan; or (2) There may be a policy decision by the State Board or Local Board to 
establish a range of amounts and/or a maximum amount applicable to all IT As." And, "Limitations 
established by State or Local Board policies must be described in the State or Local Plan, respectively, but 
should not be implemented in a manner that undermines the Act's requirement that training services are 
provided in a manner that maximizes participant choice in the selection of an eligible training provider." 

DEFINITIONS 

Individual Training Accounts 

Individual Training Accounts (ITAs) are training funds that can be used by individuals who have been 
determined eligible by WORKFORCE plus' staff to receive approved training through Workforce Investment 
Act (WIA) programs. Purchase orders apply to Welfare Transition Participants and WIA Younger Youth 
participants. 

Eligible Training Providers 

An eligible training provider is an educational institution who has been licensed by the Department of 
Education and approved by the WORKFORCE plus' Board of Directors to be eligible to receive Individual 
Training Account (IT A) funds under WIA. Purchase Orders are used for Welfare Transition participants to 
authorize training expenses. 

Programs runded through WORKFORCE plus are equal opportunity programs with auxiliary aids and services available upon request to individuals with disabilities Persons using 
TfY /TID equipment use Florida Relay Service 71 I. 
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Tier System 

WIA-DR-0115 
Individual Training Account (ITA) Tier System 

Effective Date: November 9, 2010 

Thresholds that have been developed per training program that is based on the average placement wage after 
training . 

POUCY: 

Prior to the enrollment of individuals in WIA training services and the issuance of an ITA, a case staffing must 
be held and will include the following WORKFORCE plus staff members: Program Manager/Lead Career 
Specialist and the assisting Career Specialist. The purpose of the case staffing is to determine the 
appropriateness of enrolling the individual in training services. IT A's will be issued to eligible participants 
after required assessments have been completed and the participant has been accepted into an eligible 
training program. ITA's or Purchase Orders will only be approved for programs that appear on the Approved 
Training Provider List (UNI-FR-0003) which is updated annually or as needed. Once documentation has been 
furnished that the participant has been determined eligible for the WIA program and the participant has been 
approved for training services, an ITA will be prepared and should include supporting documentation. 
Supporting documentation consists of a screen printout for the training activity, a case note specific to the 
submitted ITA, school invoices, bookstore estimates, and other documentation that justifies the need for the 
IT A. The ITA and training related documentation will be submitted to the WIA Program Manager and 
Director of Operations or designees for approval then forwarded to the Performance Unit Manager. Upon 
approval by the Performance Unit Manager the ITA will be returned to the Career Specialist to submit to the 
training institution. All signatures from the direct service provider and board staff are required before the ITA 
is considered approved. Incomplete IT A's will not be accepted. 

The amount of each individual ITA will be based on the approved program area and average placement after 
training. It is the policy of WORKFORCE piLls to limit individual IT A's to a lifetime maximum of $5,000 for 
programs that are less than two years in duration. Note: An ITA cannot be issued to individuals identified by the 
training institution as "out-of-state" due to the high cost of attendance. If the training is a Baccalaureate 
program, only the last 2 years of coursework will qualify for funding. Note: For participants with advanced 
training and/or college degrees, proof of limited or declining growth must be documented in the participant's case 
file regarding their careerjield or those closely related. This documentation may consist of a printout of MIS job 
searches that reveal very limited or no search results in the participant's field or related fields. The Florida 
Research and Economic Database (FRED) or Agency for Workforce Innovation employment projections can 
be located at the following website: http:/ /www.labormarketinfo.com/librar:y/ep.htm . This link provides 
employment projections for occupations through the year 2018 to further validate any decline in the career 
path. 

WORKFORCE plus has established a lifetime limit of $5000 per eligible individual. When calculating the $5000 
lifetime limit, training costs such as tuition, books, fees, licensure, uniforms, tools etc. should be included in 
the cost of the total training expense in addition to supportive services such as transportation assistance. 

This amount will also include any funding received from other workforce programs 
(WT /Youth/ Adult/Dislocated Worker). The total training expense must be identified in the appropriate 
Management Information System. If training lasts more than one semester, any subsequent IT A's may only 
be issued after the student has presented proof of satisfactory progress and attendance. Satisfactory progress 
indicates a school grade of "C" or better and attendance of 80% or better. IT A's are to be authorized on a 
semester-by semester basis only. 

Programs funded through WORKFORCE plus are equal opportunity programs with auxiliary aids and services available upon request to individuals with disabilities Persons using 
TrY /TID equipment use Florida Relay Service 71 I. 
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WIA-DR-0115 
Individual Training Account (ITA) Tier System 

Effective Date: November 9, 2010 

Pell Grants and otherfunding sources 

All participants who are interested in Training Services that are Pelt eligible (over 600-hours) are required to 
submit the Free Application for Student Aid (FAFSA). also referred to as the Pell Grant, at the beginning of the 
process and must produce documentation to that affect. The participants are also required to submit a 
FAFSA each subsequent year in accordance with the applicable federal deadlines. Additionally, all other 
financial aid awarded must be presented during the initial phase of determination either in the form of an 
estimate or a copy of the actual award letter. If the ITA is approved, the participant must acknowledge and 
agree to the use of the federal financial assistance as the primary funding source for targeted education with 
the IT A being secondary. Regardless of whether the participant is eligible or ineligible for federal financial 
assistance, the participant must provide proof of financial aid status to WORKFORCE plus prior to being 
considered for an IT A for the next term if the program is eligible under Pell (over 600-hours). 

Expenses That Mgy Be Paid For ey IT As and Purchase Orders 

Tuition, application/registration fee, certifications, permits, licensure fees, books, uniforms and tools are 
allowable expenses. Generally WORKFORCE plus does not pay for background checks or drug testing. 
However under extenuating circumstances a determination will be made on a case by case basis. 

All IT As/Purchase Orders will follow the Tier guidelines provided in the chart below. Tiers I -3 apply to WTP 
and WIA Youth that are not dual enrolled in the Adult/OW programs; Tier "3" applies to WIA Adult and 
Dislocated Workers only. 

Tier Average Placement Wage ITA CaJ2 

Tier 1 $9.00-$10.99 $2,500 
Tier 2 $11.00-$12 .02 $3,500 
Tier 3 $12.03 and above $5,000 

For WIA Adult and Dislocated Workers, the threshold for allowable training is: 

I Tier 3 I $12.03 and above I $5,000 

Programs funded through WORKFORCE plus are equal opportunity programs with auxiliary aids and services available upon request to Individuals wilh disabilities Persons using 
TTY /TTD equipment use Florida Relay Service 7tl. 
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WIA-DR-0143 
Reporting of Individual Training Account (ITA) Information in the 

State Management Information Systems 
Effective Date: Aprill4, 2011 

TO: WORKFORCE plus Operators Operating in Region 5 and Affiliated Partners 

FROM: Kimberly A. Moore, Chief Executive Officer 

SUBJECT: Training Account (ITA) Information in the State Management Information Systems 

EFFECTIVE 
DATE: April 14, 2011 

EXPIRATION 
DATE: Until Superseded or Rescinded 

PURPOSE: The purpose of this directive is to ensure that reporting requirements are met by entering ITA 
information timely and accurately into the state Management Information System (MIS) . 

BACKGROUND: The Workforce Investment Act (WIA) and the Florida Workforce Innovation Act directed the 
creation of a comprehensive workforce system supported by a strong accountability component. Part of this 
accountability component requires reporting of WI A-funded ITA activity. 

DEFINITION: 

Individual Training Account (ITA): WIA funds set aside by a One-Stop Career Center to help pay for 
occupational skills training for an eligible customer. 

POUCY: When an IT A is established on behalf of an eligible WIA customer, IT A information must be 
recorded in Employ Florida Marketplace in the customer's training activity record. Required information 
includes: 

1. Name and address of training provider 
2. Training occupation code and title 
3. ITA training amount awarded 

REFERENCES: 
Workforce Investment Act, Sections I 12, I 34, 136 
Florida Statutes- Workforce Innovation 445.009 
AWl Final Guidance Paper 069 dated April 12, 201 I 

Programs funded through WORKFORCE plus are equal opponunity programs with auxiliary aids and services available upon request to individuals with disabilities Persons using 
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WORKFORCE plus Youth Council Members 

Woody Hildebrandt- (Council Chairman) -Lively Technical Center 
Bob Bradner - Bradner Consulting Group 
Darlene King- Department of Children and Families 
David Miller- Wakulla County School Board 
Debra Rackley- Gadsden County Public Schools 
Linda Rumph- SUPERVALU, Inc. 
Louis Garcia - Big Brothers - Big Sisters 
Tharisicia Andrews - CSG International 
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WPY-DR-0107 
Priority of Services for Veterans 

Effective Date: March 31 , 2011 

TO: WORKFORCE plus Operators Operating in Region 5 and Affiliated Partners 

FROM: Kimberly A. Moore, Chief Executive Officer 

SUBJECT: Priority of Services for Veterans 

EFFECTIVE 
DATE: March 31,2011 

EXPIRATION 
DATE: Until Superseded or Rescinded 

PURPOSE: 
The purpose of this directive is to ensure that service provider staff operating in Region 5 adhere to Federal 
and State guidance concerning priority of service to eligible veterans and covered persons. 

BACKGROUND: 
Before the proper priority of services can be given to veterans, it is essential that they be correctly identified. 
The following are the legal definitions of the various types of veterans that will be used in establishing the 
priority as required by law (Title 38, USC, Chapter 42, Section 4211, as amended by JV A/PL-1 07 -288) : 

1. Eligible Veteran - A person who served on active duty for a period of more than 180 days and was 
discharged or released with other than a dishonorable discharge; (B) was discharged or released from active 
duty because of a service-connected disability; or (C) as a member of a reserve component under an order to 
active duty pursuant to section 12301 (a), (d), or (g), 12302, or !2304 of title tO, served on active duty during a 
period of war or in a campaign or expedition for which a campaign badge is authorized and was discharged 
or released from such duty with other than a dishonorable discharge. 

2. Special Disabled Veteran - A veteran who is entitled to compensation (or who but for the receipt of military 
retired pay would be entitled to compensation) under laws administered by the Secretary for a disability (i) 
rated at 30 percent or more, or (ii) rated at 10 or 20 percent in the case of a veteran who has been determined 
under section 3106 of this title to have a serious employment handicap; or (B) a person who was discharged 
or released from active duty because of service-connected disability. 

3. Disabled Veteran - A veteran who is entitled to compensation (or who but for the receipt of military retired 
pay would be entitled to compensation) under laws administered by the Secretary, or (B) a person who was 
discharged or released from active duty because of a service-connected disability. 

4. Recently/Newly Separated Veteran - Any veteran during the three-year period beginning on the date of 
such veterans' discharge or release from active duty. 

5. campaign Badge Veteran - Any veteran who served on active duty during a war or in a campaign or 
expedition for which a campaign badge has been authorized. 

Programs funded through WORKFORCE plus are equal opportunity programs with auxiliary aids and services available upon request to individuals with disabilities Persons using 
Trl /TID equipment use Florida Relay Service 7 I I. 
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EUGIBIUTY FOR VETERANS PRIORITY OF SERVICE: 

WPY -DR-0 107 
Priority of Services for Veterans 

Effective Date: March 31, 2011 

Veterans and eligible spouses, including widows and widowers as defined in the statute and regulations, are 
eligible for priority of service. For the purposes of implementing priority of service, the Final Rule requires that 
program operators use the broad definition of veteran found in 38 u.s.c. 101(2). Under this definition, the 
term "veteran" means a person who served at least one day in the active military, naval, or air service, and 
who was discharged or released under conditions other than dishonorable, as specified in 38 U.S.C. 101 (2). 
Active service includes full-time Federal service in the National Guard or a Reserve component. This 
definition of "active service" does not include full-time duty performed strictly for training purposes (i.e., that 
which often is referred to as "weekend" or "annual" training). nor does it include full-time active duty 
performed by National Guard personnel who are mobilized by State rather than Federal authorities (State 
mobilizations usually occur in response to events such as natural disasters). This definition applies to United 
States Department of Labor programs, the Local Veterans Employment Representative (LVER) and the 
Disabled Veteran Outreach Program (DVOP) serve under the Wagner-Peyser Act of 1933 which requires a 
veteran to have served 180-days or more and have received a discharge other than dishonorable. 
"Eligible spouse" as defined at section 2(a) of the JVA (38 u.s.c. 4215[a]) means the spouse of any of the 
following: 
a. Any veteran who died of a service-connected disability; 
b. Any member of the Armed Forces serving on active duty who, at the time of application for the priority, is 
listed in one or more of the following categories and has been so listed for a total of more than 90 days: 
(1). Missing in action; 
(2). Captured in line of duty by a hostile force; or 
(3) . Forcibly detained or interned in line of duty by a foreign government or power; 
c. Any veteran who has a total disability resulting from a service-connected disability, as evaluated by the 
Department of Veterans Affairs; or 
d. Any veteran who died while a disability was in existence. 

A spouse whose eligibility is derived from a living veteran or service member (i.e., categories b. or c. above) 
would lose his or her eligibility if the veteran or service member were to lose the status that is the basis for 
the eligibility (e.g. if a veteran with a total service-connected disability were to receive a revised disability 
rating at a lower level). Similarly, for a spouse whose eligibility is derived from a living veteran or service 
member, that eligibility would be lost upon divorce from the veteran or service member. The priority of 
service regulations refer to those veterans and spouses who are eligible for priority of service as "covered 
persons" and refer to those not eligible for p1iority of service as "non-covered persons." In the interest of 
specificity, this guidance refers to those eligible as "veterans and eligible spouses." However, in interest of 
brevity, this guidance also adopts the regulatory terminology by referring to those who are not eligible as 
"non-covered persons." 

Policy 

The veteran definition that requires the individual to have over 180 days of active service still applies to 
Wagner-Peyser reporting and to eligibility for DVOP and LVER services, but does not apply to priority of 

service in DOL-funded employment and training programs. 

Priority of service means the right of eligible veterans (Wagner-Peyser 180-days or greater (LVER/DVOP). 
one-day for other USDOL funded programs) and covered persons to take precedence over eligible non
covered persons for the receipt of employment, training and placement services provided under new or 
existing qualified job training programs. Veterans and eligible spouse will be made aware of: 

• Their entitlement to priority of service 

Programs funded through WORKFORCE plus are equal opportunity programs with auxiliary aids and services available upon request to Individuals wilh disabilities Persons using 
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• The full array of programs and services available to them, and 

WPY-DR-0107 
Priority of Services for Veterans 

Effective Date: March 31,2011 

• Any applicable eligibility requirements for those programs and/or services. 

To ensure priority of service is observed, eligible veterans and covered persons are identified at the point of 
access of WORKFORCE plus offices and shall be notified of programs and/or services available. Point of 
access includes physical locations, such as WORKFORCE plus offices, as well as web sites and other virtual 
service delivery resources. Provider staff and veteran's staff will use a needs-based approach to identify 
veterans with special needs, i.e. disabled veterans, recently separated veterans, etc., and they will be 
subsequently referred for the appropriate services. All veterans and covered persons who are pursuing 
employment will be registered in the Employ Florida Marketplace (EFM) system. Veterans with barriers to 
employment will be provided with the necessal}' initial assessment and the required documented intensive 
case management services. 
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WPY-DR-0133 
Veteran Priority of Service Code 089/189 Directive 

Effective Date: 05/09/2012 

TO: WORKFORCE plus Operators Operating in Region 5 and Affiliated Partners 

FROM: Kimberly A. Moore, Chief Executive Officer 

SUBJECT: Veteran Priority of Service Code 0891189 

EFFECTIVE 
DATE: May 9, 2012 

EXPIRATION 
DATE: Until Superseded or Rescinded 

PURPOSE: 
The purpose of this directive is to provide guidance to staff working with veterans to ensure they received 
either a 089 (self-service) or 189 (staff assisted) Notification of Veteran Priority of Service. 

REFERENCES: 
Florida Veteran's Service Program Guide 2011, DEO Vets 2011 Training Guidance 

BACKGROUND: 
The Wagner-Peyser (WP) Act of 1933 created the first public labor exchange system designed to connect 
employers and job seekers. The WP act was amended by the Workforce Investment Act of 1998 to become a 
part of the One-Stop Delivery system. Staff in the WP program provides labor related services to job seekers 
and employers. Some of the services include job search assistance, job referral and placement assistance, re
employment services to unemployment insurance claimants, and recruitment services to employers. The WP 
Act requires that certain groups receive priority employment and training assistance. Veterans are a special 
group that receives 'priority of service' (POS) . PriOiity of service means veterans will receive first 
consideration on any employment or training opportunities over non-covered persons. Veterans are tagged 
in the MIS based on the method of registration. For veterans who self-register, a code 089 will automatically 
be recorded on their activities screen. Code 089 means that the veteran has been electronically advised of his 
or her rights to receive POS. As of April 17, 2009, staff who provides priority of service information to 
veterans should record a code 189. Staff who assist a veteran who has not received a code 089 previously, 
should advise the veteran of the POS and take credit by documenting a code 189 on the activities screen . 

Per the Department of Economic Opportunity (Florida's Veteran's Services Program Guide dated Januaiy 
20 II), the 089 and 189 service plan codes will serve as a priority of service indicator in conjunction with 
periodic state, regional and local level program reviews to ensure compliance with priority of service. 

DEFINITIONS: 

The term "eligible veteran" means -
A person who: 
(A) served on active duty for a period of more than 180 days and was discharged or released there from with 
other than a dishonorable discharge; 
(B) was discharged or released from active duty because of a service connected disability; or 
(C) as a member of a reserve component under an order to active duty pursuant to section 1230 (a), (d), or 
(g), 12302, or 12304 of title 10, served on active duty during a period of war or in a campaign or expedition for 
which a campaign badge is authorized and was discharged or released from such duty with other than a 
dishonorable discharge. 

Programs funded Lhrough WORKFORCE plus are equal opportunily programs wilh auxiliary aids and services available upon requesllo individuals wilh disabilllies. Persons using 
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The term "eligible person" means-

WPY-DR-0133 
Veteran Priority of Service Code 089 I 189 Directive 

Effective Date: 05/09/2012 

(A) the spouse of any person who died of a service-connected disability, 
(B) the spouse of any member of the Armed Forces serving on active duty who, at the time of application for 
assistance under this chapter [38 uses § § 4101 et seq.]. is listed, pursuant to section 556 of title 37 and 
regulations issued there under, by the Secretary concerned in one or more of the following categories and 
has been listed for a total of more than ninety days: (i) missing in action, (ii) captured in the line of duty by a 
hostile force, or (iii) forcibly detained or interned in the line of duty by a foreign government or power, or 
(C) the spouse of any person who has a total disability permanent in nature resulting from a service
connected disability or the spouse of a veteran who died while a disability so evaluated was in existence. 

The term "priority of service" means -
(a) with respect to any qualified job training program, that a covered person shall be given priority over a 
non-covered person for the receipt of employment, training, and placement services provided under that 
program, notwithstanding any other provision of the law. 
(b) Priority in the context of providing priority of service to veterans and other covered persons in qualified 
job training programs covered by this regulation means the right to take precedence over non-covered 
persons in obtaining services. Depending on the type of service or resource being provided, taking 
precedence may mean: 

(1) The covered person receives access to the service or resource earlier in time than the non -covered 
person. 
(2) If the service or resource is limited, the covered person receives access to the service or resource 
instead of or before the non-covered person. 

The term "covered person" means
A veteran or eligible spouse. 
Eligible spouse means the spouse of any of the following: 
(I) Any veteran who died of a service connected disability; 
(2) Any member of the Armed Forces serving on active duty, who at the time of application for the priority, is 
listed in one or more of the following categories and has been so listed for a total of more than 90 days: 

(i) Missing in action; 
(ii) Captured in the line of duty by a hostile force; or 
(iii) Forcibly detained or interned in line of duty by a foreign government power; or 

(3) Any veteran who has a total disability resulting from a service connected disability, as evaluated by the 
Department of Veterans Affairs; 
(4) Any veteran who died while a total disability as indicated in Paragraph (3) 

The term "service connected disability" means -
A disabling condition that has resulted from or was aggravated by an injury or illness while the veteran was 
serving on active duty in the military. 

To meet the specific needs of veterans, particularly veterans with ban·iers to employment, Veterans 
Employment Representatives are thoroughly familiar with the full range of job development services and 
training programs available at the One-Stop Career Centers and Department of Veterans' Affairs Vocational 
Rehabilitation and Employment Programs. 

The term "qualified job training program" means-
Any workforce preparation, or delivery program or service that is directly funded, in whole or in part, by the 
Dept of Labor and includes the following: 
(A) Any such programs or services that uses technology to assist individuals to access workforce 
development programs (such as job and training opportunities, labor market information, career assessment 

Programs funded through WORKFORCE plus are equal opportunity programs with auxiliary aids and services available upon request to individuals wilh disabilities Persons using 
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Veteran Priority of Service Code 089/189 Directive 
Effective Date: 05/09/2012 

tools, and related support services).(B) Any such program or service under the public employment system, 
One-Stop career centers, the Workforce Investment Act of 1998, a demonstration or other temporary 
program, and those programs implemented by States or local service providers based on Federal block grants 
administered by the Dept of Labor. 
(B) Any such program that is a workforce program targeted to specific groups. 

POUCY 
Veteran staff (LVER/DVOP) will use the MIS to generate a weekly report that identifies newly registered and 
enrolled veterans. Veteran staff will review the activity screen for each registered or enrolled veteran listed 
on the report to ensure the customer has received the Priority of Service code 089 (self-service POS). If the 
089 code is not present, the staff person will provide the veteran with a manual Priority of Service code 189 
"Notification of Veterans Priority of Service." Veterans and covered persons who register in EFM or who are 
being entered into EFM by staff will be advised of their entitlement to priority of services and the code 189 
will be entered on the activity service screen in the MIS and documented with a case note. 

REFERENCE DOCUMENTS: 
DEO Florida's Veteran's Service Program Guide january 2011 
DEO Wagner Peyser 20 II /2012 Monitoring tool line 8b 
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1. PURPOSE 

WPY-PR-0089 
VETERANS SPOTLIGHT PROCEDURE 

3/1/2010 

This procedure describes in detail the process for preparation and implementation of a Veterans Spotlight. It 
will also provide clarity for the roles and responsibilities of each staff member associated with the event. 

2. GENERAL 

The Veterans Spotlight is an event that gives Veteran customers an opportunity to share their work 
experience, skills and abilities with multiple employers at once. It also gives employers the opportunity to 
choose from a pool of candidates that have attended workshops, have professional resumes and have been 
coached by staff in preparation for the event and entering the workplace. 

To ensure success, adequate planning must occur. A team of individuals from multiple levels of the 
organization will need to be selected to plan and organize the details associated with the event. The 
WORKFORCE plus CEO will designate a lead over the event to address areas of concern and assign action 
items. At minimum, the following staff shall be invited to each planning session to provide input and 
feedback as the time and efforts leading up to the event progress: 

• WORKFORCE plus CEO 

• WORKFORCE plus marketing staff 

• Service Provider Project Managers 

• Business Consultants 

• All Veteran Staff 

• Office Manager of the hosting office 

• Assessment/Workshop Manager 

3. PROCEDURES 

3.1 The Event Lead will schedule the first meeting at least three months prior to the event to execute roles, 
responsibilities and procedures to board and provider staff. In advance of the initial meeting, the Event Lead 
will review the close out report from the previous Veterans Spotlight to ensure that documented successes 
are replicated and that strategies are created to circumvent problems that occurred at the previous event. 
After the report is reviewed, the Event Lead will prepare an agenda to ensure the meeting is productive. The 
following items should be added to the agenda. Those items denoted "*" will be added to each agenda and 
will also be reviewed at each subsequent meeting: 

• Recap of Prior Event 

• Theme (Optional) 

• Overall Timeline-* 

• Employer Outreach-* 

• Staff Orientation 

Programs funded through WORKFORCE plus are equal opportunity programs with auxiliary aids and services available upon request to individuals with disabilities. Persons using 
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• Jobseeker Awareness & Outreach-static 

• Jobseeker timeline-* 

• Jobseeker entrance criteria 

• Jobseeker orientation-* 

• Room Reservations-* 

• Workshops-* 

• Staff Awareness-* 

• Outreach/Marketing-* 

• Walk Through/Dress Rehearsal 

• Resume Review Team 

• Agenda for the Event-* 

• Employer Packets-* 

WPY -PR-0089 
VETERANS SPOTLIGHT PROCEDURE 

3/1/2010 

3.1.1 Recap of Prior Event-The Event Lead will highlight the details of the last event including successes, 
failures, needed modifications, etc. 

3.1.2 Theme-Themes are not necessary but can be used to bring awareness to a campaign or initiative the 
organization is currently involved in . 

3.1 .3. Overall Timeline-Preliminary timeline should be created prior to the initial meeting. The Event Lead 
will ask for input from the team and make modifications prior to the next meeting. The status of the timeline 
should be reviewed at each meeting to ensure that the plan is being executed accordingly. 

3.1.4. Employer Outreach Static-The Business Services Team will take the lead on this item. A goal should 
be set for the number of employers that need to be targeted . 

3.1.5. Staff Oiientation-Details of the staff orientation should be discussed at the initial meeting. Due dates 
for submission of Power Points, flow charts and other related materials that need to be reviewed and/or 
updated should be defined and added to the timeline. 

3.1 .6. )obseeker Awareness and Outreach--Outreach will be conducted by all staff with the Veterans 
Services Team leading the efforts. Due dates for submission of flyers and other outreach materials that need 
to be reviewed and/or updated should be defined and added to the timeline. 

3.1. 7. Jobseeker Timeline-Time line should include all of the dates and steps jobseekers will take prior to the 
day of the event. Determine the deadline for entrance into the spotlight. 

3.1.8. Jobseeker Orientation-Details of the jobseeker orientation should be discussed at the initial meeting. 
Due dates for submission of Power Points, flow charts and other related materials that need to be reviewed 
and/or updated should be defined and added to the timeline. 

Programs funded through WORKFORCE plus are equal opportunity programs with auxiliary aids and services available upon request to individuals with disabilities Persons using 
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3.1.9. Room Reservations- This needs to be added to the timeline. The Event Lead will ensure that all 
necessary rooms are reserved for the Spotlight rehearsal, staff and jobseeker orientations and the actual 
event. For the Spotlight, at a minimum Community Rooms A & B (event), Computer lab B (staging) and 
Computer room A or Training Academy (concluded applicants) for media interviews and employers shall be 
reserved. It should be noted that rooms may be altered based on confirmed attendance to ensure maximum 
utilization of space. The room reservations shall be made no later than 72hrs after the first meeting. 

3.2.0. Workshops--Discuss the workshops that jobseekers will need to complete prior to the event and who 
will facilitate them. The Event Lead will ensure all workshops are on Share Point prior to the initial meeting. 
Workshop selection should include Resume Writing I, Resume Feedback, Dress for Success and How to Write 
an Elevator Speech. Workshop schedule should be developed at the first meeting. 

3.2.1. Staff Awareness--How will staff be made aware so they can get the word out to customers? Work 
with the Office Manager and/or Training and Development Specialist about promoting the event during the 
weekly staff trainings. 

3.2.2. Outreach/Marketing--Determine the type of outreach and media efforts that will be used to inform 
the general public and target Veteran customers. The Event Lead or the assigned staff member should work 
with the Board's media contact to ensure radio announcements coincide with dates of spotlight event. All 
media announcements should cease one week prior to event. Scheduling of the outreach and marketing 
should occur no later than one week after the initial planning session. 

3.2.3. Walk-through/Dress Rehearsal--- Dress rehearsal is a mock walk through of job seekers and staff to 
ensure that all details of the Spotlight are adequately prepared and coordinated for a professional 
presentation. The Event Lead will walk the staff through the entire process of the Veteran's spotlight during 
the Staff Orientation. Dress rehearsal shall be scheduled at the first meeting. 

3.2.4 . Resume Review Team---Staff members will be selected at the first meeting to establish a resume 
review team. The team will review resumes of veterans selected for the Spotlight to ensure they meet 
professional standards. The team will seek consistency pertaining to chronological and functional resumes 
such as format and provide feedback for correction of errors contrary to resumes standards. Upon review, 
the resumes will be returned to the jobseeker with a cover sheet that lists the changes and recommendations 
to improve the resumes and they will be allowed 3 business days to make the corrections and resubmit their 
resumes. The review team should include but not be limited to the Event Lead, Veterans staff. Business 
Services, Executive Center staff and at least one of the Resume Writing workshop facilitators. The team 
members, an initial review date and a follow up review date will be established during the initial planning 
meeting. 

3.2.5 . Agenda for the Event--This should be prepared at least 2 weeks prior to the start of the event to 
allow sufficient time for review and branding. 

3.2.6. Employer Packets--Employer packets at a mm1mum should contain resumes and information 
surrounding future workforce events. This should be discussed at the first meeting. 

Subsequent meetings to discuss progress and make modifications to the initial plans and/or timeline will 
occur at the following intervals: 

• 30 days after the initial meeting 

Programs funded through WORKFORCE plus are equal opportunity programs with auxiliary aids and services available upon request to individuals with disabilities Persons using 
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• 60 days after the initial meeting 

• Weekly during the month prior to the event 

WPY -PR-0089 
VETERANS SPOTLIGHT PROCEDURE 

3/1/2010 

3.2 . 7 Reporting --- Details of the reporting criteria such as activities and static case notes will be covered 
at the first meeting. 

4. RELATED DOCUMENTS 

ADM-PL-0001 

5. QUAUTY RECORDS 

None 
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FIRST MEETING CHECKLIST 
(1 00 days from event) 

A minimum, the following personnel shall be assigned or associated with the event: 
CEO, WORKFORCE plus 
Service Provider Lead 
Veteran Staff 
Business Consultants 
Career Specialist 
Office Manager for the location where event is being held 
Media point of contact for WORKFORCE plus 
Clothes closet contact 
Other staff as assigned 

Recap Prior Event 

Theme 

overall Timeline* 

Employer Outreach* 

Staff Orientation 

Jobseeker timeline* 

Jobseeker entrance criteria 

Jobseeker orientation* 

Room Reservations* 

Workshops* 

Staff Awareness* 

Outreach/Marketing* 

Walk Through/Dress Rehearsal 

Resume Review Team 

Agenda for the event* 

Employer packets* 

Programs funded through WORKFORCE plus are equal opportunity programs with auxiliary aids and services available upon request to individuals with disabilities Persons using 
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NOTES: 
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VETERANS SPOTLIGHT PROCEDURE 

3/1/2010 
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Day of Event 

o It is a great day at WORKFORCE plus 

WPY-PR-0089 
VETERANS SPOTLIGHT PROCEDURE 

3/1/2010 

a Ensure all staff understands assignments and responsibilities 

o Ensure final set up preparations are complete. 

o Execute the plan and be flexible for unscheduled changes 

a Communicate effectively with employers and job seekers 

o Event lead needs to be ready to handle all dead spots. Event lead should designate a 
triage specialist while he advises and address employers. 

a The Event Lead will produce a report, with the help of other staff members as needed, 
regarding the Spotlight event within 72hrs. This report will be made available 
to the CEO of WORKFORCE plus and the staff members who helped with the event. 

NOTES: 
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1. PURPOSE 

WPY-PR-0120 
VETERAN STAND DOWN PROCEDURE 

2/16/12 

This procedure describes in detail the process for applying for grant funds, planning and facilitating a 
Veterans Stand Down. 

2. GENERAL 
The Veteran Stand Down is an event held in a local community where homeless Veterans are provided with a 
wide variety of social services. Stand Down funding, provided by the US Department of Labor - Veterans' 
Employment and Training Services, is a non-competitive grant awarded on a first-come, first-served basis 
until available funding is exhausted. 

To ensure success, adequate planning must occur. A team of individuals from multiple levels of the 
organization will need to be selected to plan and organize the details associated with the event. The 
WORKFORCE plus CEO will designate a lead over the event to address areas of concern and assign action 
items. At minimum, the following staff will be invited to each planning session to provide input and feedback 
as the event planning progresses: 

• WORKFORCE plus CEO 
• WORKFORCE plus marketing staff 
• WORKFORCE plus CFO 
• Service Provider Project Managers 
• DEO Veteran Staff 

3. PROCEDURES 

3.1 The Event Lead will schedule the first meeting at least six months prior to the event to assign roles, 
responsibilities and procedures to board and provider staff. In advance of the initial meeting, the Event Lead 
will review the close out report along with the grant documents from the previous Stand Down to ensure that 
documented successes are replicated and that strategies are created to address problems that occurred at the 
previous event. After all documents have been reviewed, the Event Lead will prepare an agenda to ensure 
the meeting is productive. The following items should be placed on the initial agenda; however, not all items 
will be remain throughout the planning process: 

• Recap of Prior Event 
• Partner Engagement & Coordination 
• Grant Submittal & Documentation 
• Event Date/Location 
• Event Needs 
• Timeline 

o Grant Timeline 
o Event Timeline 

• Staff Awareness 
• Outreach/Marketing 
• Data Entry 
• Customer Follow up 
• Internal Reporting 
• External Reporting 
• Miscellaneous 

Programs funded through WORKFORCE plus are equal opportunity programs with auxiliary aids and services available upon request to individuals with disabilities Persons using 
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3. 1.1 Recap of Prior Event-The Event Lead will highlight the details of the last event including successes, 
failures, needed modifications, etc. 

3.1.2 Partner Engagement & Coordination-Preliminary conversation should be held to discuss partnering 
with other community organizations in hosting the event and/or hosting the event through WORKFORCE 
plus. Potential partners include: Big Bend Homeless Coalition, VA Clinic, The Shelter, etc. 

3.1 .3. Grant Submittal & Documentation- All grant submittal documents and required forms can be found 
through the US Department of Labor Federal Grant Register. The funding opportunity number is 17-805. 
Tasks and assignments should be made based upon grant documentation required as part of the submittal. 
The point of contact for the grant submittal is the US Department of Labor Florida State Representative. This 
information can be found at : http:/ /www.dol.gov/vets/aboutvets/contacts/main.htm#Fiorida. Grant 
documents are due no later than 120 days prior to the Stand Down. 

3.1.4. Event Date/Location-The event location reservation (if necessary) shall be made no later than five 
months in advance of the event. Date and location will need to be coordinated with the partner agency if it is 
determined one will be used. 

3.1.5. Event Needs- Based upon location selected, any needs specific to the event will need to be identified 
and tasks assigned. Identified needs to be covered should correlate to expenditures allowable under the grant 
submission . Examples include: transportation, shelter, etc. 

3.1.6. Timeline 
3.1.6.a. Grant Timeline-Preliminary timeline should be created prior to the initial meeting. The Event 
Lead will make assignments based upon requirements set forth by the funding agency. 

3.1.6.b. Event Timeline- Preliminary timeline should be created prior to the initial meeting. The 
Event Lead will ask for input from the team and make modifications prior to the next meeting. The 
status of the timeline should be reviewed at each meeting to ensure that the plan is being executed 
accordingly. 

Subsequent meetings to discuss progress and potential modifications to the initial plans and/or timeline will 
occur at the following intervals: 

• 30 days after the initial meeting 
• 60 days after the initial meeting 
• 90 days after the initial meeting 
• Weekly during the month prior to the event 

3.1. 7. Staff Awareness--Staff awareness should begin approximately three months prior to the event. The 
Event Lead will work with the Office Managers and/or Training and Development Specialist about promoting 
the event during the weekly staff trainings. 

3.1.8. Outreach/Marketing--Determine the type of outreach and media efforts that will be used to inform 
the general public. The Event Lead or the assigned staff member should work with the Board's 
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communications staff person to ensure flyers, media releases and other potential marketing efforts are made. 
Determination should be made and a timeline established at least 4 months prior to the event. 

3.I .9. Data Entry- Data entry is an important component of the Veteran Stand Down. Often customers will 
use the computers located on the Express to file for public assistance, Unemployment Compensation 
Benefits, and to conduct job search activities. It is imperative to capture the services provided to customers 
who use the MIS. Other than the data entJy in the MIS, customers using the WORKFORCE plus Express will 
complete the sign-in form. Below are the services that will be provided and documented in the MIS for the 
Stand Down customers: 

• Complete registration into the MIS- System generated service- No case note required 
• Staff Assisted Job Search- service Code 114- No case note required 
• Resume Preparation Assistance -Code I15- No case note required 
• Use of One-Stop Resource Room/Equipment- Code I20 No case note required 

If applicable, the services below will be used if provided to the customer: 
• Support Service- Family Care - Code I80- Case note will include name of referral organization 
• Support Service Transportation- Code I81 -Case note will include name of referral organization 
• Support Service Medical- Code I82 -Case note will include name of referral organization 
• Support Service-Temporary Shelter- Code 184 -Case note will include name of referral organization 
• Support Service- Other- Code I85- Case note will include name of referral organization 

For intensive services the customer will be referred to the Local Veteran Employment Representative (LVER) 
or the Disabled Veteran Outreach Program (DVOP) staff. 

3.2.0. Customer Follow-up- Customers that received services at the Stand Down will be followed up within 
30-days. A follow up service will be used in the MIS: 

• Follow-up Contact- Code I36- Case note will include the nature of the follow-up and the results. 

3.2.1. Internal Reporting - An event close-out report is due no later than 30 days after the event. The event 
close-out should incorporate final numbers, lessons learned, successes, challenges and any other information 
pertinent to future planning. A survey should be conducted of all staff that participated in order to incorporate 
their feedback. Additionally, the Event Lead will be responsible for coordinating a debriefing to include all 
key staff stakeholders. The debriefing is to be scheduled no more than I month after the event and should 
include a review of the close-out report. 

3.2.2. External Reporting - A close-out report along with financial documentation is required as part of the 
grant process. All grant required documents should be provided as part of the award notification. The 
standard return time for documentation is approximately 45 days and should include photos, testimonials and 
successes. All financial documents should be coordinated with the Chief Financial Officer who records 
financial expenditures. 

4. RELATED DOCUMENTS 
ADM-PL-OOOI 

Programs limded through WORKFORCE plus are equal opportunity programs with auxiliary aids and services available upon request to Individuals with disabilities Persons using 
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Programs funded through WORKFORCE plus are equal opponunity programs with auxiliary aids and services available upon request to individuals with disabilities Persons using 
TrY /TTD equipment use Florida Relay Service 71 I. 
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September 18, 2012 

 

 
4. Approval of Payment of Bills and Voucher Submitted for September 18, 2012, and 

Pre-Approval of Payment of Bills and Vouchers for the Period of September 19, 
2012 through October 8, 2012 
 
The Board approved Options 1:  Approve payment of bills and vouchers submitted for 
September 18, 2012, and Pre-Approval of Payment of Bills and Vouchers for the Period of 
September 19, 2012 through October 8, 2012.   

 

 

 

 

 

 

[Remainder of Page Intentionally Left Blank] 
  



 

Leon County 
Board of County Commissioners 

Cover Sheet for Agenda #4 
 

September 18, 2012 
 
To: 

 

Honorable Chairman and Members of the Board 
  

From: Vincent S. Long, County Administrator 
  

Title: Approval of Payment of Bills and Vouchers Submitted for  
September 18, 2012, and Pre-Approval of Payment of Bills and Vouchers for 
the Period of September 19, 2012 through October 8, 2012 

 
 
 

County Administrator 
Review and Approval: 

Vincent S. Long, County Administrator 

Department/Division 
Review: 

Alan Rosenzweig, Deputy County Administrator 

Lead Staff/ 
Project Team: 

Scott Ross, Director, Office of Financial Stewardship 

 
 

Fiscal Impact:  
This item has a fiscal impact.  All funds authorized for the issuance of these checks have been 
budgeted. 
 
 
Staff Recommendation:   
Option #1: Approve the payment of bills and vouchers submitted for September 18, 2012, and 

pre-approval of payment of bills and vouchers for the period of September 19, 2012 
through October 8, 2012. 
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Report and Discussion 

 
This agenda item requests Board approval of the payment of bills and vouchers submitted for 
approval September 18, 2012 and pre-approval of payment of bills and vouchers for the period of  
September 19, 2012 through October 8, 2012.  The Office of Financial Stewardship/Management 
and Budget (OMB) reviews the bills and vouchers printout, submitted for approval during the 
September 18, 2012 meeting, the morning of Monday, September 17, 2012.  If for any reason, 
any of these bills are not recommended for approval, OMB will notify the Board.   
 
Due to the Board not meeting the third and fourth Tuesdays in September and first Tuesday in 
October, it is advisable for the Board to pre-approve payment of the County's bills for  
September 19, 2012 through October 8, 2012, so that vendors and service providers will not 
experience hardship because of delays in payment.  The OMB office will continue to review the 
printouts prior to payment and if for any reason questions payment, then payment will be 
withheld until an inquiry is made and satisfied, or until the next scheduled Board meeting.  
Copies of the bills/vouchers printout will be available in OMB for review. 
 
 
Options:  
1. Approve payment of bills and vouchers submitted for September 18, 2012 and pre-approval 

of payment of bills and vouchers for the period of September 19, 2012 through  
October 8, 2012. 

2. Do not approve payment of bills and vouchers submitted for September 18, 2012 and do not 
pre-approve payment of bills and vouchers for the September 19, 2012 through  
October 8, 2012. 

3. Board direction. 
 
 
Recommendation:   
Option #1.   

 

VSL/AR/SR/cc 

Page 529 of 959 Posted at 9:00 p.m. on September 11, 2012



 

Regular Meeting & Public Hearing Page 9 

September 18, 2012 

 

 
5. Adoption of Proposed Policy “Leon County Wellness Program” 

 
The Board approved Option 1 & 2:  1) Adopt the proposed Leon County Wellness Program 
Policy, and the proposed Value Based Design Program Guidelines, and 2) Accept the 
proposed draft Wellness Program Guidelines, and the proposed draft Rewards Program 
Guidelines 

 

 

 

 

 

 

[Remainder of Page Intentionally Left Blank] 
  



Leon County 
Board of County Commissioners 

 

Notes for Agenda Item #5 
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Leon County 
Board of County Commissioners 

Cover Sheet for Agenda #5 
 

September 18, 2012 
 
To: 

 

Honorable Chairman and Members of the Board 
  

From: Vincent S. Long, County Administrator 
  

Title: Adoption of Proposed Leon County Wellness Program Policy and Approval 
of Draft Wellness Program Guidelines 

 
 
 

County Administrator 
Review and Approval: 

Vincent S. Long, County Administrator 

Department/ 
Division Review: 

Lillian W. Bennett, Director of Human Resources 

Lead Staff/ 
Project Team: 

Mary Barley, Health and Wellness Coordinator 
 

 
 
Fiscal Impact:  
This item has no fiscal impact to the County. 
 
Staff Recommendation:   
Option #1: Adopt the proposed Leon County Wellness Program Policy (Attachment #1), and 

the proposed Value Based Design Program Guidelines (Attachment #2).   

Option #2: Accept the proposed draft Wellness Program Guidelines (Attachment #3), and the 
proposed draft Rewards Program Guidelines (Attachment #4).   
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Wellness Program Guidelines 
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Page 2 

 
Report and Discussion 

 
Background: 
Responsible employers and employees are proactive in managing and promoting healthy 
lifestyles.  A wellness program offers employees the opportunity to become stakeholders in their 
own health through education, early detection and/or avoidance, regular health screenings, and 
check-ups to detect possible medical conditions that may require treatment.  Earlier detection of 
a medical condition could save lives and costs associated with healthcare. 
 
At the April 8, 2008 meeting, the Board approved a Wellness Program for Board employees that 
included funding in the amount of $25,000 annually.  On May 5, 2008, the County Administrator 
appointed an integrated Wellness Team comprised of representatives from Board and 
Constitutional Offices. 
 
At the May 22, 2012 Budget Workshop, the Board approved the concept of transitioning the 
Wellness Works! Program from an activity-based program to a participation-based, Value Based 
Design (VBD) program that is integrated into the County’s health insurance plan.  Additionally, 
the Board directed staff to conduct an employee survey to help gauge employee interest in 
implementing a VBD Program. 
 

At the June 26, 2012 Budget Workshop, the Board discussed the 2013 Plan year CHP/BCBS 
Health Insurance Renewal and consideration of health insurance alternatives, as well as the VBD 
program.  Staff presented the results of the VBD employee survey.  The Board provided 
preliminary guidance and directed staff to bring back selected Plan Designs and Contribution 
Strategies at the July 9, 2012 Budget Workshop. 
 

At the July 9, 2012 Budget Workshop, the Board approved an 85/15 employer/employee 
contribution strategy for health insurance premiums.  Furthermore, the Board approved the VBD 
program, which includes a 2.5% Incentive Reduction in the Contribution Strategy, establishing 
an 87.5/12.5 employer/employee premium contribution split for program participants. 
 

The adoption of the Wellness Program Policy is essential to the following FY 2012/13 Strategic 
Initiative that the Board approved at the February 28, 2012 meeting:  “Support and expand 
Wellness Works!” (G4).  This particular Strategic Initiative aligns with the Board’s Strategic 
Priority – Governance, “Retain and attract a highly skilled, diverse and innovative County 
workforce, which exemplifies the County’s core practices.”  
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Analysis: 
 
Since the inception of the Wellness Program in 2008, the Wellness Works! Team has done an 
exceptional job of implementing the Wellness Program.  The Wellness Works! Team has been 
recognized by the local Working Well organization and the national Wellness Council of 
America (WELCOA) for meeting the benchmarks of a quality wellness program. 
 
 Highlights of programs and events offered through the Wellness Works! Program includes:  
 
 Courthouse stairwell beautification project (Installation of wellness information posters) 
 Installation of Courthouse showers  
 Preventative Screenings (AngioScreens and MetaCheck)  
 Educational Lunch N Learns on wellness topics 
 Annual Leon County Health Fair 
 On-site Flu Shots 
 Tobacco Cessation programs  
 Hand Sanitizers provided at County facilities  
 Healthy food cooking demonstrations 

 
These types of programs and activities would continue as an integral part of the Wellness 
Program; however, in order to emphasize the importance of employee wellness, and to provide a 
structure that would be used to promote and encourage wellness among employees, staff is 
seeking Board approval of a Wellness Program Policy.   
 
Wellness Program Policy  
The proposed Wellness Program Policy provides a framework for employee participation in 
wellness program events and activities.  The proposed Policy establishes procedures that create a 
“Culture of Health” by encouraging healthy lifestyles in order to improve employee health and 
well-being, reduce absenteeism, increase productivity, and mitigate the anticipated rising cost of 
medical insurance.   
 
The Leon County Wellness Program is a voluntary program and is available to all Board and 
Constitutional Office employees.  The Wellness Program is a member of the national Wellness 
Council of America (WELCOA) and operates under its benchmarks.  
 
The proposed Wellness Program Policy provides direction in the following areas: 
 
 Administration - outlines the appointment of Wellness Team members, daily 

management of the Wellness program and responsibilities of the Wellness Team.  
 

 Employee Privacy - outlines the privacy and confidentiality of employee personal health 
information and prohibits Leon County from access to individual employee medical 
information.   
 

 Employee Participation - outlines that participation is voluntary and employees should 
seek the advice of a medical professional prior to participation in physical activities.  
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The proposed Wellness Program Guidelines provides additional detail on the types of programs 
and activities to be offered within the Wellness Program, as set forth in Attachment #3.  The key 
areas of focus for the Wellness Program would include:    
 

 Wellness Education 
 Physical Activity 
 Health and Nutrition 
 Stress Management and Work-Life Balance 
 Preventative Care 
 Tobacco Cessation 

 
Value Based Design (VBD Program) 
 
The requirements of the VBD Program are included in Section VII of the draft Leon County 
Wellness Program Policy.  The VBD is an employer-driven benefit strategy that builds employee 
incentives into the benefit design and premium contribution structure to encourage employees to 
adopt healthy behaviors.  For Leon County, the VBD program would gradually integrate the 
Wellness Program into the Health Insurance Program by offering discounted premium 
contributions for employee participation.  
 
Section VII of the Wellness Program Policy outlines the objectives of the VBD program, 
including eligibility criteria and the Board’s establishment of the annual employer/employee 
health insurance contribution and incentive discount.  A VBD Program Guideline is reflected in 
Attachment #2.  The VBD Program Guideline would be updated, as needed, to carry out the 
objectives of the VBD program.   
 
Rewards Program  
 
The VBD program includes an employee Rewards Program.  The employee Rewards Program is 
an incentive-based Wellness Program designed to assist employees in participating in healthy 
lifestyles.  The program helps employees address many aspects of their health, and then provides 
rewards for completing a certain number of healthy activities throughout the year.  Employees 
would be provided a variety of lifestyle improvement programs and activities to choose from to 
meet their healthy lifestyle goals.  Employees meeting the number of activities set by the 
Rewards Program would be eligible to receive a lower medical insurance premium rate as 
outlined in the VBD program.  The 2013 Rewards Program would require an employee to 
complete 10 out of 58 wellness activities from January to October 2013.  The Health Risk 
Assessment (HRA) would again be required to participate; however, wellness activities would be 
solely the employee’s choice.  The Wellness Rewards Program guidelines would be updated 
annually and communicated to employees.  Attachment #4 provides the proposed Wellness 
Rewards Program Guidelines for the 2013 and 2014 Plan Year that would be adopted by the 
Board and updated as new programs and activities are added to the program in order to carry out 
the objectives of the Wellness Program.    
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Staff would implement the following VBD and Rewards Program activities in 2012 and 2013 for 
the 2013 and 2014 Plan Years:  

 
2012 Current Plan Year  

 Communicate to employees that Leon County is implementing a Value Based Design 
Program that integrates Wellness with Health Insurance for the 2013 Plan Year.     

 The Board establishes the 2013 Plan year employer/employee contribution percentage for 
health insurance at the July 2012 Budget Workshop.  

 Use Capital Health Plan (CHP) to conduct a Health Risk Assessment at no cost to the 
County 

 Employees who voluntarily complete the HRA in October 2012 receive a 2.5% 
discounted premium contribution, effective January 1, 2013.  

 
2013 Plan Year  

 Establish the 2014 Plan year employer/employee contribution percentage for health 
insurance. 

 Use CHP to conduct a follow up Health Risk Assessment at no cost to the County for 
evaluation purposes 

 Develop Wellness Programming and Rewards Based Program where employees 
voluntarily participate in selected wellness activities or programs and receive discounted 
premiums.   

 Provide a Board-approved discounted premium contribution to those employees 
voluntarily participating in Health Assessments and other Wellness Program activities to 
be effective January 2014. 

               
2014 Plan Year  

 During 2014 Plan Year, the Wellness Team will conduct an analysis and evaluation of 
the effectiveness of the VBD program for the 2015 Plan Year.   

Administrative Leave for Wellness Activities 
Section VIII of the Wellness Program Policy requests Board approval to allow employees up to 
one hour of administrative leave per month to attend County-sponsored Wellness activities 
throughout the year.  This administrative leave would be primarily taken in conjunction with the 
employee’s lunch hour to allow travel time to and from Wellness events.  Additionally, 
employees may flex regular schedules, with supervisory approval, in order to attend Wellness 
events.  The Wellness Coordinator would be responsible for maintaining a record of employees 
attending County-sponsored Wellness activities.     
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Staff is requesting Board adoption of the Leon County Wellness Policy and Value Based Design 
Guidelines, and acceptance of the proposed draft Wellness Program Guidelines and proposed 
draft Rewards Program Guidelines.  The Policy adoption would become effective immediately.  
Updates, as needed, would be recommended to the Board  by the Wellness Team in order to 
carry out the objectives of the Wellness Program.     
  
Options:  
1. Adopt the proposed Leon County Wellness Program Policy and proposed Value Based 

Design Guidelines.   

2. Accept the proposed draft Wellness Program Guidelines and proposed draft Rewards 
Program Guidelines.   

3. Do not adopt the proposed Leon County Wellness Program Policy and proposed Value Based 
Design Guidelines.. 

4. Do not adopt the proposed draft Wellness Program Guidelines and proposed draft Rewards 
Program Guidelines. 

5. Board direction 

. 
Recommendation: 
Options #1 and #2.  
 
Attachments: 
 

1. Wellness Program Policy 
2. Value Based Design Program Guidelines 
3. Wellness Program Guidelines  
4. Rewards Program Guidelines 
 
 
VSL/LB/MB 
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Board of County Commissioners 
Leon County, Florida 

 
Policy No. 12-____  

 
 
Title:  Leon County Wellness Program 
 
Date Adopted:  September 18, 2012 
 
Effective Date: September 18, 2012 
 
Reference:  N/A 
 
Policy Superseded: N/A 
 
 
It shall be the policy of the Board of County Commissioners of Leon County, Florida, that 
establishing a Leon County Wellness Program will create a “Culture of Health” by encouraging 
healthy lifestyles in order to improve employee health and well-being, reduce absenteeism, 
increase productivity and mitigate the cost of medical insurance, to wit:.  
 
I. Purpose:  

The primary purpose of the Leon County Wellness Program shall be to offer programs and 
services to assist employees in making voluntary behavior changes that improve employee health 
and enhance individual productivity and well-being or maintaining a healthy lifestyle.   
 
II. Scope: 

The Leon County Wellness Program is a voluntary program and is available to all Board and 
Constitutional Office employees.  Leon County’s Wellness Program is a member of the Wellness 
Council of America (WELCOA).  The Wellness Program shall operate under the seven 
benchmarks established by WELCOA as follows:  

 Capturing Senior Level Support 

 Creating a Cohesive Wellness Team 

 Collecting Data to Drive Health Efforts 

 Crafting  an Operating Plan 

 Choosing Appropriate Programs/Activities 

 Creating a Supportive Environment  

 Consistently Evaluating Outcomes  

Attachment #1 
Page 1 of 5
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III.  Definitions: 

A. County Sponsored Programs - A County sponsored wellness program is one that is 
administered by the Leon County Wellness Team under the division of Human Resources 
and one in which participation can be tracked by the Wellness Team 

B. Value Based Design (VBD) - An employee-driven benefit strategy that builds employee 
incentives into the benefit design and healthcare premium contributions structure to 
encourage employees to use specific high value services or providers or to adopt or 
maintain healthy behaviors. 

C. HRA/PHA - A Health Risk Appraisal (HRA) or Personal Health Assessment (PHA) is a 
self-reported survey that evaluates a person’s risk for health problems and/or chronic 
diseases based on their lifestyle behaviors such as tobacco use, eating and exercise habits 
and their ability to manage stress. 

D. Rewards Program - The wellness activities that will qualify the employees to receive 
healthcare premium discounted contribution rates under the VBD program in 2014.  

IV.  Administration: 

A. The County Administrator, County Attorney Office and Constitutional Officers 
participating in the Wellness Program shall appoint representatives to serve on the 
Wellness Team. 

B. The Wellness Coordinator will be responsible for the daily management and 
administration of the Wellness Program. 

C. The Wellness Team comprised of representatives from Board and Constitutional Offices 
will be responsible for the implementation of programs and services offered through the 
Wellness Program to employees. 

  V. Employee Privacy 

The Wellness Program will collaborate with the County Attorney’s office to ensure that 
programs and services offered protect the privacy and confidentiality of employees’ 
personal information.  Leon County shall comply with all applicable Federal and State 
regulations impacting employee participation in the Wellness Program, including but not 
limited to, the Health Insurance Portability and Accountability Act (HIPAA) the Genetic 
Information Nondiscrimination Act (GINA), and the Americans with Disabilities Act 
(ADA).   

Leon County, in its operation of the Wellness Program, is strictly prohibited from any and 
all access to individual employee health records or medical information.  Leon County 
may only obtain aggregate reports and data on the overall health of the workforce to 
measure Wellness Program effectiveness and evaluate outcomes.    

Attachment #1 
Page 2 of 5
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VI.  Employee Participation 

Employees voluntarily participating in health and wellness activities should seek the 
advice of a medical professional prior to engaging in wellness related activities.  
Programs and services will be developed and offered through the Wellness Program with 
the goal of meeting the needs of all employees. Employees should contact the Wellness 
Coordinator to request additional programs or services or changes in programs or services 
to better meet their individual needs.  

 
VII. Value Based Design (VBD)  

The Value Based Design (VBD) Program is an employer-driven benefit strategy that 
builds employee incentives into the benefit design and premium contributions structure to 
encourage employees to adopt or maintain healthy lifestyles. For Leon County, the 
proposed VBD Program would gradually integrate the Wellness Program into the Health 
Insurance Program by offering discounted premium contributions for employee 
participation.    

 
A. Objective: 

The primary objective of the program is to help control employer healthcare costs while 
improving employee health.  This is accomplished by encouraging participation in 
Wellness programs and offering discounts and incentives that are directly tied to the 
Health Insurance Program.   
 
The VBD will be offered to Board and Constitutional Office employees with the 
following eligibility criteria: 
 
1. The VBD is a voluntary program for all employees 
2. All employees will be able to participate in the Wellness Program.   
3. Benefits eligible employees who are enrolled in a County sponsored health insurance 

plan shall be offered a lower employee contribution rate on Health Insurance 
premiums if they participate in Wellness Program activities and incentive programs.  

4. Employees currently enrolled in the health insurance Spousal Program or Op-Out 
program will not be eligible for the VBD Premium incentive, however, these 
employees may participate in the wellness program 

5. New employees will have the opportunity to take the HRA during their initial 30-days 
on the job, at the same time they are selecting their benefits. 

 
B. Employee Premium Contributions 

Annually, the Leon County Board of County Commissioners shall establish the 
employer/employee contribution strategy for health insurance premiums. Employee’s  
voluntarily participating in designated VBD wellness program activities shall be eligible 
to receive a financial incentive discount in the form of a reduced health insurance 
premium contribution rate as determined the Board annually.   The premium discount will 
be effective on January 1 of each plan year.   

 

Attachment #1 
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C. Rewards Program 

During the first quarter of the 2012/13 Fiscal Year, employees voluntarily participating in 
the VBD  Wellness Program will be requested to complete a Health Risk Assessment  in 
order to be eligible to receive reduced health insurance premiums effective January 1, 
2013.   In subsequent years a Wellness Rewards Program will be available.  Wellness 
Rewards is an incentive-based wellness program designed to help Leon County 
employees participate in healthy lifestyles.  The program helps employees address many 
aspects of their health and provides rewards for completing a certain number of healthy 
activities throughout the year.  Employees will be provided a variety of lifestyle 
improvement programs and activities to choose from to meet their healthy lifestyle goals.  
Employees meeting the number of activities set by the Rewards Program will be eligible 
to receive a lower medical insurance employee premium contribution rate.   
 
Annually, the Wellness Coordinator will communicate details of the Rewards Program to 
County employees.   While a variety of programs and services will be offered through 
Rewards Program, any employee that has ADA limitations which prevent them from 
participating in the programs or services offered through the Wellness Rewards Program 
should contact the Wellness Coordinator to determine potential alternatives.  The 
Wellness Coordinator will consult with the ADA Coordinator to determine potential 
alternatives. 

 
The Rewards Program will focus on the following areas: 

 Wellness Education 

 Physical Activity 

 Health and Nutrition 

 Stress Management and Work-Life Balance 

 Preventative Care 

 Tobacco Cessation 

  

VIII. Administrative Leave for Wellness Activities  

In order to encourage employees participating in Wellness Program activities and to 
accommodate employees traveling to and from wellness events, each County employee 
may be granted up to one hour of administrative leave per month to participate in a 
County sponsored wellness program. A County sponsored wellness program is one that is 
administered by the Leon County Wellness Team, and the Wellness Coordinator 
maintains a record of employee participation in Wellness events. Administrative Leave is 
not provided to Temporary OPS or EMS PRN Employees.  
 

Attachment #1 
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Supervisors are responsible for coordinating their department’s involvement in any 
wellness activity and are encouraged to accommodate employees, when feasible, to attend 
a wellness event.  As with any voluntary program, decisions surrounding the availability 
of an employee to attend a wellness activity should be made in consideration of the 
operational needs of the respective office.  In accordance with the core values of Leon 
LEADS, customer service and appropriate staffing to provide required services will take 
precedence over any County sponsored wellness activity. 

 
 
 
 
 
Adopted September 18, 2012 

Attachment #1 
Page 5 of 5
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Leon County Value Based Program (VBD) 
 
Definition: 
 
Value Based Design (VBD) is an employer-driven benefit strategy that builds employee 
incentives into the benefit design and healthcare premium contributions structure to encourage 
employees to use specific high value services or providers or to adopt or maintain healthy 
behaviors. For Leon County, the proposed VBD Program would gradually integrate the Wellness 
Program into the Health Insurance Program by offering discounted premium contributions for 
employee participation.   
 
Objective: 
The primary objective of the program is to slow down the acceleration of employer costs while 
improving employee health.  This is accomplished by encouraging participation in Wellness 
programs and offering discounts and incentives that are directly tied to the Health Insurance 
Program.   
 
Eligibility: 
 
The VBD Program premium incentive will be offered to Board and Constitutional Office 
employees voluntarily participating in Wellness Program activities with the following eligibility 
criteria: 
 

1. The Wellness Program is a voluntary program for all employees. 
2. All employees will be able to participate in the Wellness Program.   
3. The VBD health insurance premium incentive will only be provided to benefits eligible 

employees who are enrolled in CHP or BCBS.  These employees will be offered a lower 
employee contribution rate on Health Insurance premiums if they participate in Wellness 
Program activities and screenings (ex. Health risk assessment, Biometric screening, and 
other programs and  activities sponsored by the Wellness Program). 

4. Employees currently enrolled in the health insurance Spousal Program or Opt-Out 
program will not be eligible for the VBD Premium incentive, however, these employees 
may participate in the Wellness Program. 
 

VBD Program Structure:  
1. Obtain Executive level buy-in to implement a VBD program over the next two years, in 

order to give the staff time to evaluate it, and slowly roll out the VBD concept to 
employees. 

 
2. Communicate with employees to help them understand how the VBD program will work 

and why having healthy employees and reigning in health care costs, benefits the 
employer as well as the employees.  

 
3. Provide discounted or reduced health insurance premium contribution rates to those 

employees voluntarily participating in Wellness Programs (ex. Health Risk Assessments, 
Biometric Screenings and other Wellness Program services).   

Attachment #2 
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4. Develop approved VBD Program wellness programs, screenings and other services that 

will be eligible for employee discounted contributions on health insurance.    
 

5. Meet with health plan providers to determine the capabilities of CHP/BCBS health to offer 
programs that support VBD plans.  

 
6. Collect as much aggregate data as possible regarding Leon County and Constitutional 

Officer employee population to create a benchmarking baseline.   
a. Standard health plan or third party administrator reports, including: Major cost 

drivers, how employees access services, drug adherence rates, etc.   
b. Dental utilization and costs 
c. Short Term Disability utilization and costs 
d. Employee Assistance Plan utilization and costs 
e. Long Term Disability utilization and costs 
f. Health Risk Assessments and biometric data  
g. Biometric Screenings (blood pressure, cholesterol, glucose, etc) 
h. Workers Compensations claims and FMLA Leave request 
i. Employee satisfaction survey results 
j. Participation rates in employer incentive programs 
k. Absenteeism data 
l. Wellness Vendor experience 

 

Proposed Timelines for initial VBD initiative: 
 

2012  Current Plan Year  
1. Communicate to employees that Leon County is implementing a Value Based Design 

Program which integrates Wellness and Health Insurance for the 2013 Plan Year.  
2. The Board establishes the 2013 Plan year employer/employee contribution percentage for 

Health Insurance at the July 2012 Budget Workshop. 
3. Use CHP to conduct a Health Risk Assessment at no cost to the County 
4. Employees voluntarily completing HRA in October 2012 receive  2.5% discounted 

premium contribution effective January 1, 2013. 
 

2013 Plan Year  
1. The Board establishes the 2014 Plan year employer/employee contribution percentage for 

Health Insurance. 
2. Use CHP to conduct a follow up Health Risk Assessment at no cost to the County for 

evaluation purposes 
3. Develop Wellness Programming and Rewards Based Program where employees 

voluntarily participate in selected wellness activities or programs and receive discounted 
premiums.   

4. Provide a Board approved discounted premium contribution to those employees 
voluntarily participating in Health Assessments and other Wellness Program activities to 
be effective January 2014. 
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2014 Plan Year  
1. During 2014 Plan Year, the Wellness Team will conduct an analysis and evaluation of 

the effectiveness of the VBD program for the 2015 Plan Year.   
 
Communications Strategy 
 

An effective communications strategy is critical to successfully implementing a VBD Program. 
Accordingly, Leon County proposes to follow best practices and features of a well-structured 
communications strategy: 
 

1. Develop an employee communications plan for the next 6-12 months.  
2. Emphasize that the VBD initiative is driving participation to collect data, only. 
3. Emphasize that the program is voluntary and that the goal is to improve employee health 

while controlling health care costs.  
4. Stress that the confidentiality of the health care information will be strictly enforced. 
5. Conduct focus groups to understand employee key concerns about the initiative and their 

health. 
6. Continue communication efforts to get employee buy-in throughout the organization. 
7. Reinforce the key messages of the VBD program through benefits vendors and at open 

enrollment.  
8. Brand the VBD program.  
9. Conduct a consumer satisfaction survey after the first two years of operation to gauge 

program acceptance and identify possible improvement areas. 
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Leon County Wellness Program Guidelines 

 

Purpose Statement: 

Since 2008, the Leon County Board of County Commissioners has demonstrated its commitment 
to increasing the health and productivity of its employees, while trying to mitigate employee 
medical insurance costs through their support of a wellness program. Research has shown that 
healthier employees are more productive, engaged, resilient and overall happier, incur less health 
care costs, and are more satisfied with their jobs and their employer. 

The Wellness Program has flourished since 2008 by offering its employees many activities 
created to bring about awareness and behavior changes to improve their health.  This type of 
approach is called an “activity-oriented” program. 

In 2012, the Board took that commitment to a higher level by approving the funding of a full 
time Health and Wellness Coordinator position to expand the wellness program from an 
“activity-oriented” program to a “participation based” program.  A “participation-based” 
program integrates the wellness program with the benefits program, creates data to evaluate the 
program and measures its success. 

Although activities and programs are necessary for any wellness program, systemic changes that 
are needed to truly build a “Culture of Health” can only happen when environment and policy 
changes to support those activities, programs and desired health behavior improvements are 
implemented. 

Hence, the Wellness Program will have Policies and Guidelines that are designed to try to make 
the “Healthy Choice” the “Easy Choice” for the County’s employees in order to encourage and 
support them to get healthier. 

The following are the Leon County Wellness Program Guidelines designed to help support the 
Wellness Program Policy and encourage Leon County employees to develop healthier lifestyles. 

Definitions 

1. County Sponsored Programs - A County sponsored wellness program is one that is 
developed by the Leon County Wellness Team under the division of Human Resources 
and one in which participation can be tracked by the Wellness Team 

2. Value Based Design (VBD) - An employee-driven benefit strategy that builds employee 
incentives into the benefit design and premium contributions structure to encourage 
employees to adopt healthy behaviors. 

3. HRA/PHA - A Health Risk Appraisal (HRA) or Personal Health Assessment (PHA) is a 
self-reported survey that evaluates a person’s risk for health problems and/or chronic 
diseases based on their lifestyle behaviors such as tobacco use, eating and exercise habits, 
ability to manage stress, etc.  

4. Rewards Program - The wellness activities that will qualify employees to receive 
premium discount contribution rates under the VBD program. 
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Implementation of Wellness Program 
Key Focus Areas: 
 
The County Wellness Program will address the following key areas: 

I. Wellness Education 
II. Physical Activity 
III. Health and Nutrition 
IV. Stress Management and Work/Life Balance 
V. Tobacco Cessation 
VI. Preventative Care 

 
I. Wellness Education 

Wellness Education is vital to health behavior improvements.  Awareness is the first step in 
behavior change, so educating employees on various health and wellness topics throughout 
the year is the first step in getting people healthier.  The next step is educating employees on 
how to build the skills to make the needed changes.  Each year the Leon County Wellness 
Team will provide various opportunities for employees to be educated in many different 
areas of health and wellness.  These programs and activities will require the employees to 
register on the Intranet, as well as sign up onsite, so the Wellness Team can track 
participation. The employee may utilize administrative leave, as permitted, in the Wellness 
Program Policy.  The following are examples of programs and activities where attendance 
could be verified through sign up/registration sheets: 

1. Lunch N Learns/Breakfast N Learns 
2. The Annual Health Fair 
3. Screenings 
4. Tobacco Cessation Programs 
5. Stress Programs 
6. Physical activities, such as a group exercise program offered on County property 

 
II. Physical Activity 

Whether at the desk, driving, or in meetings, many County employees sit for long periods of 
time, contributing to circulatory problems, stiffness, muscle aches and pain, ergonomic 
injuries, and obesity, which negatively affect health and productivity.  The County wants to 
encourage employees to increase their physical activity throughout the day. 

The following are some of the recommendations the County would like to encourage its 
employees to do while at work: 

1. Use the Stretch Clock located on the Intranet as a reminder to stop and stretch at least 
twice in the morning and twice in the afternoon—preferably once each hour.  Be sure 
to include neck, back, shoulders, legs and wrists stretches. 

2. When working at the desk, get up and move around each hour.  Go to the 
photocopier, walk up and down some steps, walk outside for a few minutes, stand up 
while on the phone or talking to a co-worker, stretch while listening to webinars or on 
a speaker call, etc. 

3. When spending a good amount of time in a vehicle, stop, get out, walk around, and 
stretch. 
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4. During meetings lasting more than an hour, take an activity break; walk to the 
bathroom, to get water, or to go around the building; or, stand in place and stretch. 

5. Take the stairs, when possible, as opposed to using the elevator. 
6. Take advantage of the shower facility offered to employees; bicycle to and from 

work, or exercise at lunch. 
7. When allowed, use breaks or lunchtime to walk or exercise. 
 

III. Health and Nutrition 

In order to create an environment that encourages and supports employees to eat healthier, 
the Wellness Team will implement the following things: 

 30% of the food/drink/condiments, when food is offered to County employees, will 
be healthy. 

This will include Lunch N Learns, Board meetings, workshops, and other events where 
food may be served.  Examples of healthy options include, but are not limited to the 
following: 

1. Entrees--baked or grilled instead of fried; lower-fat hotdogs and hamburgers; 
casseroles made with lower fat ingredients, etc. 

2. Condiments - low fat mayonnaise, dressings, dips, cheese, cream cheese, jams, etc. 
3. Whole wheat grain pastas, crackers, and breads 
4. Drinks- unsweetened beverages 
5. Vegetarian options for those people who do not eat meat 
6. Fruit and/or vegetable trays 
7. Low fat/sugar desserts, such as frozen yogurt, angel food cake, fruit, graham crackers, 

Fig Newtons, dried fruit, or trail mix 

 Vending service contractors will work with the Wellness Team to: 

1. Have a minimum of 30% of the vending machine choices as healthy options, which 
would include things like baked chips, fruit bars, unsweetened beverages, yogurt, etc.  

2. Develop and make available point of purchase nutrition information for posting at the 
vending machines. 

3. Encourage selection of the healthier choices by charging less for the healthy food and 
more for the unhealthier choices. 

 Additionally, the Wellness Team will encourage County employees to try healthier 
foods by: 

1. Feature healthy recipes on the County’s Wellness site 
2. Have at least one employee lunch a year for the purpose of exchanging healthy 

recipes 
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IV. Stress Management and Work/Life Balance 

An effective Employee Wellness Program addresses overall Employee well-being that 
includes finding ways to help employees manage stress and balance their personal and 
professional lives.  Leon County has many voluntary benefits in place to help employees do 
those things, and the Wellness Team encourages employees to take advantage of them.   
These include the following policies that are outlined in the County Policy Manual -  
Section 11.01-Personnel Policies and Procedures. 

1. Section 6.11 - Employee Assistance Programs  
2. Section 7.01.1 - Flextime/Staggered Work Hours  
3. Section 7.02-7.09 - Paid holidays, vacation time, annual leave and sick leave 
4. Section 7.19 C - Paid leave for death in the immediate family 
5. Section 7.19 E - Administrative leave to volunteer in the community 
6. Section 7.20 – Parental leave 
7. Policy No. 03-12 – Violence Prevention and Intervention 

Because finances are one of the major drivers of stress, the County offers numerous benefits 
to help its employees financial well-being including:  
1. The ability to purchase Health Insurance 
2. The ability to purchase Dental Insurance 
3. The ability to participate in Deferred Compensation 
4. Tuition Assistance 
5. Retirement 

Through its Rewards Program, the Wellness Team also encourages employees to: 

1. Get 7 hours of sleep each night 
2. Improve their financial well-being by attending presentations on Financial Wellness both 

in person and online. 
3. Take Stress Management classes and/or Lunch N Learns both in person and online. 
4. Take advantage of the $150 rebate offered by CHP for belonging to a gym, Weight 

Watchers, or other programs to help get healthier. 
 

V. Preventative Care 

The County offers its employees a benefits package designed for the employees to be able to 
help prevent illness and disease from occurring and to provide healthcare in case of injury or 
illness. The Wellness Team highly encourages its employees to take advantage of those 
benefits by: 

1. Getting an annual Wellness Check-up or Physical each year. There is no cost to the 
employee for this service. 

2. Getting age-related prevention screenings such as mammograms, prostate screenings, 
bone density screenings, colonoscopies, etc 

3. Getting an annual dental check-up 
4. Getting an annual flu-shot 
5. Consulting with a nurse line/health coach as needed, especially before going to the 

emergency room or having a surgical procedure. 
6. Participating in a Chronic Disease Management Program if applicable 
7. Taking an online Personal Health Assessment 
8. Familiarizing yourself with your medical records 
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Leon County Wellness Rewards Program 

 

In order to qualify for the 2014 Value Based Design discount each employee will need to show 
that they are trying to improve their overall health and well-being during 2013.  The Rewards 
Program encourages employees to recognize and address several different aspects of their health. 

To qualify, each employee would need to complete 9 out of 57 options.   The only activity that 
will be required during the 4th quarter of the calendar year is the annual Health Risk Assessment 
in October 2013.   

The Wellness Team can verify the Tracking Programs on the Website, attendance at the Health 
Fair, Lunch N Learns, Tobacco Cessation programs, or any County offered program.  The others 
will be self-reported.  Employees are expected to be honest about completing them.  

There is a tracking system set up on the County’s Intranet Wellness Corner for you to record the 
programs or activities completed.  Just click on the link at__________and it will take you there. 

Employees can start at any time during the first quarter of 2013.  The last day that activities can 
be entered will be October 31, 2013.  At least three activities will need to be completed each of 
the first three quarters.   

The options employees may choose from for the Rewards Program are: 

Physical Activity 

1. Participate in “Walk Through Florida.” 
2. Join a gym or fitness program.  If you already have joined one or if you have a home 

gym, work out at least twice a week for at least 15 weeks out of the year. 
3. Participate in at least one Community-sponsored physical activity like the Heartwalk, 

Corporate Cup Challenge, Turkey Trot, bike races, triathlons, etc. 
4. Join or be a member of a Community Sports Team/League/Club such as Softball, 

Football, Soccer, Rowing, Running, Biking, etc. 
5. Track your physical activity on the 95210 Website for at least two weeks. 
6. Walk during the workday, when and if allowed by your Supervisor, at least four times a 

month. 
7. Track the number of hours you spend in recreational screen time –not work time but 

social media, computer games, television, texting, etc. for at least two weeks.  This could 
be done on the 95210 website 

8. Participate in any physical activity offered by the County wellness program. 
9. Participate in a physical activity with your family at least six times during the year. 
10. Stretch at your desk for a few minutes each morning and afternoon for at least two weeks 

or stretch before you go to work if you are not working at a desk.  A good way to do this 
is to use the Stretch Clock on the Wellness Corner of the Intranet. 
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Leon County Wellness Rewards Program 

 
Health and Nutrition 
11. Join Weight Watchers or any other Weight Loss program. 
12. Take the Weight Loss class offered by CHP, either in person or online. 
13. Track the number of Fruits and Vegetables eaten each day for at least two weeks on the 

95210 website. 
14. Try five healthy recipes or foods during the year (either tasting or cooking). 
15. Plant a garden at home or participate in a Community Garden. 
16. Read the ingredients on food labels.  
17. Attend a grocery store tour to help you eat healthier (Google Grocery Store Tours). 
18. Buy locally grown fruits and vegetables at local Farmer’s Markets at least three times 

during the year. 
19. Track the number of sweetened beverages you drink each day for at least two weeks on 

the 95210 website. 
20. Track the number of glasses or ounces of water you drink each day for at least two 

weeks.  
 

Stress/Work-Life Balance 

21. Take a Time Management course  
22. For two weeks, focus on recognizing your physical symptoms when you feel stressed 

(headache, jaw clenching, stomach tightening/upset/nervous/etc, neck or back muscles 
tightening, etc) Once you recognize you are stressed, stop and take 10 deep breaths. 

23. Track the number of hours you sleep each night for two weeks on at 95210.org      
(target 7-9 hours) 

24. Try a yoga class, if you have not; or, if you have, attend a yoga class at least a couple of 
times a month.  

25. Get a massage this year. 
26. Volunteer in the Community in an area you are interested in helping. 
27. Access the County’s Employee Assistance Program (EAP) program if you feel 

overwhelmed, personally or professionally. 
28. Set healthy boundaries around technology, especially as it pertains to work;  unplug from 

cell phones, iPads, the computer, etc., and focus on yourself, your family, your friends. 
29. Use vacation time; and, when you do, unplug yourself from work!!!!!! 
30. If you are a caregiver, find a way to get help to give yourself a break—ask a friend to 

take over for a couple of hours, at least once a week, so you could have some “down 
time” for yourself. 
 

Financial Wellness 

31. Attend a Lunch N Learn on Financial Fitness. 
32. Meet with a financial planner at least once this year 
33. Create a budget with your family to follow this year. 
34. Participate in the 457 Deferred Compensation Program 
35. Watch any of the videos on Financial Planning on the FRS website  
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Leon County Wellness Rewards Program 

 
Tobacco Cessation –You must be a tobacco user to count the activities below. 

36. Complete a Tobacco Cessation class if you are using any tobacco products; including 
cigarettes, cigars, pipes, chewing tobacco, snuff, pouches, and electronic cigarettes. 

37. If one class didn’t work, keep trying to quit. 
38. Designate your house as a smoke-free zone. 
39. Don’t Smoke around your kids—even in the car. 
40. If your kids start to smoke, encourage them to quit. 
  

 
Preventative Care 

41. Get a Wellness check-up or annual physical with your insurance carrier (CHP/BCBS). 
42. Get your age-related screenings as needed/recommended (Colonoscopy, Mammogram, 

Prostrate Screening, Skin Cancer Check, Pap Smear, etc) (CHP/BCBS). 
43. Get an annual dental check-up and cleaning. 
44. Get your $150 from CHP for belonging to a gym or taking a Weight Watchers class 
45. Consult with a CHP Health Coach at least once this year to discuss upcoming surgery 

options whether to go to the emergency room, make an appointment for a Dr.’s visit, 
second opinions on medical diagnosis, etc.  

46. Participate in a Chronic Disease Management Program if applicable (CHP/BCBS). 
47. Go on to CHP Connect and familiarize yourself with your medical records (CHP) 
48. Take one of the CHP online health classes. 
49. Get a flu shot. 
50. Read at least threeeducational articles on healthcare, wellness, fitness, etc this year 

 
Participation the Leon County SponsoredWellness Program 

 
51. Attend two Lunch N Learns during the year 
52. Attend the Annual Leon County Health Fair 
53. Apply for the WellQuest Challenge to represent Leon County in the quest for the 

“Wellest” Employees in our Community 
54. Sign up with the Working Well 95210 grant/program to be a family that tracks the usage 

of the 95210 tenants for their family for three months. 
55. Participate in the Working Well Corporate Cup Challenge 
56. Take the HRA in October 2013. 
57. Participate in any other County-Sponsored Wellness Program activity that is created by the 

Wellness Team during 2013. 
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Regular Meeting & Public Hearing Page 10 

September 18, 2012 

 

6. Approval to Renew the Agreement Between Leon County and Apalachee Center, 
Inc. for the Provision of Baker Act and Marchman Act Services for FY 2012/2013 

 
Commissioner Dailey requested that the item be pulled for discussion. 
 
 

County Administrator introduced the item. 
 
Commissioner Dailey stated for transparency purposes, he is a voluntary member of the 
Apalachee Center Board of Directors.  He confirmed with County Attorney Thiele that he 
had no conflict of interest in voting on this issue. 
 
Commissioner Dailey moved, duly seconded by Commissioner Desloge, approval of Option 
1:  Approve the renewal of the Agreement with Apalachee Center, Inc. for Baker and 
Marchman Act mandated services in the amount of $638,156 for FY 2012/13, and 
authorize the County Administrator to execute.  The motion carried 7-0. 

 

 

 

 

 

 

[Remainder of Page Intentionally Left Blank] 
  



Leon County 
Board of County Commissioners 

 

Notes for Agenda Item #6 
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Leon County 
Board of County Commissioners 

Cover Sheet for Agenda #6 
 

September 18, 2012 
 
To: 

 

Honorable Chairman and Members of the Board 
  

From: Vincent S. Long, County Administrator 
  

Title: Approval to Renew the Agreement Between Leon County and Apalachee 
Center, Inc. for the Provision of State-Mandated Baker Act and Marchman 
Act Services for FY 2012/13 

 
 
 

County Administrator 
Review and Approval: 

Vincent S. Long, County Administrator 

Department/ 
Division Review: 

Alan Rosenzweig, Deputy County Administrator 

Candice M. Wilson, Director, Office of Human Services and 
Community Partnerships 

Lead Staff/ 
Project Team: 

Lorraine Y. Austin, Healthcare Services Coordinator 
Tiffany Y. Harris, Human Services Analyst 

 
 
Fiscal Impact:  
This item has a fiscal impact to the County in the amount of $638,156.  Funding for the 
Agreement with Apalachee Center is included in the FY2012/13 Tentative Budget. 
 
Staff Recommendation:   
Option #1:   Approve the renewal of the Agreement with Apalachee Center, Inc. for Baker and 

Marchman Act mandated services in the amount of $638,156 for FY2012/13, and 
authorize the County Administrator to execute.    
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Report and Discussion 

 
Background: 
Chapter 394 of the Florida Statutes is known as “The Baker Act” and as “The Florida Mental 
Health Act.”  The Baker Act provides an individual with emergency services and temporary 
detention for mental health evaluation and treatment, either on a voluntary or involuntary basis.  
Chapter 397 of the Florida Statutes is known as the “Hal S. Marchman Alcohol and Other Drug 
Services Act of 1993.”  The Marchman Act provides for the involuntary or voluntary assessment 
and stabilization of a person allegedly abusing drugs, alcohol, or other substances and provides 
for treatment of substance abuse. 
  
Florida Administrative Code, Chapter 65E-14, Community Substance Abuse and Mental Health 
Services-Financial Rules, requires that State funds expended for mental health, alcohol and drug 
abuse services be matched on a 75% State to 25% local basis.  The Marchman Act outlines a 
means of providing an individual, in need of substance abuse services, with emergency services 
and temporary detention for substance abuse evaluation and treatment when required, either on a 
voluntary or involuntary basis.   
 
The County Attorney's Office has previously researched and analyzed the relevant law in this 
matter and opined that it appears  Leon County has no obligation to provide the requested 
amount to the Center.  
 
Analysis: 
Apalachee Center, Inc. (ACI) is the only Leon County healthcare facility designated by the 
Department of Children and Families as the public-receiving facility for individuals in mental 
health and/or substance abuse crisis.  Additionally, authority for this designation is provided in 
legislation.  ACI provides alcohol and drug detoxification and crisis stabilization services under 
the Baker and Marchman Acts to Leon, Franklin, Gadsden, Jefferson, Liberty, Madison, Taylor, 
and Wakulla counties.  Collectively, these counties provide the 25% local match, which is based 
on a historical bed-day utilization rate (total bed-days used/bed-days used by County).   
Leon County’s utilization rate is approximately 67%.  Other funding sources include the Leon, 
Gadsden, and Wakulla County school boards; Medicare; and other first and third party payor 
fees.   
  
Table 1 displays inpatient screening and admission data reported by ACI for Leon County 
residents during the first three quarters of FY 2011/12.  FY 2011/12 year-end data will be 
available in October.   
 
Table 1:  FY 2011/12 Screening and Admission 
Screened by the Evaluations & Admissions Unit 1,769 
Admitted to PATH – Publicly Funded Baker Act Unit 733 
Admitted to Detox – Publicly Funded Marchman Act Unit 404 
Admitted to EPH – Private Facility, Not Publicly Funded 528 
Admitted to All Inpatient Units (PATH, DETOX, EPH) 1,665 
Number of residents not admitted 104 
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Of the 1,769 residents screened 104 were not admitted.  Table 2 provides the reasons screened 
patients were not admitted.   
 
Table 2:  Reasons Not Admitted 
Referred to Life Management / Bay 
Behavioral  

0 Referred to Medical Hospital  14 

Did Not Need Inpatient or Declined Services 66 Detox Beds Full  0 
Became Physically Violent and Was Arrested 1 Referred to TMH Behavioral Health 20 
Other  3 Total Not Admitted 104 

  
ACI reports that clients who did not need inpatient services or declined services were given 
referrals and/or appointments to programs such as its outpatient programs, FSU Counseling 
Center, Alcoholics Anonymous, Narcotics Anonymous, Disc Village, physicians, practitioners, 
Bond Clinic, Assisted Living Facilities, the Homeless Shelter, and VA Outpatient Programs.  
 
Table 3 represents funding by Leon County and utilization by residents for the past four years.  
During FY 2011/12, the County allocated $638,156 to ACI for these services.   
 
Table 3:  Leon County Funding and Residents Screened 
County Fiscal Year County Local Match Residents Screened 
FY 06/07 $611,505 2,190 
FY 07/08 $614,580 2,375 
FY 08/09 $614,918 2,128 
FY 09/10 $628,004 2,532 
FY 10/11 $638,156 2,560 

 
ACI has requested level funding in the amount of $638,156 for FY2012/13.  The Agreement is 
for one year, beginning October 1, 2012, and expiring September 30, 2013 (Attachment #1). 
 
Options:  
1. Approve the renewal of the Agreement with Apalachee Center, Inc. for Baker Act and 

Marchman Act services in the amount of $638,156 for FY2012/13, and authorize the County 
Administrator to execute. 

2. Do not approve the renewal of the Agreement with Apalachee Center, Inc. for Baker Act and 
Marchman Act services in the amount of $638,156 for FY2012/13.  

3. Board direction. 
 
Recommendation: 
Option #1 
 
Attachment:  
1. FY 2012/13 Agreement between Leon County and Apalachee Center, Inc.  
 
VSL/AR/CMW/tyh 
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AGREEMENT 
 
 This Agreement is entered into this _____ day of ___________ 2012 between 
LEON COUNTY, FLORIDA, a Charter-County and Political Sub-division of the State of 
Florida (hereafter “LEON COUNTY”) and APALACHEE CENTER, INC., (hereafter 
“APALACHEE) a non-profit entity located at 2634-J Capital Circle NE, Tallahassee, FL 
32302. 
 
 WHEREAS, APALACHEE has for a number of years contracted with the 
Department of Children and Families for the provision of mental health services under 
Chapter 394, Florida Statutes; and  
 
 WHERAS, Section 394.76, Florida Statues, requires that state funds expended for 
mental health, alcohol and drug abuse services, subject to certain specified exemptions, 
be matched on a 75% to 25% state to local basis; and 
 
 WHEREAS, APALACHEE has identified certain funds raised and expended by it 
as matching funds which it agrees may be used to reduce the amount of local matching 
funds needed; and  
 
 WHEREAS, LEON COUNTY is desirous of continuing its long and harmonious 
relationship with APALACHEE CENTER, INC. 
 

NOW, THEREFORE, APALACHEE CENTER, INC. AND LEON COUNTY, 
FLORIDA, agree as follows: 
 

(1) Commencing October 1, 2012 through September 30, 2013, LEON COUNTY 
will provide APALACHEE with matching funds in the amount of $638,156 to be paid in 
twelve (12) successive monthly payments.   

 
(2) APALACHEE agrees to seek other funding from other local governing bodies 

in accordance with Florida Law. 
 

(3) The parties agree to an audit at the election of LEON COUNTY.  In the event 
of such audit, the auditor will be selected and paid for by LEON COUNTY; however, the 
auditor must comply with Generally Accepted Accounting Principles (GAAP). 

 
(4) APALACHEE agrees to submit a report to include demographic data and the  

number of clients served, clients denied admission and reason for denial and referral 
information on a quarterly basis and to submit invoices monthly.   
 

(5) A material breach of this agreement by either party would entitle the other to 
pursue any and all remedies and to assert all defenses which would have been available to 
either in the absence of such agreement. 

 
(6) Nothing in this agreement shall be construed as establishing or creating a 

relationship of agency, partners or employment between the parties, or as constituting 
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either party as the agent or representative of the other for any purpose.  APALACHEE is 
not authorized to bring LEON COUNTY to any contract or other obligations, and shall 
not expressly or impliedly represent to any party that APALACHEE is the agent or 
representative of LEON COUNTY. 

 
(7) APALACHEE agrees to indemnify and hold harmless LEON COUNTY from 

claims, damages liabilities, or suites of any nature arising out of, because of, or due to the 
breach of this agreement by APALACHEE, its delegates, agents, employees, or due to 
any acts occurrence of the omission or commission of APALACHEE, included but not 
limited to costs and a reasonable attorney’s fee.  LEON COUNTY may at its sole option, 
defend itself or allow APALACHEE to provide the defense.  APALACHEE 
acknowledges that Ten Dollars ($10) of the amount to be paid to the APALACHEE is 
sufficient consideration for APALACHEE indemnification of LEON COUNTY. 

 
(8) All notices provided hereunder shall be in writing sent by United States 

certified mail, postage prepaid, return receipt requested, overnight courier or by hand 
delivery.  All notices required under this agreement shall be given to the parties at the 
addresses below or at such other place as the parties may designate in writing. 
 
Notice to the Apalachee Center, Inc.:  Jay Reeve, PhD 

Chief Executive Officer 
Apalachee Center, Inc.  
2634-J Capital Circle NE  
Tallahassee, FL 32302. 

 
 
Notice to the COUNTY:   Candice M. Wilson, Director 

Leon County  
Office of Human Services and Community 
Partnerships 

     918 Railroad Avenue 
     Tallahassee, FL 32310 
 
 
(9) This agreement shall be governed by, construed, and enforced in accordance 

to the laws of the State of Florida. 
 
(10) In accordance with Section 287.133, Florida Statues, APALACHEE certifies 

to the best of its knowledge that neither APALACHEE nor its affiliates have been 
convicted of a public entity crime.  Violation of the section by APALACHEE shall be 
grounds for cancellation of this agreement by LEON COUNTY. 

 
(11) The performance of LEON COUNTY of its obligations under this agreement 

shall be subject to and contingent upon the availability of funds budgeted by LEON 
COUNTY or otherwise lawfully expendable for the purposes of this agreement for the 
current and future periods. 
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IN WITNESS THEREOF, the parties hereto have caused this instrument to be 
executed on the day and first year written above. 
   

LEON COUNTY, FLORIDA 
 
                                                        BY: ______________________ 
                  Vincent S. Long 
       County Administrator 
 
ATTEST: 
Bob Inzer, Clerk of the Court 
Leon County, Florida 
 
BY: ______________________ 
 
 
Approved as to Form: 
Leon County Attorney’s Office 
 
______________________ 
Herbert W. A. Thiele, Esq. 
County Attorney 
 
 
 
ATTEST:      APALACHEE CENTER, INC. 
 
 
BY: ______________________   BY: ______________________ 
Virginia Kelly      Jay Reeve, PhD 
Chief Financial Officer     Chief Executive Officer 
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September 18, 2012 

 

 
7. Approval of Agreement Between Leon County and Children’s Home Society of 

Florida for the Provision of Child Protection Examinations for FY 2012/13 
 

Commissioner Dailey requested the item be pulled for discussion. 
 
County Administrator Long introduced the item.   
 
Commissioner Dailey stated for transparency purposes, that his wife is a voluntary 
member of the Children’s Home Society of Florida’s Board of Directors.  He confirmed 
with County Attorney Thiele that he had no conflict of interest in voting on this issue.    
 
Commissioner Dailey moved, duly seconded by Commissioner Maddox, approval of 
Option 1:  Approve the Agreement between Leon County and Children’s Home Society of 
Florida for the provision of State-mandated child protection examinations for FY 2012/13, 
and authorize the County Administrator to execute.  The motion carried 7-0. 

 

 

 

 

 

 

[Remainder of Page Intentionally Left Blank] 
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Cover Sheet for Agenda #7 
 

September 18, 2012 
 
To: 

 

Honorable Chairman and Members of the Board 
  

From: Vincent S. Long, County Administrator 
  

Title: Approval of the Agreement Between Leon County and Children’s Home 
Society of Florida for the Provision of State-Mandated Child Protection 
Examinations for FY 2012/13 

 
 
 

County Administrator 
Review and Approval: 

Vincent S. Long, County Administrator 

Department/ 
Division Review: 

Alan Rosenzweig, Deputy County Administrator 

Candice M. Wilson, Director, Office of Human Services and 
Community Partnerships 

Lead Staff/ 
Project Team: 

Tiffany Y. Harris, Human Services Analyst 

 
 
Fiscal Impact:  
This item has a fiscal impact to the County in the amount of $59,000, which is included in the 
FY2012/13 Tentative Budget. 
 
 
Staff Recommendation:   
Option #1: Approve the Agreement between Leon County and Children’s Home Society of 

Florida for the provision of State-mandated child protection examinations for  
FY 2012/13, and authorize the County Administrator to execute. 
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Report and Discussion 

 
Background: 
In accordance with Florida Statutes, Chapter 39 of Title 5, Section 304, subsection 5, counties 
are required to pay examination costs for children who are alleged to have been abused, 
abandoned, or neglected.  For many years, the number of examinations remained low and the 
local Child Protection Team (CPT) funded the examinations through State-contracted general 
revenue appropriations, Federal funding, donations, and fundraisers.  County funding was not 
pursued by the CPTs until September 2000.  The State Division of Children’s Medical Services 
of the Florida Department of Health provides administration and oversight to the local CPTs.  
CPTs are required, by law to provide diagnostic and evaluative services to supplement the 
investigations of child abuse, abandonment, or neglect.  Each CPT contracts with a nonprofit 
agency to provide these services.  In Leon County, the nonprofit agency is Children’s Home 
Society of Florida, North Central Division (CHS).  CHS is a nonprofit organization that provides 
various services, including adoption services, pregnancy counseling, and early intervention.   
 
Analysis: 
Under the terms of the Agreement, the County agrees to pay a flat rate of $250 to CHS for each 
diagnostic/evaluation performed on a child, regardless of the actual expense of the services 
provided.  To receive payment, CHS submits quarterly invoices and reports to Leon County’s 
Health and Human Services Department regarding the dates of service, demographic 
information, and types of abuse cases examined.  During the first three quarters of FY2011/12, 
CHS conducted 149 exams and has been reimbursed for 149 exams.  The FY2012/13 Tentative 
Budget includes an allocation of $59,000 for CHS.     
 
Options:  
1. Approve the Agreement between Leon County and Children’s Home Society of Florida for 

the provision of State-mandated child protection examinations for FY 2012/13, and authorize 
the County Administrator to execute. 

2. Do not approve the Agreement between Leon County and Children’s Home Society of 
Florida for the provision of State-mandated child protection examinations for FY 2012/13. 

3. Board direction. 
 
Recommendation: 
Option #1. 
 
Attachment:  
1. FY 2012/13 Contract between Leon County and Children’s Home Society of Florida. 
 
 
 
 
VSL/AR/CMW/tyh 
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AGREEMENT 
 
 This Agreement is entered into this _____ day of ____________, 2012 between LEON 
COUNTY, FLORIDA (hereafter “LEON COUNTY”) and CHILDREN’S HOME SOCIETY 
OF FLORIDA, NORTH CENTRAL DIVISION, a not-for-profit corporation, hereinafter 
referred to as the “AGENCY”. 
 
     WITNESSETH: 
 
 WHEREAS, Section 39.303, Florida Statutes, provides for the development of district 
Child Protection Teams to provide specialized diagnostic assessments of allegedly abused and 
neglected children; and, 
 
 WHEREAS, the AGENCY is the designated Leon County multi-disciplinary Child 
Protection Team, and, 
 
 WHEREAS, Section 39.304(5), Florida Statues, provides that the county, in which the 
child is a resident, shall bear the initial cost of the medical examination; however, the parents 
or legal custodian of the child shall be required to reimburse the county for the cost of such 
examination. 
 
 NOW, THEREFORE, THE PARTIES HERETO AGREE AS FOLLOWS: 
 
1. SERVICES TO BE PROVIDED. 
 
 The AGENCY, in accordance with the terms and conditions of the Agreement, agrees 
to provide the following services: Medical diagnosis and evaluation services, including the 
provision or interpretation of X-rays and laboratory tests, and related services, as needed, and 
documentation of findings relative thereto. 
 
2. QUALITY OF WORK. 
 
 In performing any work under this Agreement, the AGENCY shall provide medically 
competent diagnosis and evaluation services.  A competent medical diagnosis and evaluation 
service requires the medical knowledge, skill, thoroughness and preparedness reasonably 
necessary for those services. The AGENCY’s business relationship outside of this Agreement 
shall not interfere with the performance of the services specified in paragraph numbered 1 
hereof. 
 
3. TERM.  
 
 This contract shall be effective from October 1, 2012 until September 30, 2013. 
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4. COMPENSATION. 
 

(a) The COUNTY agrees to pay a flat rate of Two Hundred Fifty Dollars ($250.00) 
to the AGENCY for each diagnosis/evaluation service performed on an eligible 
child, regardless of the actual expense of the services provided. 

 
(b) The total annual sum to be paid by the County shall be determined by the 

number of eligible children receiving services during the period of this contract 
through the AGENCY under Florida Statue 39.304(5).  

 
(c) The AGENCY shall submit, within fifteen (15) working days after the end of 

each quarter an invoice to the Leon County Division of Health and Human 
Services for review and authorization for payment.  Payment by the COUNTY 
shall be subject to the Florida Prompt Payment Act. 

 
(d) All requests for reimbursement of payments shall be accompanied by an invoice 

documenting the number of exams performed, case number, age, sex, race, type 
of abuse, date of exam, doctor’s name, case coordinator and cost. 

 
5. STATUS. 
 
 The AGENCY and all employees thereof, at all times relevant to this Agreement, shall 
be an independent contractor and in no event shall the AGENCY or its employees nor any 
employees or subcontractors under the AGENCY be considered to be employees of Leon 
County. 
 
6. ASSIGNMENT. 
 

This contract shall not be assigned or sublet as a whole or in part without the express 
written consent of the COUNTY nor shall the AGENCY assign any monies due or to become 
due to the AGENCY hereunder without prior express written, with the exception of the 
medical personnel performing the statutorily examinations pursuant to §39.304, Florida 
Statues. 
 
7. CONTACT PERSONS. 
 

(a) The contact person for Leon County shall be: 
 

Tiffany Harris 
Human Services Analyst 
Leon County  
Office of Human Services and Community Partnerships 
918 Railroad Avenue 
Tallahassee, FL 32310 
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(b) The contact person for the AGENCY shall be: 
 

Charles McDonald 
Executive Director 
Children’s Home Society of Florida 
North Central Division 
1801 Miccosukee Commons Drive 
Tallahassee, FL 32308 

 
8. LICENSES. 
 
 The AGENCY shall maintain all licenses that are necessary to fulfill the obligations 
and conditions of this Agreement. 
 
9. CONFIDENTIALITY. 
 
 Both parties hereby acknowledge that in exchanging, storing, processing or otherwise 
dealing with information about patients as covered by this Agreement, they are fully bound by 
the federal and state laws governing confidentiality of patients’ information and patients’ 
privacy rights. 
 
10. INSURANCE. 
 
 The AGENCY shall provide written verification of professional liability insurance 
coverage that includes the County as an additional insured. The AGENCY must hold the 
coverage at all times during the existence of the Agreement. 
 
11. AUDIT. 
 
 The AGENCY agrees to maintain adequate supporting documents to properly account 
for the money so provided. The AGENCY agrees to provide annual performance data as 
required by the COUNTY. The AGENCY agrees to provide an independent audit at no 
additional cost to the COUNTY or to be subject to an internal audit provided through the 
COUNTY, as may be required by the COUNTY. For the purpose of such audits, the AGENCY 
shall retain all records related to this Agreement for a period of three (3) years after final 
payment is made. All records shall be subject to audit by the COUNTY pursuant to laws of the 
State of Florida. 
 
12. REVISION. 
 
 In any case where, in fulfilling the requirements of this Agreement or of any guaranty, 
embraced and/or required thereby, it is necessary for the AGENCY to deviate from the 
requirements of this Agreement, the AGENCY shall obtain the express prior written consent of 
the COUNTY. 
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13. CONSTRUCTION. 
 

The validity, construction, and effect of this agreement shall be governed by the 
laws of the State of Florida.  Venue for all actions arising out of this Agreement or as a result 
thereof shall lie in Leon County, Florida. 

 
14.       INDEMNIFICATION. 
 

The AGENCY shall indemnify, defend, save and hold the COUNTY, its 
officials, officers, agents, and employees harmless from and against any and all claims, 
liability, losses, and/or causes or actions which may arise from any willful misconduct, or 
negligent act or omission of the AGENCY or its agents or employees, whether intentional or 
unintentional. 

 
The COUNTY agrees to pay the AGENCY the sum of Ten Dollars ($10.00) and 

other good and valuable consideration as specified consideration for the above-stated 
indemnification in full accordance with the provisions of §725.06, Florida Statutes.  
Furthermore, the AGENCY acknowledges that the contract price for such services includes 
said consideration for the indemnifications provisions. 
 
15.  CANCELLATION. 
 

This Agreement may be terminated by the COUNTY or by CHILDREN’S 
HOME SOCIETY OF FLORIDA with or without cause by giving a minimum of thirty (30) 
days written notice of intent to terminate, or with cause if at any time the AGENCY fails to 
fulfill or abide by any of the terms or conditions, specified in this agreement. 

 
Failure of the AGENCY to comply with any of the provisions of this Agreement 

shall be considered a material breach of contract and shall be cause for immediate termination 
of the contract at the discretion of the County. 
 
16.  NOTICES. 
 

            All notices provided hereunder shall be in writing sent by United States certified 
mail, postage prepaid, return receipt requested, overnight courier or by hand delivery.  All 
notices required under this agreement shall be given to the parties at the addresses below or at 
such other place as the parties may designate in writing. 
 
Notice to the Children’s Home Society: Charles McDonald 

Executive Director 
Children’s Home Society of Florida 
North Central Division 
1801 Miccosukee Commons Drive 
Tallahassee, FL 32308 
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Notice to the COUNTY:   Candice M. Wilson, Director 

Leon County  
Office of Human Services and Community 
Partnerships 

     918 Railroad Avenue 
     Tallahassee, FL 32310 

 
 
17. EFFECTIVE DATE. 
 

The effective date of this contract shall be October 1, 2012.  This contract shall 
expire September 30, 2013. 
 
 
 
IN WITNESS THEREOF, the parties hereto have caused this instrument to be executed on the 
day and first year written above. 
 
 
      LEON COUNTY, FLORIDA 
 
                   BY:                                                        
      Vincent S. Long 
      County Administrator 
 
ATTEST: 
Bob Inzer, Clerk of the Court 
Leon County, Florida 
 
 
BY: ________________________________                                              
 
Approved as to Form: 
Leon County Attorney’s Office 
 
 
BY:                                                   
     Herbert W.A. Thiele, Esq. 
     County Attorney 
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CHILDREN’S HOME SOCIETY OF FLORIDA 

      NORTH CENTRAL DIVISION 
 
 
      By: _________________________________ 
           Charles McDonald 
           Executive Director 
 
 
__________________________________ 
Witness Signature  
 
__________________________________ 
 (Print name) 
 
 
__________________________________ 
Witness Signature 
 
__________________________________ 
 (Print name) 
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September 18, 2012 

 

8. Approval to Renew the Agreement Between Leon County and the State of Florida 
Department of Health for the Provision of Public Health Services for FY 2012/13 

 
The Board approved Option 1:  Approve the contract renewal between Leon County and 
the State of Florida Department of Health for the provision of public health services in an 
amount not to exceed $237,345, and authorize the County Administrator to execute. 

 

 

 

 

 

 

[Remainder of Page Intentionally Left Blank] 
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September 18, 2012 
 
To: 

 

Honorable Chairman and Members of the Board 
  

From: Vincent S. Long, County Administrator 
  

Title: Approval to Renew the Contract Between Leon County and the State of 
Florida Department of Health for the Provision of Public Health Services for 
FY 2012/13. 

 
 
 

County Administrator 
Review and Approval: 

Vincent S. Long, County Administrator 

Department/ 
Division Review: 

Alan Rosenzweig, Deputy County Administrator  

Candice M. Wilson, Director, Office of Human Services and 
Community Partnerships 

Lead Staff/ 
Project Team: 

Tiffany Y. Harris, Human Services Analyst 

 
 
Fiscal Impact:  
This item has a fiscal impact to the County.  The County's contribution is a general fund 
appropriation of $237,345 for state-mandated public health services.  Funds have been included 
in the FY2012/13 Tentative Budget. 
 
Staff Recommendation:   
Option #1: Approve the Contract renewal between Leon County and the State of Florida 

Department of Health for the provision of public health services in an amount not 
to exceed $237,345, and authorize the County Administrator to execute.  
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Report and Discussion 
 
Background: 
Chapter 83-177, Laws of Florida and Chapter 154, F.S., requires the execution of an annual 
contract between the State of Florida Department of Health (DOH), and Leon County, stipulating 
the services that would be provided by the Leon County Health Department (LCHD).  The 
County's contribution is a general appropriation of $237,345 for state-mandated public health 
services.  LCHD is charged by the State with providing the following public health services: 
  

•Environmental health services  
•Communicable disease control services  
•Primary care services  

 
In addition, DOH contracts with Bond Community Health Center (BOND), Neighborhood 
Health Services (NHS), and Capital Medical Society Foundation – We Care Network for the 
provision of primary care and specialty care services. 

 
Analysis: 
The Contract between Leon County and the LCHD outlines the sources and the amounts of 
funding that will be committed to provide public health services in Leon County for FY 2011/12 
(Attachment #1).  As specified in the Contract, the County's contribution is a general fund 
appropriation not to exceed $237,345 for state-mandated services.  Services provided by the 
LCHD, utilizing County funding, include both comprehensive child healthcare and adult 
healthcare.  The Contract is effective from October 1, 2012 through September 30, 2013. 
 
Options:  
1. Approve the FY2012/13 Contract between Leon County and the State of Florida Department 

of Health for the provision of public health services in an amount not to exceed $237,345, 
and authorize the County Administrator to execute. 

2. Do not approve the FY2012/13 Annual Contract between Leon County and the State of 
Florida Department of Health for the provision of public health services in an amount not to 
exceed $237,345. 

3.  Board direction. 
 
Recommendation: 
Option #1 
 
Attachment:  
1. FY 2012/13 Contract between Leon County and the State of Florida Department of Health.  
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CONTRACT BETWEEN 
LEON COUNTY, FLORIDA 

AND 
STATE OF FLORIDA DEPARTMENT OF HEALTH 

FOR OPERATION OF 
THE LEON COUNTY HEALTH DEPARTMENT 

CONTRACT YEAR 2012-2013 

This agreement ("Agreement") is made and entered into between the State of Florida, 
Department of Health ("State") and the Leon County Board of County Commissioners 
("County"), through their undersigned authorities, effective October 1, 2012. 

RECITALS 

A. Pursuant to Chapter 154, F.S., the intent of the legislature is to "promote, 
protect, maintain, and improve the health and safety of all citizens and visitors of this state 
through a system of coordinated county health department services." 

B. County Health Departments were created throughout Florida to satisfy this 
legislative intent through "promotion of the public's health, the control and eradication of 
preventable diseases, and the provision of primary health care for special populations." 

C. Leon County Health Department ("CHD") is one of the County Health 
Departments created throughout Florida. It is necessary for the parties hereto to enter into 
this Agreement in order to assure coordination between the State and the County in the 
operation of the CHD. 

NOW THEREFORE, in consideration of the mutual promises set forth herein, the 
sufficiency of which are hereby acknowledged, the parties hereto agree as follows: 

1. RECITALS. The parties mutually agree that the forgoing recitals are true and 
correct and incorporated herein by reference. 

2. TERM. The parties mutually agree that this Agreement shall be effective from 
October 1, 2012, through September 30, 2013, or until a written agreement replacing this 
Agreement is entered into between the parties, whichever is later, unless this Agreement 
is otherwise terminated pursuant to the termination provisions set forth in paragraph 8, 
below. 

3. SERVICES MAINTAINED BY THE CHD. The parties mutually agree that the CHD 
shall provide those services as set forth on Part Ill of Attachment 11 hereof, in order to 
maintain the following three levels of service pursuant to Section 154.01 (2), Florida 
Statutes, as defined below: 

a. "Environmental health services" are those services which are organized and 
operated to protect the health of the general public by monitoring and regulating activities 
in the environment which may contribute to the occurrence or transmission of disease. 
Environmental health services shall be supported by available federal, state and local 
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funds and shall include those services mandated on a state or federal level. Examples of 
environmental health services include, but are not limited to, food hygiene, safe drinking 
water supply, sewage and solid waste disposal, swimming pools, group care facilities, 
migrant labor camps, toxic material control, radiological health, and occupational health. 

b. "Communicable disease control services" are those services which protect the 
health of the general public through the detection, control, and eradication of diseases 
which are transmitted primarily by human beings. Communicable disease services shall 
be supported by available federal, state, and local funds and shall include those services 
mandated on a state or federal level. Such services include, but are not limited to, 
epidemiology, sexually transmissible disease detection and control, HIV/AIDS, 
immunization, tuberculosis control and maintenance of vital statistics. 

c. "Primary care services" are acute care and preventive services that are made 
available to well and sick persons who are unable to obtain such services due to lack of 
income or other barriers beyond their control. These services are provided to benefit 
individuals, improve the collective health of the public, and prevent and control the spread 
of disease. Primary health care services are provided at home, in group settings, or in 
clinics. These services shall be supported by available federal, state, and local funds and 
shall include services mandated on a state or federal level. Examples of primary health 
care services include, but are not limited to: first contact acute care services; chronic 
disease detection and treatment; maternal and child health services; family planning; 
nutrition; school health; supplemental food assistance for women, infants, and children; 
home health; and dental services. 

4. FUNDING. The parties further agree that funding for the CHD will be handled as 
follows: 

a. The funding to be provided by the parties and any other sources are set forth in Part 
II of Attachment II hereof. This funding will be used as shown in Part I of Attachment II. 

i. The State's appropriated responsibility (direct contribution excluding any state fees, 

Medicaid contributions or any other funds not listed on the Schedule C) as provided in 
Attachment II, Part II is an amount not to exceed $ 6.127,852.00 (State General 

Revenue, State Funds, Other State Funds and Federal Funds listed on the Schedule C). The 
State's obligation to pay under this contract is contingent upon an annual 
appropriation by the Legislature. 

ii. The County's appropriated responsibility (direct contribution excluding any fees, 

other cash or local contributions) as provided in Attachment II , Part II is an amount not 
to exceed $ 237.345.00 (amount listed under the "Board of County Commissioners Annual 

Appropriations section of the revenue attachment). 

b. Overall expenditures will not exceed available funding or budget authority, 
whichever is less, (either current year or from surplus trust funds) in any service category. 
Unless requested otherwise, any surplus at the end of the term of this Agreement in the 
County Health Department Trust Fund that is attributed to the CHD shall be carried 
forward to the next contract period. 
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c. Either party may establish service fees as allowed by law to fund activities of the 
CHD. Where applicable, such fees shall be automatically adjusted to at least the 
Medicaid fee schedule. 

d. Either party may increase or decrease funding of this Agreement during the term 
hereof by notifying the other party in writing of the amount and purpose for the change in 
funding. If the State initiates the increase/decrease, the CHD will revise the Attachment II 
and send a copy of the revised pages to the County and the Department of Health, 
Bureau of Budget Management. If the County initiates the increase/decrease, the County 
shall notify the CHD. The CHD will then revise the Attachment II and send a copy of the 
revised pages to the Department of Health, Bureau of Budget Management. 

e. The name and address of the official payee to who payments shall be made is: 

County Health Department Trust Fund 
Leon County 
2965 Municipal Way 
Tallahassee, FL 32304 

5. CHD DIRECTOR/ADMINISTRATOR. Both parties agree the director/administrator 
of the CHD shall be a State employee or under contract with the State and will be under 
the day-to-day direction of the Deputy State Health Officer. The director/administrator 
shall be selected by the State with the concurrence of the County. The 
director/administrator of the CHD shall insure that non-categorical sources of funding are 
used to fulfill public health priorities in the community and the Long Range Program Plan. 
A report detailing the status of public health as measured by outcome measures and 
similar indicators will be sent by the CHD director/administrator to the parties no later than 
October 1 of each year (This is the standard quality assurance "County Health Profile" report located on 
the Office of Planning, Evaluation & Data Analysis Intranet site). 

6. ADMINISTRATIVE POLICIES AND PROCEDURES. The parties hereto agree that 
the following standards should apply in the operation of the CHD: 

a. The CHD and its personnel shall follow all State policies and procedures, except to 
the extent permitted for the use of county purchasing procedures as set forth in 
subparagraph b. , below. All CHD employees shall be State or State-contract personnel 
subject to State personnel rules and procedures. Employees will report time in the Health 
Management System compatible format by program component as specified by the State. 

b. The CHD shall comply with all applicable provisions of federal and state laws and 
regulations relating to its operation with the exception that the use of county purchasing 
procedures shall be allowed when it will result in a better price or service and no statewide 
Department of Health purchasing contract has been implemented for those goods or 
services. In such cases, the CHD director/administrator must sign a justification therefore, 
and all county-purchasing procedures must be followed in their entirety, and such 
compliance shall be documented. Such justification and compliance documentation shall 
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be maintained by the CHD in accordance with the terms of this Agreement. State 
procedures must be followed for all leases on facilities not enumerated in Attachment IV. 

c. The CHD shall maintain books, records and documents in accordance with those 
promulgated by the Generally Accepted Accounting Principles (GAAP) and Governmental 
Accounting Standards Board (GASB), and the requirements of federal or state law. These 
records shall be maintained as required by the Department of Health Policies and 
Procedures for Records Management and shall be open for inspection at any time by the 
parties and the public, except for those records that are not otherwise subject to disclosure 
as provided by law which are subject to the confidentiality provisions of paragraph 6.i., 
below. Books, records and documents must be adequate to allow the CHD to comply with 
the following reporting requirements: 

i. The revenue and expenditure requirements in the Florida Accounting 
System Information Resource (FLAIR). 

ii. The client registration and services reporting requirements of the 
minimum data set as specified in the most current version of the Client 
Information System/Health Management Component Pamphlet; 

iii. Financial procedures specified in the Department of Health's Accounting 
Procedures Manuals, Accounting memoranda, and Comptroller's 
memoranda; 

iv. The CHD is responsible for assuring that all contracts with service 
providers include provisions that all subcontracted services be reported 
to the CHD in a manner consistent with the client registration and 
service reporting requirements of the minimum data set as specified in 
the Client Information System/Health Management Component 
Pamphlet. 

d. All funds for the CHD shall be deposited in the County Health Department Trust 
Fund maintained by the state treasurer. These funds shall be accounted for separately 
from funds deposited for other CHDs and shall be used only for public health purposes in 
Leon County. 

e. That any surplus/deficit funds, including fees or accrued interest, remaining in the 
County Health Department Trust Fund account at the end of the contract year shall be 
credited/debited to the state or county, as appropriate, based on the funds contributed by 
each and the expenditures incurred by each. Expenditures will be charged to the program 
accounts by state and county based on the ratio of planned expenditures in the core 
contract and funding from all sources is credited to the program accounts by state and 
county. The equity share of any surplus/deficit funds accruing to the state and county is 
determined each month and at contract year-end. Surplus funds may be applied toward 
the funding requirements of each participating governmental entity in the following year. 
However, in each such case, all surplus funds, including fees and accrued interest, shall 
remain in the trust fund until accounted for in a manner which clearly illustrates the amount 
which has been credited to each participating governmental entity. The planned use of 
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surplus funds shall be reflected in Attachment II, Part I of this contract, with special capital 
projects explained in Attachment V. 

f. There shall be no transfer of funds between the three levels of services without a 
contract amendment unless the CHD director/administrator determines that an emergency 
exists wherein a time delay would endanger the public's health and the Deputy State 
Health Officer has approved the transfer. The Deputy State Health Officer shall forward 
written evidence of this approval to the CHD within 30 days after an emergency transfer. 

g. The CHD may execute subcontracts for services necessary to enable the CHD to 
carry out the programs specified in this Agreement. Any such subcontract shall include all 
aforementioned audit and record keeping requirements. 

h. At the request of either party, an audit may be conducted by an independent CPA 
on the financial records of the CHD and the results made available to the parties within 
180 days after the close of the CHD fiscal year. This audit will follow requirements 
contained in OMB Circular A-133 and may be in conjunction with audits performed by 
county government. If audit exceptions are found, then the director/administrator of the 
CHD will prepare a corrective action plan and a copy of that plan and monthly status 
reports will be furnished to the contract managers for the parties. 

i. The CHD shall not use or disclose any information concerning a recipient of 
services except as allowed by federal or state law or policy. 

j. The CHD shall retain all client records, financial records, supporting documents, 
statistical records, and any other documents (including electronic storage media) pertinent 
to this Agreement for a period of five (5) years after termination of this Agreement. If an 
audit has been initiated and audit findings have not been resolved at the end of five (5) 
years, the records shall be retained until resolution of the audit findings. 

k. The CHD shall maintain confidentiality of all data, files, and records that are 
confidential under the law or are otherwise exempted from disclosure as a public record 
under Florida law. The CHD shall implement procedures to ensure the protection and 
confidentiality of all such records and shall comply with sections 384.29, 381.004, 392.65 
and 456.057, Florida Statutes, and all other state and federal laws regarding 
confidentiality. All confidentiality procedures implemented by the CHD shall be consistent 
with the Department of Health Information Security Policies, Protocols, and Procedures. 
The CHD shall further adhere to any amendments to the State's security requirements and 
shall comply with any applicable professional standards of practice with respect to client 
confidentiality. 

I. The CHD shall abide by all State policies and procedures, which by this reference 
are incorporated herein as standards to be followed by the CHD, except as otherwise 
permitted for some purchases using county procedures pursuant to paragraph 6.b. hereof. 

m. The CHD shall establish a system through which applicants for services and current 
clients may present grievances over denial, modification or termination of services. The 
CHD will advise applicants of the right to appeal a denial or exclusion from services, of 
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failure to take account of a client's choice of service, and of his/her right to a fair hearing to 
the final governing authority of the agency. Specific references to existing laws, rules or 
program manuals are included in Attachment I of this Agreement. 

n. The CHD shall comply with the provisions contained in the Civil Rights Certificate, 
hereby incorporated into this contract as Attachment Ill. 

o. The CHD shall submit quarterly reports to the county that shall include at least the 
following: 

i. The DE385L 1 Contract Management Variance Report and the DE580L 1 
Analysis of Fund Equities Report; 

ii. A written explanation to the county of service variances reflected in the 
DE385L 1 report if the variance exceeds or falls below 25 percent of the planned 
expenditure amount. However, if the amount of the service specific variance 
between actual and planned expenditures does not exceed three percent of the 
total planned expenditures for the level of service in which the type of service is 
included, a variance explanation is not required. A copy of the written 
explanation shall be sent to the Department of Health, Bureau of Budget 
Management. 
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p. The dates for the submission of quarterly reports to the county shall be as follows 
unless the generation and distribution of reports is delayed due to circumstances beyond 
the CHD's control: 

i. March 1, 2013 for the report period October 1, 2012 through 
December 31, 2012; 

ii. June 1, 2013 for the report period October 1, 2012 through 
March 31, 2013; 

iii. September 1, 2013 for the report period October 1, 2012 
through June 30, 2013; and 

iv. December 1, 2013 for the report period October 1, 2012 
through September 30, 2013. 

7. FACILITIES AND EQUIPMENT. The parties mutually agree that: 

a. CHD facilities shall be provided as specified in Attachment IV to this contract and 
the county shall own the facilities used by the CHD unless otherwise provided in 
Attachment IV. 

b. The county shall assure adequate fire and casualty insurance coverage for County
owned CHD offices and buildings and for all furnishings and equipment in CHD offices 
through either a self-insurance program or insurance purchased by the County. 

c. All vehicles will be transferred to the ownership of the County and registered as 
county vehicles. The county shall assure insurance coverage for these vehicles is 
available through either a self-insurance program or insurance purchased by the County. 
All vehicles will be used solely for CHD operations. Vehicles purchased through the 
County Health Department Trust Fund shall be sold at fair market value when they are no 
longer needed by the CHD and the proceeds returned to the County Health Department 
Trust Fund. 

8. TERMINATION. 

a. Termination at Will. This Agreement may be terminated by either party without 
cause upon no less than one-hundred eighty (180) calendar days notice in writing to the 
other party unless a lesser time is mutually agreed upon in writing by both parties. Said 
notice shall be delivered by certified mail, return receipt requested, or in person to the 
other party's contract manager with proof of delivery. 

b. Termination Because of Lack of Funds. In the event funds to finance this 
Agreement become unavailable, either party may terminate this Agreement upon no less 
than twenty-four (24) hours notice. Said notice shall be delivered by certified mail, return 
receipt requested, or in person to the other party's contract manager with proof of delivery. 

c. Termination for Breach. This Agreement may be terminated by one party, upon no 
less than thirty (30) days notice, because of the other party's failure to perform an 
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obligation hereunder. Said notice shall be delivered by certified mail, return receipt 
requested, or in person to the other party's contract manager with proof of delivery. 
Waiver of breach of any provisions of this Agreement shall not be deemed to be a waiver 
of any other breach and shall not be construed to be a modification of the terms of this 
Agreement. 

9. MISCELLANEOUS. The parties further agree: 

a. Availability of Funds. If this Agreement, any renewal hereof, or any term, 
performance or payment hereunder, extends beyond the fiscal year beginning July 1, 
2013, it is agreed that the performance and payment under this Agreement are contingent 
upon an annual appropriation by the Legislature, in accordance with section 287.0582, 
Florida Statutes. 

b. Contract Managers. The name and address of the contract managers for 
the parties under this Agreement are as follows: 

For the State: 

Homer Rice RS. M.P.H. 
Name 

Administrator. Leon CHD 
Title 

2965 Municipal Way 

Tallahassee. Florida 32304 
Address 

(850) 606-8150 
Telephone 

For the County: 

Vincent S. Long 
Name 

County Administrator 
Title 

301 South Monroe 

Tallahassee. Florida 32301 
Address 

(850) 606-5300 
Telephone 

If different contract managers are designated after execution of this Agreement, the name, 
address and telephone number of the new representative shall be furnished in writing to 
the other parties and attached to originals of this Agreement. 

c. Captions. The captions and headings contained in this Agreement are for 
the convenience of the parties only and do not in any way modify, amplify, or give 
additional notice of the provisions hereof. 
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In WITNESS THEREOF, the parties hereto have caused this 25 page agreement to be 
executed by their undersigned officials as duly authorized effective the 1srday of October, 2012. 

LEON COUNTY, FLORIDA 

SIGNED BY: ________ _ 

NAME: Vincent S. Long 

TITLE: County Administrator 

DATE: __________ _ 

ATTESTED TO: 

SIGNED BY: ________ _ 

NAME: Bob Inzer. Clerk of the Court 

TITLE: Leon County Florida 

DATE: __________ _ 

APPROVED AS TO FORM: 

STATE OF FLORIDA 

DEPARTMENT OF HEALTH 

SIGNED BY: __________ _ 

NAME: John H. Armstrong, MD 

TITLE: Surgeon General/Secretary of Health 

DATE: ____________ _ 

SIGNED BY: __________ _ 

NAME: Homer Rice RS, M.P.H. 

TITLE: CHD Director/Administrator 

DATE: ____________ _ 

SIGNED BY:-----------

NAME: Herbert W.A. Thiele Esq .• County Attorney 

TITLE: Leon County Attorney's Office 

DATE: _____________ _ 
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Some health services must comply with specific program and reporting requirements in addition to the Personal Health 
Coding Pamphlet (DHP 50~20), Environmental Health Coding Pamphlet (DHP 50-21) and FLAIR requirements because 
of federal or state law, regulation or rule. If a county health department is funded to provide one of these services, it 
must comply with the special reporting requirements for that service. The services and the reporting requirements are 
listed below: 

1. 

2. 

3. 

4. 

5. 

6. 

7. 

8. 

Service 

Sexually Transmitted Disease 
Program 

Dental Health 

Special Supplemental Nutrition 
Program for Women, Infants 
and Children (including the WIC 
Breastfeeding Peer Counseling 
Program) 

Healthy Start/ 
Improved Pregnancy Outcome 

Family Planning 

Immunization 

Environmental Health 

HIV/AIDS Program 

Requirement 

Requirements as specified in FAC 640-3, F.S. 381 and 
F.S. 384 and the CHD Guidebook. 

Monthly reporting on DH Form 1 008*. Additional reporting 
requirements, under development, will be required. The 
additional reporting requirements will be communicated upon 
finalization. 

Service documentation and monthly financial reports as 
specified in OHM 150-24* and all federal, state and county 
requirements detailed in program manuals and published 
procedures. 

Requirements as specified in the 2007 Healthy Start 
Standards and Guidelines and as specified by the Healthy 
Start Coalitions in contract with each county health 
department. 

Periodic financial and programmatic reports as specified 
by the program office and in the CHD Guidebook, Internal 
Operating Policy FAMPLAN 14* 

Periodic reports as specified by the department regarding 
the surveillance/investigation of reportable vaccine 
preventable diseases, vaccine usage accountability as 
documented in Florida SHOTS, the assessment of various 
immunization levels as documented in Florida SHOTS and 
forms reporting adverse events following immunization. 

Requirements as specified in Environmental Health Programs 
Manual150-4* and DHP 50~21* 

Requirements as specified in F.S. 384.25 and 
640~3.016 and 3.017 F.A.C. and the CHD Guidebook. Case 
reporting should be on Adult HIV/AIDS Confidential Case 
Report CDC Form DH2139 and Pediatric HIV/AIDS 
Confidential Case Report CDC Form DH2140. Socio~ 
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10. 

11. 
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ATTACHMENT I (Continued) 

School Health Services 

Tuberculosis 

General Communicable Disease Control 

demographic data on persons tested for HIV in CHD clinics 
should be reported on Lab Request DH Form 1628 or Post
Test Counseling DH Form 1628C. These reports are to be 
sent to the Headquarters HIV/AIDS office within 5 days of the 
initial post-test counseling appointment or within 90 days of 
the missed post-test counseling appointment. 

Requirements as specified in the Florida School Health 
Administrative Guidelines (April 2007). 

Tuberculosis Program Requirements as specified in FAC 
640-3, F.S. Specific Authority 381.0011(13), 381.003(2), 
381.0031(6), 384.33, 392.53(2), 392.66 FS Law Implemented 
381.0011(4), 381.003(1), 381.0031(1), (2), (6), 383.06, 
384.23, 384.25, 385.202, 392.53 FS.381 and CHD 
Guidebook. 

Carry out surveillance for reportable communicable and other 
acute diseases, detect outbreaks, respond to individual cases 
of reportable diseases. investigate outbreaks, and carry out 
communication and quality assurance functions, as specified 
in the CHD Guide to Surveillance and Investigations. 

*or the subsequent replacement if adopted during the contract period. 
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ATTACHMENT II 

LEON COUNTY HEALTH DEPARTMENT 

PART I. PLANNED USE OF COUNTY HEALTH DEPARTMENT TRUST FUND BALANCES 

1. CHD Trust Fund Ending Balance 09/30/12 

2. Drawdown for Contract Year 
October 1, 2012 to September 30, 2013 

3. Special Capital Project use for Contract Year 
October 1, 2012 to September 30, 2013 

4. Balance Reserved for Contingency Fund 
October 1, 2012 to September 30, 2013 

Estimated State 
Share of CHD Trust 
Fund Balance 

1,226,250 

(287,031) 

939,219 

Estimated County 
Share of CHD Trust 
Fund Balance 

446,669 

(127,897) 

318,772 

Attachement #1 
Page 12 of 13 

Total 

1,672,919 

(414,928) 

1,257,991 

Special Capital Projects are new construction or renovation projects and new furniture or equipment associated with these projects, and mobile health vans. 
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LEON COUNTY HEALTH DEPARTMENT 

SPECIAL PROJECTS SAVINGS PLAN 
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IDENTIFY THE AMOUNT OF CASH THAT IS ANTICIPATED TO BE SET ASIDE ANNUALLY FOR THE PROJECT. 

QQNTRACT YEAR STATE COUNTY 

2010-2011 $ $ 

2011-2012 $ $ 

2012-2013 $ $ 

2013-2014 $ $ 

2014-2015 $ $ 

PROJECT TOTAL $ $ 

SPECIAL PROJECT CONSTRUCTION/RENOVATION PLAN 

PROJECT NAME: 

LOCATION/ ADDRESS: 

PROJECT TYPE: 

SQUARE FOOTAGE: 

NEW BUILDING 
RENOVATION 
NEW ADDITION 

ROOFING 
PLANNING STUDY 
OTHER 

TOTAL 

$ 

$ 

$ 

$ 

$ 

$ 
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September 18, 2012 

 

 
9. Request to Schedule Two Public Hearings for Consideration of a Proposed 

Ordinance to Amend Chapter 10, Article VI, Leon County Code of Laws, 
“Community Gardens’ for Tuesday, October 9 and November 13, 2012 at 6:00 
p.m. 

 

The Board approved Option 1: Schedule two public hearings to consider a proposed 
Ordinance to amend Article VI, of the Leon County Code of Laws, entitled “Community 
Gardens” for Tuesday, October 9 and November 13, 2012 at 6:00 p.m.. 

 
 
 
 
 
 

 

[Remainder of Page Intentionally Left Blank] 
  



Leon County 
Board of County Commissioners 

 

Notes for Agenda Item #9 
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Leon County 
Board of County Commissioners 

Cover Sheet for Agenda #9 
 

September 18, 2012 
 
To: 

 

Honorable Chairman and Members of the Board 
  

From: Vincent S. Long, County Administrator 
  

Title: Request to Schedule Two Public Hearings for Consideration of a Proposed 
Ordinance to Amend Chapter 10, Article VI, of the Leon County Code of 
Laws, “Community Gardens” for Tuesday, October 9 and  
November 13, 2012 at 6:00 p.m. 

 
 
 

County Administrator 
Review and Approval: 

Vincent S. Long, County Administrator 

Department/ 
Division Review: 

Tony Park, P.E., Public Works and Community Development  

David McDevitt, Director, Development Support & Environmental 
Management 

Lead Staff/ 
Project Team: 

Ryan Culpepper, Development Services Director 
 

 
 
Fiscal Impact:  
This item has no fiscal impact to the County. 
 
Staff Recommendation:   
Option #1: Schedule two public hearings to consider a proposed Ordinance to amend  

Article VI, of the Leon County Code of Laws, entitled “Community Gardens” for 
Tuesday, October 9 and November 13, 2012 at 6:00 p.m. 
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Report and Discussion 
 
Background: 
Community Gardens are small plots of land devoted to growing horticultural plants.  These 
gardens are typically maintained by a small number of individuals who usually reside on the 
property and nearby.  The establishment of community gardens is a recent growing trend in 
many communities, including Leon County, in response to both the rapid increase in food prices 
and the desire to become more connected to the source of food.  The community gardening 
concept is consistent with the principles of the Climate Action Summit, held in 2008 by the 
Board, as it helps provide a more sustainable, local source of food.  In addition, the community 
gardening concept helps to reduce the environmental impact associated with transporting food 
from areas located beyond the County’s region, helping to reduce energy consumption and 
greenhouse gas (GHG) emissions in Leon County.  
 
Prior to 2009, the Leon County Land Development Code (LDC) did not provide specific 
regulations regarding community gardens.  In January 2009, the Board adopted an Ordinance 
providing regulations allowing community gardens as a supplementary use in residentially zoned 
neighborhoods (Attachment #1).  The Ordinance provided restrictions on size; prohibited 
wholesale and retail sales of produce from the community garden (retail sales was limited to 
those activities permissible under the Home Occupation Ordinance); limited the use of 
pesticides, fertilizers and other gardening chemicals; and, provided maintenance requirements for 
the owner of the community garden to prevent the site from becoming a nuisance to neighbors. 
 
In April 2010, and most recently in June 2012, the Board requested staff to move forward with a 
community garden program, which included establishing community gardens on County-owned 
properties.  The current Community Gardens Ordinance does not allow community gardens on 
non-residential properties, which includes County-owned properties.  At the time of adoption, 
staff had not been directed to consider County-owned properties; therefore, the Community 
Gardens Ordinance focused primarily on residentially developed properties. 
 
Analysis: 
In June 2012, the Board adopted a Community Gardens Policy that provides guidelines for 
establishing community gardens, as well as established two types of community gardens: 
community gardens and community stakeholder gardens (Attachment #2).  Under this Policy, 
community gardens are intended to be established on County-owned properties, while 
community stakeholder gardens are intended to be established on private, residential properties.   
Additionally, the Board approved the provision of ancillary support for community stakeholder 
gardens. 
 
Chapter 10, Article VI, Division 8, provides the regulations that pertain to community gardens.  
More specifically, Section 10-6.816 notes that community gardens “may be established on any 
parcel upon which a lawfully established residential use is located, or any adjacent parcel, with 
the permission of that property’s owner.”  However, this section does not provide for the 
establishment of community gardens on County-owned properties, which may or may not be 
located in residentially zoned areas or developed with a lawfully established residential use.   
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In addition, the current definition in the LDC does not provide clarification on the two types of 
community gardens as noted in the recently approved Community Gardens Policy. 
 
If adopted, the proposed amendment would revise the Community Gardens Ordinance to provide 
clarification on the two types of community gardens (community gardens and community 
stakeholder gardens) and to provide a legal basis for the establishment of community gardens on 
County-owned facilities.  The proposed amendment would continue to address concerns with 
compatibility and environmental impacts.  Furthermore, the proposed amendment will be 
reviewed by the Community Garden Citizen’s User Group and will require consistency review 
by the Planning Commission, followed by two Public Hearings by the Board. 
 
Options: 
1. Schedule two public hearings to consider a proposed Ordinance to amend  

Article VI, of the Leon County Code of Laws, entitled “Community Gardens” for 
Tuesday, October 9 and November 13, 2012 at 6:00 p.m. 

2. Schedule two public hearings to consider a proposed Ordinance to amend Article VI, of 
the Leon County Code of Laws, entitled “Community Gardens” for alternate dates. 

3. Board direction. 
 
Recommendation: 
Option #1.   
 
Attachments: 
1. Section 10-6.816 of Chapter 10, Leon County Code of Laws, Community Gardens 
2. Community Garden Policy, adopted June 12, 2012 
 
VSL/TP/DM/RC 
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Sec. 10-6.816. - Community gardens. 

(1) Purpose and intent. To allow residents and their neighbors to grow produce and horticultural 
plants for their consumption and enjoyment and for consumption and enjoyment by friends and 
relatives on a not-for-profit basis, except as expressly provided herein, without creating 
adverse environmental impact or land use incompatibilities. 

(2) Exception. This section shall not be construed so as to apply to any garden established as an 
accessory use to an allowed principal residential use. 

(3) General provisions. Community gardens may be established on any parcel upon which a 
lawfully established residential use is located, or any adjacent parcel, with permission of that 
property's owner. Community gardens may extend over multiple parcels. 

(4) Specific standards. Community gardens shall comply with the following specific standards: 

a. Size limitation. A community garden may not be greater in size than one acre. 

b. Environmental permit requirements. Any person wishing to establish a community 
garden of greater than one-half acre in size shall be required to contact the department 
of growth and environmental management to determine whether an environmental 
permit shall be required as a prerequisite. 

c. Noise limitations. No gardening activities may take place before sunrise or after sunset. 
The use of hand tools, and domestic gardening tools and equipment is encouraged; the 
use of small power equipment, such as gas-powered tillers and edgers are allowed; 
however, gas-powered equipment of greater than ten horsepower is prohibited. 

d. Maintenance responsibilities. The owner of the property(-ies) on which the community 
garden is located shall be responsible for maintaining the property, so that it does not 
become: overgrown with weeds; infested by invasive exotic plants or vermin; or, a 
source of erosion or stormwater runoff; or pollution by fertilizer or pesticide, insecticide, 
herbicide or other agricultural-use chemicals. 

e. Agricultural chemical application. Application of fertilizer, pesticide, insecticide, herbicide 
or and agricu ltural-use chemicals shall be consistent with label instructions. 

f. The owner of any community garden shall ensure that the garden complies with 
applicable standards set out in article IV, environmental management. 

g. Sale of produce and horticultural plants. The produce and horticultural plants grown in a 
community garden are not intended to be sold wholesale nor offered for sale on the 
premises except that surplus may be sold in compliance with subsection 1 0-6.803(c), 
accessory uses, home occupation. 

h. Community gardens not eligible for any agricultural tax exemption. Commt!nity gardens 
are accessory to the principal use of property for residential use and shall not be 
considered as principal agricultural uses and shall not be construed so as to qualify for 
agricultural tax exemptions afforded by the local, state, or federal government. 

(5) Biennial review. The regulations and standards for community gardens shall be reviewed on a 
biennial or more frequent basis as may be required by the Board of County Commissioners to 
ensure their efficacy and fairness. The review shall be conducted by the department of growth 
and environmental management or their successor agency. The review shall document any 
outstanding issues and provide any recommendations for modifications to the standards and 
regulations set out herein. 

(Ord. No. 09-03, § 2, 1-15-09) 

http:/ /library .municode. cornlprint.aspx?h=&clientlD= 1 0008&HTMRequest=http%3 a %2f... 08/24/2012 
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Board of County Commissioners 
Leon County, Florida 

Policy No. 12 - 2 
 

Title:  Community Garden Policy 
 
Date Adopted:  June 12, 2012  
 
Effective Date:  June 12, 2012  
 
Reference: N/A 
 
Policy Superseded:  N/A 
 

It shall be the policy of the Board of County Commissioners of Leon County, Florida, that: 

 
A. Purpose 

It has been demonstrated that community gardens improve nutrition, physical activity, 
community engagement, safety, and economic vitality for a neighborhood and its 
residents, as well as provide sustainability benefits to the community at large.  For 
supporting new and existing community gardens on County property and within the 
community, the County shall support gardens as described herein.  

 
B. Definitions 

1. Community Gardens:  Gardens created on County property that are operated and 
maintained by citizens to grow food for use by participating gardeners. 

2. Stakeholder Gardens:  Gardens that are established and operated on private property 
for which Leon County provides ancillary support.  These gardens are for civic 
purposes including education, response to food security deficits in neighborhoods, 
revitalization, or neighborhood beautification. 

 
C. Implementation 

 
1. Community Gardens 

a. Community gardens shall operate as an initiative of citizens who organize to 
create and maintain a garden on a suitable County property. 

b. Individuals and groups seeking to establish a garden on County property shall 
submit to the County an application that, at a minimum, includes: 

(1) pledges of commitment from a core group of gardeners for a two-year 
minimum period. 

(2) a proposed garden site layout plan. 

(3) a participant agreement that includes a waiver of liability for each gardener. 

Attachment #2 
Page 1 of 3
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c. Individuals and groups seeking use of County property for gardens shall agree to 
rules of operation that, at a minimum, include: 

(1) maintenance of a tidy garden free of invasive exotic plants or vines that 
spread beyond the garden area; 

(2) no sales of garden produce; 

(3) development of an operational plan approved by Cooperative Extension that 
utilizes gardening best practices to avoid overuse of water, erosion, storm-
water runoff, or pollution by any agricultural chemicals. 

a) Compost shall be the preferred source of plant nutrients, and organic 
methods shall be the preferred manner of dealing with pests and 
diseases.   

b) Gardeners who elect to apply any agricultural chemicals including 
manufactured fertilizer, pesticides, insecticides, or herbicides must 
follow a garden operational plan approved by the Leon County 
Cooperative Extension Service.   

c) Any application of agricultural chemicals including manufactured 
fertilizer, pesticides, insecticides, or herbicides shall be consistent with 
label instructions.   

d) No restricted-use pesticide (according to Florida law and EPA label) 
shall be used in the vegetable gardens. 

 
 d. The County may support individuals and groups, whose applications are 

approved, with material and in-kind support as deemed appropriate to the site.  
Material and in-kind support may include:  

(1)  soil amendments (coarse and fine mulch), available from Solid Waste; 

(2) rain barrels and/or compost bins, available from Solid Waste/Recycling; 
and, 

(3) assistance from Public Works in installation of fencing or water 
supply/plumbing. 

 
e. The gardeners may apply for a grant, contingent upon the availability of funds, to 

fund enhancement of water supply or to purchase fencing materials, lumber, and 
other materials for the construction of garden beds (green, pressure-treated wood, 
concrete blocks, or other non-toxic materials), and the purchase of topsoil or 
mushroom compost. 

 
 f. The County reserves the right to revoke permission to individuals or groups to 

garden on a County site. 

Attachment #2 
Page 2 of 3
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2. Stakeholder Gardens  

 a. Stakeholder gardens operate on private property for civic purposes and shall be 
assisted as deemed appropriate by the County.  

 
b. Stakeholder groups requesting County support shall submit to the County an 

application that, at a minimum, includes: 

1) description of the organization;  

2) description of the garden’s purpose; 

3) listing of support (in-kind and financial) from other funding sources; 

4) statement of need and areas for which County support is being sought; 

5) identification of lead contact persons; and, 

6) a participation agreement, which shall include a signed waiver of liability for 
each gardener. 

 
 c. The County may support stakeholder gardens, whose applications are approved, 

with support as deemed appropriate to the site.  County material and in-kind 
support may include supplying soil amendments (coarse and fine mulch), rain 
barrels, and compost bins.  

  
 d. Stakeholder garden groups may apply for a grant, contingent upon the availability 

of funds, to fund enhancement of water supply or to purchase fencing materials, 
lumber and other materials for construction of garden beds (green, pressure-
treated wood, concrete blocks, or other non-toxic materials), and purchase of 
topsoil or mushroom compost.  
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Regular Meeting & Public Hearing Page 14 

September 18, 2012 

 

10. Ratification of Previously Recorded Deeds for Right-of-Way from the City to 
County, Acceptance of Deeds for Right-of-Way from Blueprint to County, Adoption 
of Resolution to Authorize Conveyance of County Right-of-Way to the Florida 
Department of Transportation for the Capital Circle Southeast Widening Project 

 
The Board approved Options 1, 2 & 3:   1) Ratify deeds previously recorded in the Public 
Records conveying right-of-way from the City to the County; 2) Accept deeds conveying 
right-of-way from Blueprint to County, and 3) Adopt a Resolution authorizing conveyance 
of County right-of-way to Florida Department of Transportation by County Deed.     

 

 

 

 

 

 

[Remainder of Page Intentionally Left Blank] 
  





























 

Leon County 
Board of County Commissioners 

Cover Sheet for Agenda #10 
 

September 18, 2012 
 
To: 

 

Honorable Chairman and Members of the Board 
  

From: Vincent S. Long, County Administrator 
  

Title: Ratification of Previously Recorded Deeds for Right-of-Way from the City to 
County; Acceptance of Deeds for Right-of-Way from Blueprint to County; 
Adopt Resolution to Authorize Conveyance of County Right-of-Way to the 
Florida Department of Transportation (FDOT); all in Connection with the 
Capital Circle Southeast Widening Project. 

 
 
 

County Administrator 
Review and Approval: 

Vincent S. Long, County Administrator 

Department/ 
Division Review: 

Tony Park, P.E, Director of Public Works & Community 
Development 

Kathy Burke, P.E., Director of Engineering Services 
Lead Staff/ 
Project Team: 

Jim Pilcher, PSM, Chief of Right-of-Way and Survey 

 
Fiscal Impact:  
This item has no fiscal impact. 
 
 
Staff Recommendations:   
 
Option #1: Ratify deeds previously recorded in the Public Records conveying right-of-way 

from the City to the County (Attachment #1). 

Option #2: Accept deeds conveying right-of-way from Blueprint to County (Attachment #2). 

Option #3: Adopt a Resolution authorizing conveyance of County right-of-way to Florida 
Department of Transportation by County Deed (Attachments #3 and #4, 
respectively). 
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Report and Discussion 
 
Background: 
The purpose of the Capital Circle Southeast (CCSE) widening project (the “Project”) is to 
improve the safety and capacity of the roadway.  The project widens a two lane undivided rural 
road to a six lane divided urban facility which includes curb and gutter, sidewalks, bike lanes, 
stormwater improvements, and landscaped medians.  Limits of the Project were from just south 
of Tram Road to Connie Drive. 
 
Pursuant to Section 125.38, Florida Statutes, the Board is authorized to convey County-owned 
property to FDOT, and the conditions of the conveyance shall be set out in a resolution.  Board 
Policy No. 03-01, “Approval Authority for the Acquisition, Disposition, and Leasing of Real 
Property” defers to Florida Statutes for these transactions. 
 
Analysis: 
The Project consisted of two separate projects or phases.  The northern phase, undertaken by the 
City, was from Centerview Drive north to Connie Drive.  The southern phase, undertaken by 
Blueprint was from just south of Tram Road north to Centerview Drive (Attachment #5).  The 
right-of-way that is conveyed by the deeds presented was acquired for intersection improvements 
where a County road intersects with the Project. 
 
The deeds from the City were inadvertently recorded prior to acceptance by the Board so these 
are presented for ratification.  The deeds from Blueprint need to be recorded so these are 
presented for Board acceptance. 
 
Where the County’s right-of-way for Tram Road intersects with the Project, FDOT requires that 
two parcels be conveyed to FDOT for State right-of-way.  Florida Statutes 125.38 requires that 
the Board adopt a resolution authorizing the conveyance. 
 
County Attorney’s Office and the Public Works staff have reviewed the deeds, legal descriptions 
and sketches for form, legal sufficiency and accuracy. 
 
Options:  
1. Ratify deeds previously recorded conveying right-of-way from the City to Leon County. 

2. Accept deeds conveying right-of-way from Blueprint to County. 

3. Adopt the Resolution authorizing conveyance of County right-of-way to FDOT by County 
Deed. 

4. Board direction. 
 
Recommendation: 
 
Options #1, #2, and #3.   
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Attachments:  
 

1. Deeds from City to County ratification 

2. Deeds from Blueprint to County for acceptance 

3. Resolution authorizing conveyance of County Property to FDOT 

4. County Deed to FDOT 

5. Location Map 
 
 
 
 
 
VSL/TP/KB/JP/la 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
F:\JIMP\Blueprint 2000\CCSE\Agenda & Corresp\CCSE Deed Acceptance.doc 
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Thi~ Instrument Prepared By: 
Ann J. Wild 
Assistant City Attorney 
300 South Adams, Box A-5 
Tallahassee, FL 32301 

QUIT CLAIM DEED 
Parcelll18 

-~\,... 
THIS QUIT CLAIM DEED is made this L\ ,__ 

20120004991 
THIS DOCUMENT HAS BEEN 
RECORDED IN THE PUBLIC RECORDS 
OF 
LEON COUNTY FL 

BK: 4330 PG:1374, Page1 of 4 
01/26/2012 at 09:15AM, 

BOB INZER, CLERK OF COURTS 

I ·l__ 

~~~~=+--20~ 

between the CITY OF TALLAHASSEE, a Florida municipal corporation, whose mailing 

address is 300 South Adams Street, Tallahassee, Florida 32301 (hereinafter ''Grantor"), and 

LEON COUNTY, FLORIDA, a charter county and a political subdivision of the State of 

Florida, whose mailing address is 301 South Monroe Street, Tallahassee, Florida 32301 

(hereinafter "Grantee"): 

WIT N E S S E T H: 

That the Grantor, for and in consideration of the sum of Ten Dollars ($1 0.00), and 

other good and valuable consideration paid by the Grantee, the receipt and sufficiency of 

which is hereby acknowledged, does hereby remise, release and quit-claim unto the Grantee 

forever, all the rig..lJ.t, title, interest, claim and demand which the Grantor has in and to the 

following described lot, piece or parcel of land, situate, lying and being in the County of 

Leon, State of Florida, to-wit: 

See Composite Exhibit "A" attached hereto 
and by reference made a part hereof. 

TO HAVE AND TO HOLD THE SAME together with all and singular the 

appurtenances thereunto belonging or in anywise appertaining, and all the estate, right, title, 
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interest, lien, equity and claim whatsoever of the said Grantor, in law or in equity, to the only 

proper use, benefit and behoof of the Grantee forever. 

IN WITNESS WHEREOF, Grantor has caused these present to be executed in its 

name by its Mayor, and its seal to be hereto affixed, attested by its City Treasurer Clerk, the 

date first written above. 

Signed, sealed and delivered 
in the presence of 

!Witness Signature 

Print Witness NaJT:Ie....J 

STATE OF FLORIDA 
COUNTY OF LEON 

CITY OF TAL;LAHASSEE 

-~/ --
~~_;;74if;~UvL-.tJ.l 

JOHN lt. MARKS, III 
MAYOR \ 

ATTEST: 

The foregoing instrument was acknowledge, before me this 4-it day of t 
\~ ~~--~--~ 

204-tby Jol-111 R. Marks, III, well known to me to be the Mayor, of the City of TaUahas~ e, a Florida 

municipal corporation, on behalf of and under the authority duly vested in him by said municipal 

corporation. 

--·~"·· ~i.l:~··~- MARY HELEN JACKSON 
i•f '~ MY COMMISSION tEE 025080 
~· .. .'·~f EXPIRES: October 12,2014 

~;9;,;r...~· Bonded Thru Nolacy Public Underwriters 
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ANA Project 4611.00 I 
April 25. 2005 
Sheet 2 of2 

STATE ROAD No. 261/263 
PARCEL 1118 

Portions of the prope1iy recorded in Official Records Book 1188, Page 983 of the Public 
Records of Leon County. Florida. being more particularly described as follows : 

COMMENCE at a found T open iron pipe (;\!o ID) marking the Southwest corner of 
Section 2 l, Township l South. Range 1 East. Leon County. Florida and run thence South 
89 degrees 30 minutes 09 seconds East along the southerly boundary of said section fcir a 
distance of 599.73 feet to a point marking the intersection of the south boundary of said 
Section 21 vvith the centerline of survey of S.R 263 (Capital Circle S.E. ). said point being 
on a curYe concave no1ihwesterly. thence depmiing said southerly boundary of said 
Section 2 l run along said centerline of survey curve with a central angle of 65 degrees 15 
minutes 44 seconds with a radius of 1977.93 feet for an arc distance of 2252.94 feet 
(chord of said curve bears North 44 degrees 56 minutes 32 seconds East 2133 .II feet). 
thence departing said curve run 1'\orth 12 degrees 18 minutes 40 seconds East for a 
distance of 511 .39 feet to the intersection of the centerline of survey of S.R. 263 with the 
centerline of survey of Tram Road (Old S.R. 261 ). thence along said centerline of survey 
of Tram Road (Old S.R. 261) run North 59 degrees 57 minutes 12 seconds West for a 
distance of 1152.3 7 feet, thence departing said centerline of survey of Tram Road (Old 
S.R. 261) run South 30 degrees 02 minutes 48 seconds West for a di stance of 33 .00 feet 
to a point on the existing southerly 1ight of way boundary of Tram Road (Old S.R. 261) 
and the POI;\!T OF BEGINNING. From said POINT OF BEGINNING and depa1iing 
said existing southerly 1ight of way boundary run thence South 00 degrees 15 minutes 28 
seconds \<Vest for a distance of99.09 feet, thence mn North 59 degrees 57 minutes 12 
seconds West for a distance of 665. 13 feet. thence run N01ih 30 degrees 02 minutes 48 
seconds East for a distance of 86.00 feet to a point on the existing southerly right of way 
boundary of Tram Road (Old S.R. 161 ). thence run along said southerly right of way 
boundary South 59 degrees 57 minutes 12 seconds East for a distance of 615.90 feet to 
the POINT OF BEGINNING: 

Containing 1.2646 acres, more or less. 
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This Instrument Prepared By: 
Ann J. Wild 
Assistant City Attorney 
300 South Adams, Box A-5 
Tallahassee, FL 32301 

QUIT CLAIM DEED 
Parcel 106-B 

20120004981 
THIS DOCUMENT HAS BEEN 
RECORDED IN THE PUBLIC RECORDS 
OF 
LEON COUNTY FL 

BK: 4330 PG:1334, Page1 of 4 
01/26/2012 at 09:15AM, 

BOB INZER, CLERK OF COURTS 

Ll +~ - }. 
THIS QUIT CLAIM DEED is made this _1_,__· --=_-_day of J?::v..vvl~.- f\.., i;L\ 

(\ \ 

\;,( 
20tl, 

-.J 
between the CITY OF TALlAHASSEE, a Florida municipal corporation, whose mailing 

address is 300 South Adams Street, Tallahassee, Florida 32301 (hereinafter "Grantor"), and 

LEON COUNTY, FLORIDA, a charter county and a political subdivision of the State of 

Florida, whose mailing address is 301 South Momoe Street, Tallahassee, Florida 32301 

(h.ereinaftcr "Grantee"): 

W I T N E S S E T H: 

That the Grantor, for and in consideration of the sum of Ten Dollars ($10.00), and 

other good and valuable consideration paid by the Grantee, the receipt and sufficiency of 

which is hereby acknowledged, does hereby remise, release and quit-claim unto the Grantee 

forever, all the right, title, int~rest, claim and demand which the Grantor has in and to the 

following described lot, piece or parcel of land, situate, lying and being in the County of 

Leon, State of Florida, to-wit: 

See Composite Exhibit "A" attached hereto 
and by reference made a part hereof. 

TO HAVE AND TO HOLD THE SAME together with all and singular the 

appurtenances thereunto belonging or in anywise appertaining, and all the estate, right, title, 

interest, lien, equity and claim whatsoever of the said Grantor, in law or in equity, to the only 

proper use, benefit and behoof of the Grantee forever. 

Page 1 of2 Page 600 of 959 Posted at 9:00 p.m. on September 11, 2012



Attachment # 1 
Page 6 of 44

IN WITNESS WHEREOF, Grantor has caused these present to be executed in its 

name by its Mayor, and its seal to be hereto affixed, attested by its City Treasurer Clerk, the 

date first written above. 

Signed, sealed and delivered 
in the presence of 

( -) r.' 
~ 'p,..,, -..n \\1'--tr:~ l"'ll~ -<'-')-- '.U"-

Print Witness Name 
!"~ f ~ 

I ·r· . ;,.----!:.) 
\ , r , I 

,· J L \.__~-' ·-
-~ -·---..... 

Witness Signature 

' ; - : , -I .; f.'Y._,(! t_ I 

Print Witness Nanli'~J 

STATE OF FLORIDA 
COUNTY OF LEON 

J Q H f•( R. I V/ I ,-,.n, 1'- • , , III 
MAYOR 

ATTEST: 

0. COOKE, IV 
City Treasurer-Clerk 

. ,.\_l:_. ~. 
. The foregoing instrument was acknowledge, before me this ~ day of ~£., ,• tl/i.L \ 

l~)... (} \ 

20tt; by John R. Marks, III, well known to me to be the Mayor, of the City of Tallahassee, a Florida 

municipal corporation, on behalf of and under the authority duly vested in him by said municipal 

corporation. 

, .• ~'r"'• ., MARY HECEN JACKSON 
l!YJb. ~~ MY COMMISSION ~ EE 025080 
;,_:. ~ :.: EXPIRES· October 12,2014 
-~i: ·· .. . ;;t_o/ Bonded ThtU Notary Pubi'tc Unde!W!Ite!$ 

"•,P.rue:'' 
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NOTES: 
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ANA project No. 4611-002 
June 30, 2008 
Sheet 2 of2 

STATE ROAD NO. 261 
CAPITAL CIRCLE S.E. 

PARCEL 1068 

A pmt of that property recorded in Official Records Book 3298, Page 1436 of the 
Public Records of Leon County. Flo1ida being more particularly desc1ibed as follows: 

Commence at the Northeast comer of Section 9, Township 1 South, Range 1 East. Leon 
County. Florida and run thence South 89 degrees 54 minutes 29 seconds West along the 
Nm1herly boundary of said section a distance of 1103.19 feet to the intersection of the 
;-.,;orth boundary of said section line with the centerline of survey for State Road No. 261 
at Station 315+ 31.15: thence run South 53 degrees 53 minutes 50 seconds West along 
said centerline of survey a distance of298.82 feet at Station 312+32.33: thence leaving 
said centerline run South 36 degrees 06 minutes 10 seconds East a distance of 50.00 
feet to a point marking the intersection of the fmmer southeasterly right of way 
boundary of said State Road No. 261, vvith the fonner southwesterly right of way 
boundary of Hill Lane, thence run South 00 degrees 15 minutes 20 seconds West along 
said fonner southwesterly right of way boundary of Hill Lane a distance of 105.79 feet 
to the POINT OF BEGINNI;.JG. From said POINT OF BEGINNING continue South 
00 degrees 15 minutes 20 seconds West for a distance of98.07 feet to a point marking 
the intersection of said fom1er southwesterly 1ight of way boundary of Hill Lane with 
the cUJTent southwesterly right of \vay boundary of Hill Lane. thence along said CutTent 
right of way boundary mn North 89 degrees 44 minutes 40 seconds West 3.50 feet, 
thence North 00 degrees 54 minutes 17 seconds West 88 .82 feet: thence North 64 
degrees 41 minutes 09 seconds West 4.34 feet to a point marking the intersection of 
said cuJTent southwesterly right of way boundary of Hill Lane with the cuuent 
southeasterly 1ight of way boundary of said State Road 261, thence departing said 
cmTent southwesterly tight of way boundary of Hill Lane run North 51 degrees 23 
minutes 50 seconds East along a projection of the current southeasterly 1ight of way 
boundary of said State Road 261 for a distance of 11.85 feet to the POINT OF 
BEGINNING: 
containing 438 square feet, more or less. 
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This Instrument Prepared By: 
AnnJ. Wild 
Assistant City Attorney 
300 South Adams, Box A-5 
Tallahassee, FL 32301 

QUIT CLAIM DEED 
Parcel I 07-B 

20120004982 
THIS DOCUMENT HAS BEEN 
RECORDED IN THE PUBLIC RECORDS 
OF 
LEON COUNTY FL 

BK: 4330 PG:1338, Page1 of 4 
0112612012 at 09:15AM, 

BOB INZER, CLERK OF COURTS 

1-\-. 1:,)_ 
THIS QUIT CLAIM DEED is made this h '·'· day of ~'"'W. ~A.A \ 201-1"; 

between the CITY OF TALLAHASSEE, a Florida municipal corporation, whose mailing 

address is 300 South Adams Street, Tallahassee, Florida 32301 (hereinafter "Grantor"), and 

LEON COUNTY, FLORIDA, a charter county and a political subdivision of the State of 

Florida, whose mailing address is 301 South Monroe Street, Tallahassee, Florida 32301 

(hereinafter "Grantee"): 

WIT N E S S E T H: 

That the Grantor, for and in consideration of the sum of Ten Dollars ($10.00), and 

other good and valuable consideration paid by the Grantee, the receipt and sufficiency of 

which is hereby acknowledged, does hereby remise, release and quit-claim unto the Grantee 

forever, all the right, title, interest, claim and demand which the Grantor has in and to the 

following described lot, piece or parcel of land, situate, lying and being in the County of 

Leon, State of Florida, to-wit: 

See Composite Exhibit "A" attached hereto 
and by reference made a part hereof. 

TO HAVE AND TO HOLD THE SAME together with all and singular the 

appurtenances thereunto belonging or in anywise appertaining, and all the estate, right, title, 
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interest, lien, equity and claim whatsoever of the said Grantor, in law or in equity, to the only 

proper use, benefit and behoof of the Grantee forever. 

IN WITNESS WHEREOF, Grantor has caused these present to be executed in its 

name by its Mayor, and its seal to be hereto affixed, attested by its City Clerk, the date first 

written above. 

Signed, sealed and delivered 
in the presence of 

c -
·~ :.. U <""' C'•'' 

Witness Signature 

Witness Signature 

' Print Witness NaJllLI 

STATE OF FLORIDA 
COUNTY OF LEON 

. ASSEE 

ATTEST: 

JM.-1$ 0. COOKE, IV 
Intet\Ul City Treasurer-Clerk 

..U .-
\ The foregoing instrument was acknowledge, before me this ~- ;.;_ day of s: 'v'W._ _ L\1.. "\ 

20ltby John R. Marks, III, well known to me to be the Mayor, of the City of Tallahassee, a Florida 

municipal corporation, on behalf of and under the authority duly vested in him by said municipal 

corporation. 
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ANA project No. 4611-002 
June 30. 2008 
Sheet 2 of2 

STATE ROAD NO. 261 
CAPITAL CIRCLE S.E. 

PARCEL 1078 

A part ofthat property recorded in Official Records Book 3225. Page 1436 of the 
Public Records of Leon County. Florida being more particularly described as follows: 

Commence at the Northeast comer of Section 9. Township l South, Range I East. Leon 
County, Florida and run thence South 89 degrees 54 minutes 29 seconds West along the 
Northerly boundary of said section a distance of II 03.19 feet to the intersection of the 
North boundary of said section line with the centerline of survey for State Road No. 
261 at Station 315_j_ 31.15: thence run South 53 degrees 53 minutes 50 seconds West 
along said centerline of sun;ey a distance of 30 I. 70 feet to station 312+ 29.45: thence 
leaving said centerline run South 36 degrees 06 minutes 10 seconds East a distance of 
126.23 feet to a point marking the intersection of the CUlTent southeasterly right ofvvay 
boundary of State Road 261 and the nmihwesterly right of way boundary of Hill Lane, 
said point being the POINT OF BEGINNING. From said POINT OF BEGIN?\ING run 
along said northwesterly right of way boundary South 00 degrees 54 minutes 17 
seconds East for a distance of 48.28 feet. thence run South 89 degrees 05 minutes 43 
seconds West for a distance of 3.28 feet. thence tun South 00 degrees 54 minutes l 7 
seconds East for a distance of 42.45 feet. thence departing said nmihwesterly right of 
vYay tun North 89 degrees 44 minutes 40 seconds \Vest for a distance of 41.43 feet to a 
point on the fom1er southwesterly right of way boundary of Hill Lane, thence mn along 
said fonner southwesterly right of way boundary Nmih 00 degrees 15 minutes 20 
seconds East for a distance of 56.24 feet to a point marking the intersection of said 
former southwesterly right of way boundary of Hill Lane with the ctment southeasterly 
right of \Yay boundary of State Road 261. thence departing said fonner southwesterly 
right of\:vay boundary run North 51 degrees 23 minutes 50 seconds East along said 
current southeasterly right of way boundary for a distance of 55.06 feet to the POINT 
OF BEGINNING: containing 3095 square feet. more or less. 
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This Instrument Prepared By: 
Ann J. Wild 
Assistant City Attorney 
300 South Adams, Box A-5 
Tallahassee, FL 32301 

QUIT CLAIM DEED 
Parcel 134 

20120004990 
THIS DOCUMENT HAS BEEN 
~~CORDED IN THE PUBLIC RECORDS 

LEON COUNTY FL 

BK: 4330 PG:1370, Page1 of 4 
01/26/2012 at 09:15AM, 

BOB INZER, CLERK OF COURTS 

th ~ . 
THIS QUIT CLAIM DEED is made this J-t ~· day of W Y\AAA:U--1 

\.\ \ 
between the CITY 0 F TALLAHASSEE, a Florida municipal corporation, whose mailing 

address is 300 South Adams Street, Tallahassee, Florida 32301 (hereinafter "Grantor"), and 

LEON COUNTY, FLORIDA, a charter county and a political subdivision of the State of 

Florida, whose mailing address is 301 South Monroe Street, Tallahassee, Florida 32301 

(hereinafter 11 Grantee 11
): 

WIT N E S S E T H: 

That the Grantor, for and in consideration of the sum of Ten Dollars ($10.00), and 

other good and valuable consideration paid by the Grantee, the receipt and sufficiency of 

which is hereby acknowledged, does hereby remise, release and quit-claim unto the Grantee 

forever, all the right, title, interest, claim and demand which the Grantor has in and to the 

following described lot, piece or parcel of land, situate, lying and being in the County of 

Leon, State of Florida, to-wit: 

See Composite Exhibit 11 A 11 attached hereto 
and by reference made a part hereof. 

TO HAVE AND TO HOLD THE SAME together with all and singular the 

appurtenances thereunto belonging or in anywise appertaining, and all the estate, right, title, 
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interest, lien, equity and claim whatsoever of the said Grantor, in law or in equity, to the only 

proper use, benefit and behoof of the Grantee forever. 

IN WITNESS WHEREOF, Grantor has caused these present to be executed in its 

name by its Mayor, and its seal to be hereto affixed, attested by its City Treasurer Clerk, the 

date first written above. 

Signed, sealed and delivered 
in the presence of 

Print Witness Name r) a/~-~-~ 
~s Signature 

1 j ,-' I , ,r /f;{ 'I,! !j '· 
,. d ~- ,_, .... --'--- -

Pri"; Witness Name:J 

STATE OF FLORIDA 
COUNTY OF LEON 

MAYOR --
ATTEST: 

. -H- J. 
. The foregoing instrument was acknowledge, before me this .!:::t_:: day of/·-:\h~ 1 \..'._1.(_'\.'1..\ .. \ ,., \ \. 
,ff-_ ~ ' 

201:-t, by Jolm R. Marks, III, '..vell known to me to be the Mayor, of the City of Tallahas.,ee, a Florida 

municipal corporation, on behalf of and under the authority duly vested in him by said municipal 

corporation. 

Page 2 of2 

l~~·:'f}J;;;:, MARY HElm JACKSON 
§•(@'~:-% MYCOMMISSIONt tE025080 
~A~"J EXPIRES: October 12, 2014 

'··~.fll·• Bonded Thru Notary Public UllderMfters 

Page 609 of 959 Posted at 9:00 p.m. on September 11, 2012



Attachment # 1 
Page 15 of 44

c EGE' IC: 
I: l 

\l · CE~ IT£q._:··JC: 

.,. • METE=.~ 

'I~ • NOT APF _i:ASLE 
~IC . • ' I ~M9E::{ 

0-~· • OFF /C IA~ RECCRD 
?, • ;l4G~ 

D I • PLAT 

t • ~~~PE07{ ~i~~ 

S·T· • 3Q:J~RE ~.1EI;::RS 

500(, 

L.~.C- • LIM:~S o; CS!,ISTRUCiiG'I 
r.:. E. • T::::M!=·sRAR . ., ::cf.:s:Ru::.,.. i o· 1 

T.:. .. ., t.,:' IGt. ; IT :o ::UR'iE A.i-!G LE 
c _= • -:Hllr: L!HK FE!'-rcE 

t!OTES: 

_.l o 
z 

j _.~ 
j _.l 

'\ -. ::c 

1\ 

~ 
I f 

I 

I 
I 

I 
A~ i- 5Ei>R I l•iGS SHOWN HE REO~, 

AqE B~SED 0~ STAT E ~~ANE 
CJORDPII\TES. ~10~-, ,_, F LORIDA 
Z:JIIE. UMBER! "'ROJECTIO~I. 
I·IJR ~ '-< 1';\IIERICM! DATUM 198 3 119901. 

2. T~IS S~ETCH IS BASED UPO~ A 
P! GH ~ o~ WAf CONTROL S~~V~t 

;OR CAP!TAL CIRCLE SO~'HEAST 

~QMPLE TE D B' D iVERS IFIED DES;GN 
AND DRA~-l ~G AND TIED TO 
CE~TE~~~~E 0~ SUR VEY SHOWN ON 
SA. I 0 M.I\PS. 

3. TH IS iS A ~AETR I C Ul•! IT PRO JECT . 
t.l , CURRE)IT RECQ,:jQ[I·!G I~IFORMATlON 

~OR ACOU!RED PARC ELS IS SHOWN IN 
ITALIC TEVT •UPDATED I I -23-091 

O. R. 
PI>GE 

s 89"54'2'3'' w 

! I I J3. ' 9 ' I C I 

POl NT OF 

/

1 ' ~~~c~~;R~~T 
MOt,lUMENT 'i1'i T'- "LAJu~ 
STAMPED ~ 3 4 9 IS'' 

'\ 

1259. 
'52 

0.::\ . I ~D9~ P.AGE i 27B-

Pau ! N. W i I I · :Jmson 
~ l orida Regis?ered La~c Sur~ e}o
Certiflccte No. 3208 

NOT VALID WITHOU- THE S!GNA 7 LRE 
AND THE ORIGINAL RAISED S~AL OF a 
FLORIDA LICENSED SURVE"OR AND MAPPER 

CITY OF TALLAHASSEE 
RICHT OF WAY MAPPING 

; D: 

RIGHT OF WAY PARCEL SKETCH 
STATE ROAD NO. 261 LEON COUNTY 

t-- --\-___::_BY:__+ __;D::_:<.:.;fE'---lA? P">OVE:J 3f 

PRELIM J'IIF 10·16·02 

I-F- , -,..A-L-t--J'IIF--+-0-2--0-6--0---ll <;Q!:!l P.P~!t~-~~ J ~!! ~·p.~·-
CHECKED PNW 02 ·06-03 

FIELD BOOK :10. ' 5 

E=-s. zoo40ISJ. zoo1&1B0. zoo•6·BI 

r .P. 11o. iliA SHEET I OF 2 

CAPITAL CIRCLE SE S.R.261 (U.S.319l PARCEL 134 Page 610 of 959 Posted at 9:00 p.m. on September 11, 2012



Attachment # 1 
Page 16 of 44

ANA Project No. 3968-002 
February 16. 2003 
Sheer 2 of1 

STATE ROAD NO. 261 
CAPIT AL ClRCLE S.E. 

PARCEL 134 

A pnrt of that propetty recorded in Official Records Book 2274. Page 446 of the Public 
Records of Leon C'ounty. Florida being more particularly described as follows: 

Commence at the Northeast cornerofSection9. Township l South. Range I East. Leon 
County. Florida and run thcuce South 89 degrees 54 minutes 29 seconds West along the 
i"ottherly boundary of said section a distnnce of336.253 meters til 03.\9 feet) to the 
intersection of the 0lorth boundary of said section line with the centerline o f survey for 
State Road No. 261 at Station 96 .... 1 0. 71 0: thence run South 53 degrees 53 m inures 50 
seconds West along said centerline of survey a distance of 11 8.828 meters (390.03 feet) 
to station 94~91.828: thence 1eaving·said centedine run South 36 degrees 06 minutes 
I 0 seconds East a distance of 53.008 meters ( 173.9 1 feet) to the POINI OF 
BEGil\fNlNG. From said POINT OF BEGlNNlNG run thence South 89 degrees44 
minutes 40 seconds East a distance of 12.627 meters (41.43 feet): thence run South 00 
degrees 54 minutes 17 seconds East a distance of 15.243 meters (50.0 I feet): thence 
North 89 degrees 44 minutes 40 seconds Wesr a distance of 12.936 meters (42 .44 feet): 
thence North 00 degrees 15 minutes 20 seconds East a distance of 15.240 meters (50.00 
feet) to the POI0<1 OF BEGIN. "1;-..iG. containing 194.786 square meters (2096.65 
square feet) more or less. 
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his Instrument Prepared By: 
Ann J. Wild 
Assistant City Attorney 
300 South Adams, Box A-5 
Tallahassee, FL 32301 

QUIT CLAIM DEED 
Parcel 116 

20120004983 
THIS DOCUMENT HAS BEEN 
RECORDED IN THE PUBLIC RECORDS 
OF 
LEON COUNTY FL 

BK: 4330 PG:1342, Page1 of 4 
01/26/2012 at 09:15AM, 

BOB INZER, CLERK OF COURTS 

,,-l\-, ~ 
THIS QUIT CLAIM DEED is made this ~ -~- day of ~\\,\ACJ\.._/\ 

·.,J \ 

I'J-
20-!·1:, 

between the CITY OF TALLAHASSEE, a Florida municipal corporation, whose mailing 

address is 300 South Adams Street, Tallahassee, Florida 32301 (hereinafter "Grantor"), and 

LEON COUNTY, FLORIDA, a charter county and a political subdivision of the State of 

Florida, whose mailing address is 301 South Monroe Street, Tallahassee, Florida 32301 

(hereinafter "Grantee"): 

W IT N E S S E T H: 

That the Grantor, for and in consideration of the sum of Ten Dollars ($1 0.00), and 

other good and valuable consideration paid by the Grantee, the receipt and sufficiency of 

which is hereby acknowledged, does hereby remise, release and quit-claim unto the Grantee 

forever, all the right, title, interest, claim and demand which the Grantor has in and to the 

following described lot, piece or parcel of land, situate, lying and being in the County of 

Leon, State ofFlorida, to-wit: 

See Composite Exhibit "A" attached hereto 
and by reference made a part hereof. 

TO HAVE AND TO HOLD THE SAME together with all and singular the 

appurtenances thereunto belonging or in anywise appertaining, and all the estate, right, title, 

Page 1 of2 
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interest, lien, equity and claim whatsoever of the said Grantor, in law or in equity, to the only 

proper use, benefit and behoof of the Grantee forever. 

IN WITNESS WHEREOF, Grantor has caused these present to be executed in its 

name by its Mayor, and its seal to be hereto affixed, attested by its City Treasurer Clerk, the 

date first written above. 

Signed, sealed and delivered 
in the presence of 

-, J 

f'•)ti I i ,_ i . A 

, " ;: { ! L. I ...__ v ~~· -
,L).:··, i ( ': ' 

J· , '-.-· v· ~· ·,_ \. _ 

Print Witness Nanle. __ / 

STATE OF FLORIDA 
COUNTY OF LEON 

ATTEST: 

:-\!-. 
The foregoing instrument was acknowledge, before me this .-- day of <i5fl>: .,;,,-c. ''v , 

).:\ --
20-t-(,by John R. Marks, III, well known to me to be the Mayor, of the City of Tallahassee, a Florida 

municipal corporation, on behalf of and under the authority duly vested in him by said municipal 

corporation. 
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At\A project No. 3968-002 
February 20. 2003 
Sheet2 of2 

STATE ROAD NO. 26 1 
CAPITAL CIRCLE S.E. 

PARCEL 116 

A pat1 of th-at property recorded in Oft'icial Records Book 624. Page 69:! of the Public 
Records of Leon County. Florida being more particularly described ns folio" s: 

Commence at the Southeast corner of Section 4. TO\\ nship I South. Range I East. leon 
County, Florida :md run thence :orth 00 degrees 27 minutes 26 seconds West along the 
Easterly boundary of said section a dis1ance of 48.425 meters ( 158.87 feet) to the 
mtersection of the Easterly boundary of said section line with the centerline of sun·e~ for 
Old St. Augustine R(1ad at Station 32-20.451: thence run North 80 degrees II minutes 10 
seconds West along said centerline a distance of 156.593 meters (51 J. 76 feet) to station 
30-63.858: thence leadng said centerl ine run Somh 09 degrees 48 minutes 50 seconds 
West a distance of 5.2 11 metet-s ( 17.10 teet) to the Southerly mainrnined right of way of 
said Old St. Augustine Road for the POI~T OF BEGINN ING. From said POI~T OF 
BEGI>JNING nen thence South 83 degrees 48 minutes 22 seconds East along said 
maintained right of way a distance of 18.368 metet:. (60 . .26 feet): thence lea\'ing said nght 
of wa)' run South 00 degrees 17 minutes 14 seconds West a distance of .J.284 metc:rs 
( 14.06 feet): thence 1 orth 81 degrees I 0 minutes 38 seconds West a distance of 18.475 
meters (60.61 feet): thence North 00 degrees 17 minutes 14 seconds East a distance of 
3.431 meters ( 11 .26 feel) to the POINT OF BEG I :'-i~TNG. containing 70.494 squurc 
meters (758.79 square feet) more or less. 
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This Instrument Prepared By: 
Ann J. Wild 
Assistant City Attorney 
300 South Adams, Box A-5 
Tallahassee, FL 32301 

QUIT CLAIM DEED 
Parcel 117 (A-B Consolidated) 

THIS QUIT CLAIM DEED is made this lj'~ 

20120004984 
THIS DOCUMENT HAS BEEN 
RECORDED IN THE PUBLIC RECORDS 
OF 
LEON COUNTY FL 

BK: 4330 PG:1346, Page1 of 4 
01/26/2012 at 09:15AM, 

BOB INZER, CLERK OF COURTS 

day of ~"c\-lA{)L u 201-1'; ~ 
ld-.. 

\ 

between the CITY OF TALLAHASSEE, a Florida municipal corporation, whose mailing 

address is 300 South Adams Street, Tallahassee, Florida 32301 (hereinafter "Grantor"), and 

LEON COUNTY, FLORIDA, a charter county and a political subdivision of the State of 

Florida, whose mailing address is 301 South Monroe Street, Tallahassee, Florida 32301 

(hereinafter "Grantee"): 

WIT N E S S E T H: 

That the Grantor, for and in consideration of the sum of Ten Dollars ($1 0.00), and 

other good and valuable consideration paid by the Grantee, the receipt and sufficiency of 

which is hereby acknowledged, does hereby remise, release and quit-claim unto the Grantee 

forever; all the right, title, interest, claim and demand which the Grantor has in and to the 

following described lot, piece or parcel of land, situate, lying and being in the County of 

Leon, State of Florida, to-wit: 

See Composite Exhibit "A" attached hereto 
and by reference made a part hereof. 

TO HAVE AND TO HOLD THE SAME together with all and singular the 

appurtenances thereunto belonging or in anywise appertaining, and all the estate, right, title, 

Page 1 of2 
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interest, lien, equity and claim whatsoever of the said Grantor, in law or in equity, to the only 

proper use, benefit and behoof of the Grantee forever. 

IN WITNESS WHEREOF, Grantor has caused these present to be executed in its 

name by its Mayor, and its seal to be hereto affixed, attested by its City Treasurer Clerk, the 

date first written above. 

Signed, sealed and delivered 
in the presence of 

Witness Signature 

Print Witness Namr:.J 

STATE OF FLORIDA 
COLTNTY OF LEON 

AS SEE 

ATTEST: 

;j 
0 . COOKE, IV 

City Treasurer-Clerk 

The foregoing instrument was acknowledge, before me this -J~~ day of , ~ 1\l._ \.~ \ 
\'~ I 

20H·, by John R. Marks, III, well known to me to be the Mayor, of the City of Tallahass e, a Florida 

municipal corporation, on behalf of and under the authority duly vested in him by said municipal 

corporation. 
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ANA project No. 3968-002 
February 20. 2003 
Sheet 2 of2 

STATE ROAD NO. 261 
CAPITAL CIRCLE S.E. 

PARCEL 117 

A part of that property recorded in Official Records Book 183 7. Page 624 of the Public 
Records of Leon County. Florida being more particularly described as follows: 

Commence at the Southeast comer of Section 4. Township I South. Range I East. Leon 
County. Fl01ida and run thence North 00 degrees 27 minutes 26 seconds \-Vest along the 
Easterly boundary of said section a distance of 48.425 meters ( 158.87 feet) to the 
intersection of the Easterly boundary of said section line \Vith the centerline of survey for 
Old St. Augustine Road at Station 32+20.451: thence run Nmth 80 degrees II minutes I 0 
seconds West along said centerline a distance of 138.262 meters (453 .61 feet) to station 
30-'-82.189: thence leaYing said centerline run South 09 degrees 48 minutes 50 seconds 
West a distance of 4.052 meters ( 13.29 feet) to the Southerly maintained 1ight of way of 
said Old St. Augustine Road for the POINT OF BEG!Nl\l)IG. From said POf;\IT OF 
BEG INNING run thence South 81 degrees 31 minutes 56 seconds East along said 
maintained right of way a distance of 15.378 meters (50.45 feet); thence South 77 degrees 
00 minutes 44 seconds East along said right of way a distance of 15.604 meters (5 1.19 
feet): thence leaving said right of way run South 00 degrees 17 minutes 14 seconds West a 
distance of 3.262 meters (I 0.70 feet): thence N01th 80 degrees 45 minutes 30 seconds 
West a distance of3 .636 meters (\ 1.93 feet); thence ~Oith 81 degrees l 0 minutes 38 
seconds West a distance of27.153 meters (89.09 feet); thence Nmth 00 degrees 17 minutes 
14 seconds East a distance of 4.284 meters ( 14.06 feet) to the POINT OF BEGINNING. 
containing 123.959 square meters ( 1334.28 square feet) more or less . 
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This Instrument Prepared By: 
Ann J. Wild 
Assistant City Attorney 
300 South Adams, Box A-5 
Tallahassee, FL 32301 

QUIT CLAIM DEED 
Parcel 118 

20120004985 
THIS DOCUMENT HAS BEEN 
RECORDED IN THE PUBLIC RECORDS 

OF 
LEON COUNTY FL 
BK: 4330 PG:1350, Page1 of 4 
01/26/2012 at 09:16AM, 

BOB INZER, CLERK OF COURTS 

Lf--\-_h... ;\-
THIS QUIT CLAIM DEED is made this __ ...J..___day of~·\\-\,-..{\._\...\..._.\ 

IJ... 
20H, 

. \ \ ,, 
between the CITY OF TALLAHASSEE, a Florida municipal corporation, whose mailing 

address is 300 South Adams Street, Tallahassee, Florida 32301 (hereinafter "Grantor"), and 

LEON COUNTY, FLORIDA, a charter county and a political subdivision of the State of 

Florida, whose mailing address is 301 South Monroe Street, Tallahassee, Florida 32301 

(hereinafter "Grantee"): 

WIT N E S S E T H: 

That the Grantor, for and in consideration of the sum of Ten Dollars ($1 0.00), and 

other good and valuable consideration paid by the Grantee, the receipt and sufficiency of 

which is hereby acknowledged, does hereby remise, release and quit-claim unto the Grantee 

forever, all the rig..l-It, title, interest, claim and demand which the Grantor has in and to the 

following described lot, piece or parcel of land, situate, lying and being in the County of 

Leon, State of Florida, to-wit: 

See Composite Exhibit 11 A 11 attached hereto 
and by reference made a part hereof. 

TO HAVE AND TO HOLD THE SAME together with all and singular the 

appurtenances thereunto belonging or in anywise appertaining, and all the estate, right, title, 
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interest, lien, equity and claim whatsoever of the said Grantor, in law or in equity, to the only 

proper use, benefit and behoof of the Grantee forever. 

IN WITNESS WHEREOF, Grantor has caused these present to be executed in its 

name by its Mayor, and its seal to be hereto affixed, attested by its City Treasurer Clerk, the 

date first written above. 

Signed, sealed and delivered 
in the p resence o.f 

( r'j c ~· 
\, Cl I n.c>-- "'"' r:c~ I\ -'\ .,.:: '--90-' 

Witness Signature ( 1 • ' _ 

I ~ v 
Witness Signature 

Print Witness N~ J 

STATE OF FLORIDA 
COUNTY OF LEON 

CITY OF TALLAHASSEE 

JOHN R.· 
MAYOR 

ATTEST: 

S, III 

JA 0. COOKE, IV 
City Treasurer-Clerk 

\s 

-{l ' 
The foregoing instrument was acknowledge, before me this L\- day of \(:'>\...'./'1 · i 

~· 

2011 , by John R. Marks, III, well known to me to be the Mayor, of the City of Tallahassee, a Florida 

municipal corporation, on behalf of and under the authority duly vested in him by said municipal 

corporation. 

,••lif.J. 1~··· MARY HELEN JACKSON f.'f'r'A ~.}: MY COMMISSION # EE 025080 
~:·.~~ EXPIRES: October 12, 2014 
~i;;; n..¥ Bonded Thru Notwy Public Unde!Writers 

'11hn\ 
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ANA project No. 3968-002 
February 20. 2003 
Sheet 2 of2 

ST ATE ROAD NO. 26 1 
C.-\.PlTAL CIRC LE S.E. 

PARCEL ll 8 

A part ofthal property recorded in Official Records Book 1903. Page 15 of the Public 
Rc~.:ords of Leon County. Florida being more part icularly described as folknvs: 

Commence at the Southeast comer ofSe~tion 4. Township I South. RatJge I East. Leon 
County. Flotida and run thence N01tb 00 degrees 27 minutes 26 seconds West along the 
Easterly boundary of said section a d istance of 48.425 meters ( 158.87 feet) to the 
intersection of the Easterly boundary of said section line with the centerline of survey for 
Old St. All!,'UStine Road at Station 32+20.451: thence run North 80.degrees l l minutes I 0 
seconds West along said centerline a distance of I 07.308 meters (352.06 feet) to station 
3 1- 13. 143: thence leaving said centerline run South 09 degrees 4S minutes 50 seconds 
West a distance of 4.554 meters ( 1-J.. 94 feet) to the Southerly maintained right of way of 
said O ld St. Augustine Road for the POfNT OF B EGf)!NfNG. From said POI"\T OF 
BEGI~:-.Jl['-;G run thence South 84 degrees 39 minutes 34 seconds East along said 
maintained right of way a distance of I 5.273 meters (50.1 1 feet): thence lea\' ing said right 
of way run South 00 degrees 17 minutes 14 seconds West a dis tance of 4.3l4 meters 
( 14.15 feet): thence ~orth 80 degrees 45 minutes 30 seconds West a distance (If 15.-102 
meters. (50.53 fee t): thence North 00 degrees 17 minutes 14 seconds East a distance of 
3.262 meters (10.70 feet) to the POINT OF BEG INN I~G. containing 57.624 square 
meters (620.26 square feet) more or less. 
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Titis Instrument Prepared By: 
Ann J. Wild 
Assistant City Attorney 
300 South Adams, Box A-5 
Taliahassee, FL 32301 

QUIT CLAIM DEED 
Parcel121-B 

20120004988 
THIS DOCUMENT HAS BEEN 
RECORDED IN THE PUBLIC RECORDS 

OF 
LEON COUNTY FL 
BK: 4330 PG:1362, Page1 of 4 
01/26/2012 at 09:15AM, 

BOB INZER, CLERK OF COURTS 

THIS QUIT CLAIM DEED is made this L\--tb day oflb\V..\.CC""'--1 
'\} \ 

I.).__ 
201--t, 

between the CITY OF TALLAHASSEE, a Florida municipal corporation, whose mailing 

address is 300 South Adams Street, Tallahassee, Florida 32301 (hereinafter "Grantor"), and 

LEON COUNTY, FLORIDA, a charter county and a political subdivision of the State of 

Florida, whose mailing address is 301 South Monroe Street, Tallahassee, Florida 32301 

(hereinafter "Grantee"): 

WI TN E S S E T H: 

That the Grantor, for and in consideration of the sum of Ten Dollars ($1 0 .. 00), and 

other good and valuable consideration paid by the Grantee, the receipt and sufficiency of 

which is hereby acknowledged, does hereby remise, release and quit-claim unto the Grantee 

forever, all the right, title, interest, claim and demand which the Grantor has in and to the 

following described lot, piece or parcel of land, situate, lying and being in the County of 

Leon, State ofFlorida, to-wit: 

See Composite Exhibit 11 A 11 attached hereto 
and by reference made a part hereof. 

TO HAVE AND TO HOLD THE SAME together with all and singular the 

appurtenances thereunto belonging or in anywise appertaining, and all the estate, right, title, 
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interest, lien, equity and claim whatsoever of the said Grantor, in law or in equity, to the only 

proper use, benefit and behoof of the Grantee forever. 

IN WITNESS WHEREOF, Grantor has caused these present to be executed in its 

name by its Mayor, and its seal to be hereto affixed, attested by its City Treasurer Clerk, the 

date first written above. 

Signed, sealed and delivered 
in the presence of 

Witness Signature 

I 
Print Witness Nanre.__/ 

STATE OF FLORIDA 
COUNTY OF LEON 

CITY OF TALLAHASSEE 

ATTEST: 

J 'o. OOKE, IV . 
City Treasurer- Clerk 

municipal corporation, on behalf of and under the authority duly vested in him by said municipal 

corporation. 

-·~'r!{g,, MARY HELEN JACKSON 
t_~i]· '''f.\ MY COMMISSION# EE 025080 
~:, ;~ EXPIRES: October 12, 201~ 
~~;;; -&}' Bonded Thru Nola!Y Public UnderWriterS 

l fi i U'' 
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ANA project No. 4611-002 
September 25. 2008 
Sheet 2 of2 

STATE ROAD NO. 261 
CAPITAL CIRCLE S.E. 

PARCEL 121B 

A part of that prope1ty recorded in Official Records Book 3608. Page I 019 of the Public 
Records of Leon County. Flmida being more particularly desc1ibed as follows: 

Commence at the Southeast comer of Section 4. Township I South. Range I East. Leon 
County. Flmida and run thence North 00 degrees 27 minutes 26 seconds \Vest along the 
easterly boundary of said section for a distance of 158.87 feet to a point marking the 
intersection of said easterly boundary with the centerline of survey for Old St. Augustine 
Road at Station 105-+-65.76 (English Units). thence run Nmth 80 degrees !!minutes 10 
seconds West along said centerline of survey for a distance of 339 .21 feet: thence 
departing said centerline run North 09 degrees 48 minutes 50 seconds East for a distance 
of 24.14 feet to a point on the fanner northerly maintained right of way boundary of said 
Old St. Augustine Road and the POINT OF BEGINNING. From said POINT OF 
BEGI"'NI?"\G run thence Nmth 80 degrees 19 minutes 53 seconds West along said fonner 
no1therly maintained way right of way boundary for a distance of 174.55 feet: thence 
depatting said former nmtherly maintained right of way boundary run Nmth 09 degrees 48 
minutes 50 seconds East for a distance of 5.82 feet to a point on the cUJTent nmtherly right 
of way boundary of said Old St. Augustine Road, thence run along said cmTent northerly 
right of way boundary South 81 degrees 10 minutes 38 seconds East for a distance of 
115.76 feet. thence run South 08 degrees 49 minutes 22 seconds West for a distance of 
2.95 feet. thence run South 81 degrees I 0 minutes 38 seconds East for a distance of35 .00 
feet. thence run South 80 degrees 45 minutes 30 seconds East for a distance of23.85 feet. 
thence run South 10 degrees 46 minutes 13 seconds West for a distance of 5.27 feet to a 
point marking the intersection of the cun·ent northerly tight of way boundary of said Old. 
St. Augustine Road with the fonner northerly maintained 1ight of way boundary of said 
road, also being POINT OF BEGINNING: 
containing 1.065 square feet. more or less. 
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This Instrument Prepared By: 
Ann J. Wild 
Assistant City Attorney 
300 South Adams, Box A-5 
Tallahassee, FL 32301 

QUIT CLAIM DEED 
Parcel 120 

20120004987 

THIS DOCUMENT HAS BEEN 

~~CORDED IN THE PUBLIC RECORDS 

LEON COUNTY FL 

BK: 4330 PG·1358 p 
0112612012 at 09 :1'5 AM, ' age1 of 4 

BOB INZER, CLERK OF COURTS 

THIS QUIT CLAIM DEED is made this ~ day of ~~\c'l\;>kj 
I \ 

between the CITY OF TALLAHASSEE, a Florida municipal corporation, whose mailing 

address is 300 South Adams Street, Tallahassee, Florida 32301 (hereinafter "Grantor"), and 

LEON COUNTY, FLORIDA, a charter county and a political subdivision of the State of 

Flotida, whose mailing address is 301 South Monroe Street, Tallahassee, Florida 32301 

(hereinafter "Grantee"): 

W I T N E S S E T H: 

That the Grantor, for and in consideration of the sum of Ten Dollars ($1 0.00), and 

other good and valuable consideration paid by the Grantee, the receipt and sufficiency of 

which is hereby acknowledged, does hereby remise, release and quit-claim unto the Grantee 

forever, all Lhe right, title, interest, claim and demand which the Grantor has in and to the 

following described lot, piece or parcel of land, situate, lying and being in the County of 

Leon, State of Florida, to-wit: 

See Composite Exhibit "A" attached hereto 
and by reference made a part hereof. 

TO HAVE AND TO HOLD THE SAME together with all and singular the 

appurtenances thereunto belonging or in anywise appertaining, and all the estate, right, title, 
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interest, lien, equity and claim whatsoever of the said Grantor, in law or in equity, to the only 

proper use, benefit and behoof of the Grantee forever. 

IN ·wiTNESS WHEREOF, Grantor has caused these present to be executed in its 

name by its Mayor, and its seal to be hereto affixed, attested by its City Treasurer Clerk, the 

date first written above. 

Signed, sealed and delivered 
in the presence of 

c \~~-" 1\• J"')" 

Witness Signature 

STATE OF FLORIDA 
COUNTY OF LEON 

CITY OF TALLAHASSEE 

ATTEST: 

J 
City Treasurer- Clerk 

·+:k 
The foregoing instrument was acknowledge, before me this i:::l_ day of '-'-LC\.. 'v'--

20~t~by John R. Marks, III, well known to me to be the Mayor, of the City of Tallahak ee, a Florida 

municipal corporation, on behalf of and under the authority duly vested in him by said municipal 

corporation. 

,.-;r,~·;u.:., MARY HELEN JACKSON f!i)' 't;:: MY COMMISSION I. EE025080 
~- . · = EXPIRES: Octobe~ 12. 201~ 
~. . .. *-;. · Bonded Thru NotalY Pubic UnderwrileTS 

.r,r,.~ 
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ANA project No. 3968-002 
February 24. 2003 
Sheet 2 of2 

STATE ROAD NO. 261 
CA PITAL ClRCLE S.E. 

PARCEL 120 

A part of that property recorded in Official Records Book 7 11 . Page 236 of the Public 
Records of Leon County. Florida being more pa1ticularly described as tallows: 

Commence at the Southeast comer of Section 4. Township I South. Range 1 East. Leon 
County. Flo1ida and run thence North 00 degrees 27 minutes 26 seconds West along the 
Easterly boundary of said section a distance of 48.425 meters ( I 58.87 feel) to the 
intersection of the Easterly boundary of said section line with the centerline of survey fo r 
Old St. Augustine Road at Station 32+20.451 : thence run North 80 degrees ll minutes I 0 
seconds \\iest along said centerl ine a distance of 295.695 meters (970.13 feet): thence 
leaving said centerl ine run North 09 degrees 48 minutes 50 seconds East a distance of 
6. 184 meters (20.29 feet) to the Northerly maintained right of way of said Old St. 
Augustine Road for the POINT OF BEGINNING. From said POINT OF BEGtN:--;JNG run 
t-hence North 78 degrees 56 mi1mtes 30 seconds West along said maintained right of way a 
distance of 2 1.848 meters 171.68 feet) : thence run North 8 1 degrees 13 minutes 36 seconds 
West along said right of way a distance of9.2 I 9 meters (30.25 feet): thence lea,ing said 
right of way ron North 00 degrees 00 minutes 34 East a distance of 1.885 meters (6.18 
feel): thence South 79 degrees 40 minutes 35 East a distance of 3 I .294 meters (I 02.67 
feet): thence South 07 degrees 08 minutes 0 I seconds West a distance of 1.888 meters 
C6. 19 feet) to the POINT OF BEGINNfNG. containing 54.277 square meters (584.23 
square feet) more ofless. 
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This Ir.strument Prepared By: 
Ann J. Wild 
Assistant City Attorney 
300 South Adams, Box A-5 
Tallahassee, FL 3230 I 

QUIT CLAIM DEED 
Parcel 119 

20120004986 
THIS DOCUMENT HAS BEEN 
RECORDED IN THE PUBLIC RECORDS 
OF 
LEON COUNTY FL 

BK: 4330 PG:1354, Page1 of 4 
01126/2012 at 09:15AM, 

BOB INZER, CLERK OF COURTS 

THIS QUIT CLAIM DEED is made this lf-lb day of L'frp y\,u.[! ~0.- \ 

1.).. 
20H; 

..) \ 
between the CITY OF TALLAHASSEE, a Florida municipal corporation, whose mailing 

address is 300 South Adams Street, Tallahassee, Florida 32301 (hereinafter "Grantor"), and 

LEON COUNTY, FLORIDA, a charter county and a political subdivision of the State of 

Florida, whose mailing address is 301 South Monroe Street, Tallahassee, Florida 32301 

(hereinafter "Grantee"): 

WIT N E S S E T H: 

That the Grantor, for and in consideration of the sum of Ten Dollars ($1 0.00), and 

other good and valuable consideration paid by the Grantee, the receipt and sufficiency of 

which is hereby acknowledged, does hereby remise, release and quit-claim unto the Grantee 

forever, ail the right, title, interest, claim and demand which the Grantor has in and to the 

following described lot, piece or parcel of land, situate, lying and being in the County of 

Leon, State of Florida, to-wit: 

See Composite Exhibit "A" attached hereto 
and by reference made a part hereof. 

TO HAVE AND TO HOLD THE SAME together with all and singular the 

appurtenances thereunto belonging or in anywise appertaining, and all the estate, right, title, 
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interest, lien, equity and claim whatsoever of the said Grantor, in law or in equity, to the only 

proper use, benefit and behoof of the Grantee forever. 

IN WITNESS WHEREOF, Grantor has caused these present to be executed in its 

name by its Mayor, and its seal to be hereto affixed, attested by its City Treasurer Clerk, the 

date first written above. 

Signed, sealed and delivered 
in the presence of 

Print Witness Name 

/b~ ~--~/( __ , 
~Witness Signature 

-T~( iv :~ d (_.) H (j ( '~ - '-

Print Witness Name-__ . 

STATE OF FLORIDA 
COUNTY OF LEON 

c· t':. t --

ATTEST: 

1 ne foregoing instrument was acknow 1eage, before me this L-r \ l day of C~w \.1..L\.. '-\ 

2ottby John R. Marks, III, well known to me to be the Mayor, of the City of Tallahass e, a Florida\ 

municipal corporation, on behalf of and under the authority duly vested in him by said municipal 

corporation. 

Page 2 of2 Page 633 of 959 Posted at 9:00 p.m. on September 11, 2012



Attachment # 1 
Page 39 of 44

LINE. T4BLE. 
LINE BEARING DISTANCE I c) 
LIOI lN 69" 1.1 '33" W 6.::>CJ6m !2C.66 " J 
L I 02 N I o• I 9. 25 .. E 3.17Bm 110.43"> 

LL LQ3 (go4 • IS .. F 6.956m 12: .B • J 
L l06 oooo"34" w 3.4Q9m 111.19'> 
L107 N B I 0 I • 36 .. w 5.764m IIB.91'J 
L I OB N 69 ° I 4 . 33 .. 'II I.B34m IG .02 ' l 
Lll b N 8 I • 4 I • 40" W 22. 359m I 73. 35 • l 
LZ I 7 N 80°3~ ' 23 " w S.364m 1 17.60' 1 
_~-.£Ill N 09 9 24 ' 56 ~ W 5 . 446m 11 7.87'1 

L.<' ~ N I • j I • 4 ~ 1:. I.,. j urn I_Q_3. ·~ • J 
~ S 8'.1°59 '26" E 38.Q73m 1124.91") 
L221 s 00"00'34" w 28. 873m I 9 4.7 3 · 1 

L220 

O.R . 17 39, P.365 

~SURVEY ST. AUGUSTINE 
P.!. STA. 27•98.506 
!:::,. 04 ° 4 3 '57 " I LT. l 
T 103.306m 1338.93') 
L 206.494m 1677.47' l 
R 2500.000m 18202.08' l 
P.C. STA. 26•95.200 
P.T. STA. 29•01.694 

1--
0 
_j 

GRAPHIC SCALE 1,500 

1--
0 
_j 

LEGEND, 
IC! ; CALCULA TEO 
{ = CENTERLiNE 

~SECTION LINEIPER FOOT MAPSl 

m : METERS 
N/A ; NOT APPLICABLE 
NO.; NUMBER 
O.R. ; OFFICIAL RECORD BOOK 
P. = PAGE 
IPJ ; PLAT 
it ; PROPERTY LINE 
REO ; REQUIRED 
T S. : TITLE SEARCH 
R/W ; RIGHT OF WAY 
sf; SQUARE FEET 
sm : SOUARE METERS 
IO.L.OJ; ORIGINAL LOT DISTANCE 
L.O.C.; LIMITS OF CONSTRUCTION 
WBF ; WOOD BOARD FENCE 
IFI: FIELD 
101; DEED 
P.O.B.: POINT OF BEGINNING 

NOTES: 

CURVE I 
t::,.· oo•11 '02" IRT. > 

L· 8.020ml2b.31 · J 

POINT OF 
COMMENCEMENT 
6 "'X6 .. CONCRETE 

R· ZSOO. OOOmlBZOZ .OB' > 

C H • • N 8 0 • 0 5 ' 4 0 "W 
MONUMENT WITH PLAQUE 
STAMPED "'SECTION CORNER 
3 4 9 I 0"' 

8.019ml26.31' l 

... 
Paul N. Wil I Iamson 
Fl orida Registered Land Surveyor 
Certificate No. 3208 

NOT VALID WITHOUT THE SIGNATURE 
ANO THE ORIGINAL RAISED SEAL OF A 
FLORIDA LICENSED SURVEYOR AND MAPPER 

CITY OF TALLAHASSEE 
RIGHT OF WAY MAPPING 

I. ALL BEARINGS SHIYNN HEREON 
ARE BASED ON STATE PLANE 
COORDINATES. NORTH FLORIDA 
ZONE . LAMBERT PROJECTION. RIGHT OF WAY PARCEL SKETCH 
NORTH AMERICAN DATUM 1983119901. 

2. THIS SKETCH IS BASED UPON A 
RIGHT OF WAY CONTROL SURVEY 
FOR CAPITAL CIRCLE SOUTHEAST 
COMPLE TED BY DIVERSIFIED DESIGN 
AND DRAFTING AND TIED TO 
CENTERLINE OF SURVEY SHOWN ON 
SAID MAPS. 

3. THIS IS A METRIC UNIT PROJECT. 

4. CURRENT RECORDING INFORMATION 
FOR ACQUIRED PARCELS IS SHOWN IN 
ITALIC TEXT WPDATED 11 -23-091 

STATE ROAD 

"' 
PRELIM JIIF 

FINAL JWF 

CHECKED PNW 

F .P. No. Nil 

NO. 261 

DATE 

10·16·02 

02 ·IT ·03 

02 ·26·03 

KCIIC.IIIA 

LEON COUNTY 
APPROVED 8'r DATE 

_ C9!11_RQ.sjte_l;l!b.i.b!C'.A' 

r1tLO a~ t+O. ·s 
EFB, 2'00.ti015J. 2001 6180 . 20016181 

lriOOO ~TAlC 

SHEET I OF 2 

CAPITAL CIRCLE SE S.R.261 (U.S.319l PARCEL I 19 Page 634 of 959 Posted at 9:00 p.m. on September 11, 2012



Attachment # 1 
Page 40 of 44

A0i" A project No. 3968-002 
February 24. 2003 
Sheet 2 of2 

STATE ROAD NO. 261 
CAPITAL CIRCLE S.E. 

PARCEL 119 

A pat·t of that property recorded in Official Records Book 1739, Page 365 of the Public 
Records of Leon County. Florida being more particularly described as follows: 

Commence at the Southeast comer of Section 4. Township I South, Range l East. Leon 
County, Florida and run thence N011h 00 degrees 27 minutes 26 seconds West along the 
Easterly boundary of said section a distance of 48.425 meters ( 158.87 feet) to the 
intersection of the Easterly boundary of said section line with the centerline of survey for 
Old St. Augustine Road at Station 32-20.451: thence run North 80 degrees ll minutes l 0 
seconds \X,' est along said centerline a distance of 318.757 meters ( l 045.79 feet) to a point 
of curve to the 1ight: thence along said curve with a radius of 2500.00 meters (8202.08 
feet) through a central angle of 00 degrees 11 minutes 02 seconds for an arc length of 
8.020 meters (26.31 feet) (chord of 8.019 meters [26 .31 feet] bears North 80 degrees 05 
minutes 40 seconds West) to Station 28+93.674: thence leaving said centerline run North 
09 degrees 59 minutes 51 seconds East a distance of 6.478 meters (21.25 feet) to the 
Southerly maintained right of way of said Old St. Augustine Road for the POINT OF 
BEG!N)Jl:.:G. From said POINT OF BEGINNING mn thence No11h 8! degrees l3 
minutes 36 seconds West along said maintained right of way a distance of 5.764 meters 
( 18.91 feet): thence North 69 degrees l4minutes 33 seconds West along said 1ight ofway 
a distance of I .834 meters (6.02 feet): thence leaving said right of way run North I 0 
degrees 19 minutes 25 seconds East a distance of 3.178 meters (10.43 feet): thence South 
79 degrees 40 minutes 35 seconds East 6.956 meters (22.82 feet), thence South 00 degrees 
00 minutes 34 seconds West 3.409 meters ( 11.19 feet) to the POINT OF BEGINNING. 
containing 24. 787square meters (266.80 square feet) more or less . 
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This lnst!l.lment Prepared By: 
Ann J. Wild 
Assistant City Attorney 
300 South Adams, Box A-5 
Tallahassee, FL 3230 I 

QUIT CLAIM DEED 
Parcel 130-B 

THIS QUIT CLAIM DEED is made this _ __,____ 

20120004989 
THIS DOCUMENT HAS BEEN 
RECORDED IN THE PUBLIC RECORDS 
OF 
LEON COUNTY FL 
BK: 4330 PG:1366, Page1 of 4 
01/26/2012 at 09:15AM, 

BOB INZER, CLERK OF COURTS 

address is 300 South Adams Street, Tallahassee, Florida 32301 (hereinafter "Grantor"), and 

LEON COUNTY, FLORIDA, a charter county and a political subdivision of the State of 

Florida, whose mailing address is 301 South Monroe Street, Tallahassee, Florida 32301 

(hereinafter "Grantee"): 

W IT N E S S E T H: 

That the Grantor, for and in consideration of the sum of Ten Dollars ($1 0.00), and 

other good and valuable consideration paid by the Grantee, the receipt and sufficiency of 

which is hereby acknowledged, does hereby remise, release and quit-claim unto the Grantee 

forever, all the right, title, interest, claim and demand which the Grantor has in and to the 

following described lot, piece or parcel of land, situate, lying and being in the County of 

Leon, State of Florida, to-wit: 

See Composite Exhibit "A" attached hereto 
and by reference made a part hereof. 

TO HAVE AND TO HOLD THE SAME together with all and singular the 

appurtenances thereunto belonging or in anywise appertaining, and all the estate, right, title, 
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interest, lien, equity and claim whatsoever of the said Grantor, in law or in equity, to the only 

proper use, benefit and behoof of the Grantee forever. 

IN WITNESS WHEREOF, Grantor has caused these present to be executed in its 

name by its Mayor, and its seal to be hereto affixed, attested by its City Treasurer Clerk, the 

date first written above. 

Signed, sealed and delivered 
in the presence of 

Print Witness Name 

,() ti /\__ /- ~-- --· 
I -
i Witness Signature 

i 
' ' lr '.' /• J,· I \ -C !/-t_'i ,,., 

Print Witness Name J 

STATE OF FLORIDA 
COUNTY OF LEON 

:...____ ---------

·-
ATTEST: 

,. The foregoing instrument was acknowledge, before me this L~ \t:-- day of~ ~ u IJ.- ' - '\ 

20~f~ by John R. Marks, III, well known to me to be the Mayor, of the City ofTallaha~ee a Floridlt 

municipal corporation, on behalf of and under the authority duly vested in him by said municipal 

corporation. 

J'{\ "-~~''·' b--~'1 
OTARYR • LIC ~~ -

, .• ,-;;.;;:;.~~ MARY HELEN JACKSON 
t,_"'f''/;).''1(~ MY COMMISSION i EE 025080 
~·~·~ EXPIRES: October 12, 2.014 
~··;- ·~· Bonded Thru Notary Public UnderwriterS 

,If, .. ~ 
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Al\:A project No. 4611-002 
September 25, 2008 
Sheet 2 of2 

STATE ROAD NO. 261 
CAPITAL CIRCLE S.E. 

PARCEL 1308 

A part of that property recorded in Official Records Book 3232, Page 1505 of the Public 
Records of Leon County. Florida being more particularly desc1ibed as follows: 

Commence at the Southeast corner of Section 4, Tovvnship l South. Range I East. Leon 
County. Florida and run thence South 89 degrees 54 minutes 29 seconds West along the 
southerly boundary of said section for a distance of II 03.19 feet to the intersection of the 
southerly boundary of said section with the centerline of survey for State Road No. 261 at 
Station 315""" 31.15 (English Units) thence depa1ting said southerly section boundary run 
North 53 degrees 53 minutes 50 seconds East along said centerline for a distance of 484.08 
feet to Station 320~ 15.23. thence departing said centerline of survey run N01th 36 degrees 
06 minutes 10 seconds West for a distance of 50.00 feet to a point on the fonner 
northwesterly right of way of said State Road No. 261, said point marking the intersection 
of said fonner nortlnvesterly 1ight of way boundary of State Road No. 261 with the fom1er 
n01thwesterly maintained right of way boundary of Old St. Augustine Road. thence 
depmting said fonner nmthwesterly right of way boundary of State Road No . 261 run 
along the fol'mer no1thwesterly maintained right of way boundary of Old St. Augustine 
Road South 80 degrees 0 I minutes 14 seconds \Vest for a distance of 55.34 feet ,thence run 
North 80 degrees 04 minutes 3 8 seconds West for a distance of 6 1.60 feet, thence run 
North 78 degrees 44 minutes 08 seconds West a distance of52.00 feet to the POINT OF 
BEGI:--iNING. From said POr~·H OF BEGINNING continue North 78 degrees 44 minutes 
08 seconds West for a distance of 46.87 feet thence departing said fom1er northvvesterly 
maintained right of way boundary run Nmth 07 degrees 08 minutes OJ seconds East for a 
distance of 6.19 feet to a point on the current nmthwesterly right of \vay boundary of said 
Old St. Augustine Road, thence along said boundary run South 79 degrees 40 minutes 35 
seconds East for a distance of 30. I 7 feet. thence run South 80 degrees 00 minutes 09 
seconds East for a distance of 16.98 feet, thence departing said current northwesterly tight 
of way boundary run South 09 degrees 48 minutes 50 seconds West for a distance of7.05 
feet to a point on the fmmer northwesterly right of way boundary of said Old St. Augustine 
Road and the POINT OF BEGINNING; 
Containing 309 square feet, more or less. 
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THIS INSTRUMENT PREPARED BY: 

Debra W. Schiro, Legal Counsel 
Blueprint 2000 Intergovernmental Agency 
2727 Apalachee Parkway, Suite 200 
Tallahassee, Florida 32301 
(850) 219-1060 

QUIT CLAIM DEED 
Parcel 1104B 

Leave blank for official recordin . 

TIDS QUIT CLAIM DEED is made this J-\ ~~ day of --=-f\J\___:..:...CtL\--\,,------ 2012, 

between LEON COUNTY-CITY OF TALLAHASSEE BLUEPRINT 2000 

INTERGOVERNMENTAL AGENCY, whose mailing address is 2727 Apalachee Parkway, 

Suite 200, Tallahassee, Florida 32301 (hereinafter "Grantor1
'), and LEON COUNTY, 

FLORIDA, a charter county and a political subdivision of the State of Florida, whose mailing 

address is 301 South Monroe Street, Tallahassee, Florida 32301 (hereinafter "Grantee"): 

WITNESSETH: 

That the Grantor, for and in consideration of the sum of Ten Dollars ($10.00), and 

other good and valuable consideration paid by the Grantee, the receipt and sufficiency of 

which is hereby acknowledged, does hereby remise, release and quit-claim unto the Grantee 

forever, all the right, title, interest, claim and demand which the Grantor has in and to the 

following described. lot, piece or parcel of land, situate, lying and being in the County of 

Leon, State of Florida, to-wit: 

See Composite Exhibit "A" attached hereto 
and by reference made a part hereof. 

TO HAVE AND TO HOLD THE SAME together with all and singular the 

appurtenances thereunto belonging or in anywise appertaining, and all the estate, right, title, 
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interest, lien, equity and claim whatsoever of the said Grantor, in law or in equity, to the only 

proper use, benefit and behoof of the Grantee forever. 

IN WITNESS WHEREOF, Grantor has caused these present to be executed in its 

name by its Executive Director, and its seal to be hereto affixed, attested by its City Treasurer 

Clerk, the date first written above. 

Signed, sealed and delivered 
in the presence of: 

LEON COUNTY -CITY OFT ALLAHASSEE 
BLUEPRINT 2000 INTERGOVERNMENTAL AGENCY 

~ImiloJl t1 J~_)J_ 
~W~im~e~ss~S~ig~n=a~tu~r~e~~~-------- /~TEDDER 

Print Name 

STATE OF FLORIDA 
COUNTY OF LEON 

Director, Planning, Land Management and 
Community Enhancement (PLACE) 

ATTEST: 

THE FOREGOING instrument was acknowledged before me this I+ day 

of [Y'O \ \ , 2012, by Wayne Tedder, Director, Planning, Land Management and 

Community' Enhancement, Leon County-City of Tallahassee Blueprint 2000 

Intergovernmental Agency, who is ,Personally known to me or who has produced 
______________ as identification and who did (did not) take an oath. 

~'?At'tillt;;. ANGELA IVY 
2~:~:·~ Commission# EE 136431 
\t-.; ·~.,; Expires January 21, 2015 
~P," :~ BondedllvuTroyFai~I11S11811Ctll01h18HOt9 

~l>Jil 

Print N a.ry Name 
My Commission Expires: 
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ANA Project 461 1.001 
April25,2005 
Sheet 2 of2 

STATE ROAD No. 261/263 
PARCEL 1104 

Portions of the property recorded in Official Records Book 2797, Page 179 I of the Public 
Records of Leon County, Florida, being more particularly described as follows: 

PART "B" 
COMMENCE at a found 2" open iron pipe (No ID) marking the Southwest corner of 
Section 21, Township 1 South, Range 1 East, Leon County, Florida and run thence South 
89 degrees 30 minutes 09 seconds East along the southerly boundary of said section for a 
distance of 599.73 feet to a point marking the intersection of the south boundary of said 
Section 21 with the centerline of survey of S.R 263 (Capital Circle S.E.), said point being 
on a curve concave northwesterly, thence departing said southerly boundary of said 
Section 21 run along said centerline of survey curve with a central angle of65 degrees 15 
minutes 44 seconds with a radius of 1977.93 feet for an arc distance of2252.94 feet 
(chord of said curve bears North 44 degrees 56 minutes 32 seconds East 2133.11 feet), 
thence depat1ing said curve run North 12 degrees 18 minutes 40 seconds East for a 
distance of 511.39 feet to the intersection of the centerline of survey ofS.R. 263 with the 
centerline of survey of Tram Road (Old S.R. 261), thence along said centerline of survey 
ofTram Road (Old S.R. 261) run North 59 degrees 57 minutes 12 seconds West for a 
distance of 568.55 feet, thence departing said centerline of survey of Tram Road (Old 
S.R. 261) run South 30 degrees 02 minutes 48 seconds West for a distance of33.00 feet 
to a point on the existing southerly right of way boundary of Tram Road (Old S.R. 261) 
and the POINT OF BEGINNING. From said POINT OF BEGINNING and departing 
said existing southerly right of way boundary run thence South 01 degrees 23 minutes 43 
seconds West for a distance of 98.00 feet, thence run North 59 degrees 57 minutes 12 
seconds West for a distance of 481.79 feet, thence run North 00 degrees 00 minutes 58 
seconds East for a distance of99.33 feet to a point on the existing southerly right of way 
boundary of Tram Road (Old S.R. 261), thence run along said southerly right of way 
boundary South 59 degrees 57 minutes 12 seconds East for a distance of 484.51 feet to 
the POINT OF BEGINNING; 

Containing 0.9539 acres, more or less. 
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THIS INSTRUMENT PREPARED BY: 

Debra W. Schiro, Legal Counsel 
Blueprint 2000 Intergovernmental Agency 
2727 Apalachee Parkway, Suite 200 
Tallahassee, Florida 32301 
(850) 219-1060 

QUIT CLAIM DEED 
Parcel 11 06B 

Leave blank for official record in . 

THIS QUIT CLAIM DEED is made this &\ sJ- day of ___;_M______:c_CLY--\:,-- 2012, 

between LEON COUNTY-CITY OF TALLAHASSEE BLUEPRINT 2000 

INTERGOVERNMENTAL AGENCY, whose mailing address is 2727 Apalachee Parkway, 

Suite 200, Tallahassee, Florida 32301 (hereinafter "Grantor"), and LEON COUNTY, 

FLORIDA, a charter county and a political subdivision of the State of Florida, whose mailing 

address is 301 South Monroe Street, Tallahassee, Florida 32301 (hereinafter "Grantee"): 

WI T N E S S E T H: 

That the Grantor, for and in consideration of the sum of Ten Dollars ($10.00), and 

other good and valuable consideration paid by the Grantee, the receipt and sufficiency of 

which is hereby acknowledged, does hereby remise, release and quit-claim unto the Grantee 

forever, all the right, title, interest, claim and demand which the Grantor has in and to the 

following described lot, piece or parcel of land, situate, lying and being in the County of 

Leon, State ofFlorida, to-wit; 

See Composite Exhibit "A" attached hereto 
and by reference made a part hereof. 

TO HAVE AND TO HOLD THE SAME together with all and singular the 

appurtenances thereunto belonging or in anywise appertaining, and all the estate, right, title, 
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interest, lien, equity and claim whatsoever of the said Grantor, in law or in equity, to the only 

proper use, benefit and behoof of the Grantee forever. 

IN WITNESS WHEREOF, Grantor has caused these present to be executed in its 

name by its Executive Director, and its seal to be hereto affixed, attested by its City Treasurer 

Clerk, the date first written above. 

Signed, sealed and delivered 
in the presence of: 

ILU! te.filUQalL 
Witness Signature 

·VtolerA WA-LL 

STATE OF FLORIDA 
COUNTY OF LEON 

LEON COUNTY-CITY OF TALLAHASSEE 
BLUEPRINT 2000 INTERGOVERNMENTAL AGENCY 

AYNETEDDER 
Director, Planning, Land Management and 
Community Enhancement (PLACE) 

ATTEST: 

~ 1Jl Q (]de~. f¥ 
J E 0. COOKE, IV 
C1ty asurer - Clerk 

THE FOREGOING instrument was acknowledged before me this I+ day 

of (Y\Cu .. ...\ , 2012, by Wayne Tedder, Director, Planning, Land Management and 

Community ' Enhancement, Leon County-City of Tallahassee Blueprint 2000 

Intergovernmental Agency, who is .IAArsonally known to rrie)or who has produced 

____________ as identification and who did (did not) take an oath. 

N~~ lx(a 
~~>1\~~ ANGE!-A IVY 
~~ :•! Cornrruss1on tt EE 136431 
"f.'i · f Expires January 21, 2015 
~R •• :.. f.Ytiidl".1 ~!ft l Tmyr .·.!:'"•' lqsurunce600-385-7019 
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ANA Project 4611.001 
April 25, 2005 
Sheet 2 of2 

STATE ROAD No. 261 I 263 
PARCEL 1106 

Portions of the property recorded in Official Records Book 3135, Page 2202 of the Public 
Records of Leon County, Florida, being more particularly described as follows: 

PART"B" 
COMMENCE at a found 2" open iron pipe (No ID) marking the Southwest corner of 
Section 21, Township 1 South, Range 1 East, Leon County, Florida and run thence South 
89 degrees 30 minutes 09 seconds East along the southerly boundary of said section for a 
distance of 599.73 feet to a point marking the intersection of the south boundary of said 
Section 21 with the centerline of survey of S.R 263 (Capital Circle S.E.), said point being 
on a curve concave northwesterly, thence departing said southerly boundary of said 
Section 21 run along said centerline of survey curve with a central angle of 65 degrees 15 
minutes 44 seconds with a radius of1977.93 feet for an arc distance of2252.94 feet 
(chord of said curve bears North 44 degrees 56 minutes 32 seconds East 2133.11 feet), 
thence departing said curve run North 12 degrees 18 minutes 40 seconds East for a 
distance of511.39 feet to the intersection of the centerline of survey ofS.R. 263 with the 
centerline of survey of Tram Road (Old S.R.261 ), thence along said centerline of survey 
ofTram Road (Old S.R.261) run North 59 degrees 57 minutes 12 seconds West for a 
distance of357 .65 feet, thence departing said centerline of survey of Tram Road (Old 
S.R.26l) run South 30 degrees 02 minutes 48 seconds West for a distance of33.00 feet to 
a point on the existing southerly right of way boundary of said road and the POINT OF 
BEGINNING. From said POINT OF BEGINNING and departing said existing southerly 
right of way boundaty run thence South 12 degrees 04 minutes 22 seconds West for a 
distance of90.41 feet, thence run North 59 degrees 57 minutes 12 seconds West for a 
distance of 191.81 feet, thence run North 01 degrees 23 minutes 43 seconds East for a 
distance of98.00 feet to a point on the existing southerly right of way boundary of Tram 
Road (Old S.R.261), thence run along said southerly right of way boundary South 59 
degrees 57 minutes 12 seconds East for a distance of210.90 feet to the POINT OF 
BEGINNING; 

Containing 17316.55 square feet, more or less. 
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THIS INSTRUMENT PREPARED BY: 

Debra W. Schiro, Legal Counsel 
Blueprint 2000 Intergovernmental Agency 
2727 Apalachee Parkway, Suite 200 
Tallahassee, Florida 32301 
(850) 219-1060 Leave blank for official record in . 

QUIT CLAIM DEED 
Parcel 11 07B 

THIS QUIT CLAIM DEED is made this ~ \ ~ day of N\Ct.-LJ 
\ 

2012, 

between LEON COUNTY-CITY OF TALLAHASSEE BLUEPRINT 2000 

INTERGOVERNMENTAL AGENCY, whose mailing address is 2727 Apalachee Parkway, 

Suite 200, Tallahassee, Florida 32301 (hereinafter "Grantor"), and LEON COUNTY, 

FLORIDA, a charter county and a pohtical subdivision of the State of Florida, whose mailing 

address is 301 South Monroe Street, Tallahassee, Florida 32301 (hereinafter "Grantee"): 

WI TN E S S E T H: 

That the Grantor, for and in consideration of the sum of Ten Dollars ($10.00), and 

other good and valuable consideration paid by the Grantee, the receipt and sufficiency of 

which is hereby acknowledged, does hereby remise, release and quit-claim unto the Grantee 

forever, all the right, title, interest, claim and demand which the Grantor has in and to the 

following described lot, piece or parcel of land, sihmte, lying and being in the County of 

Leon, State ofFlorida, to-wit: 

See Composite Exhibit "A" attached hereto 
and by reference made a part hereof. 

TO HAVE AND TO HOLD THE SAME together with all and singular the 

appurtenances thereunto belonging or in anywise appertaining, and all the estate, right, title, 
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interest, lien, equity and claim whatsoever of the said Grantor, in law or in equity, to the only 

proper use, benefit and behoof of the Grantee forever. 

IN WITNESS WHEREOF, Grantor has caused these present to be executed in its 

name by its Executive Director, and its seal to be hereto affixed, attested by its City Treasurer 

Clerk, the date first written above. 

Signed, sealed and delivered 
in the presence of: 

Witness Signature 

Vt~W!UL 

~ e Signature 

&Ae!/wtz 1/ltrJ<~· 
Print Name 

STATE OF FLORIDA 
COUNTY OF LEON 

LEON COUNTY-CITY OF TALLAHASSEE 

BLUEPRINT 2000 INTERGOVERNMENTAL AGENCY 

Q~ C/fl-
WAYNE TEDDER 
Director, Planning, Land Management and 
Community Enhancement (PLACE) 

ATTEST: 

THE FOREGOING instrument was acknowledged before me this f~- day 

of ffiOt ~ , 2012, by Wayne Tedder, Director, Planning, Land Management and 

Community Enhancement, Leon County-City of Tallahassee Blueprint 2000 

Intergovernmental Agency, who is ersonally known to me or who has produced 

------------------------ as identification an w 1o id (did not) take an oath. 

--d ~ hl»t~ 
Notary Public 

A~}IJ'I 
Print N otar arne 
My Commission Expires: 
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ANA Project 461 I .002 
September 11, 2009 
Sheet2 of2 

STATE ROAD No. 261/263 
PARCEL 1107B 

A portion of the property recorded in Official Records Book 3433, Page 1898 of the 

Public Records of Leon County, Florida, being more particularly described as fol1ows: 

COMMENCE at a found 2" open iron pipe (No ID) marking the Southwest corner of 
Section 21, Township 1 South, Range 1 East, Leon County, Florida and run thence South 

89 degrees 30 minutes 09 seconds East along the southerly boundary of said section for a 
distance of 599.73 feet to a point marking the intersection ofthe south boundary of said 
Section 21 with the centerline of survey of S.R 263 (Capital Circle S.E.), said point being 

on a curve concave northwesterly, thence departing said southerly bounda1y of said 
Section 21 run along said centerline of survey curve with a central angle of65 degrees 15 
minutes 44 seconds with a radius of 1977.93 feet for an arc distance of 2252.94 feet 
(chord of said curve bears Nortl1 44 degrees 56 minutes 32 seconds East 2133.11 feet), 

thence departing said curve run North 12 degrees 18 minutes 40 seconds East for a 
distance of252.96 feet, thence departing said centerline of survey run South 77 degrees 
41 minutes 20 seconds East for a distance of50.00 feet, thence run South 74 degrees 08 
minutes 18 seconds East for a distance of75.64 feet to a point, thence run North 12 

degrees 18 minutes 40 seconds East for a distance of65.82 feet, thence run North 73 
degrees 23 minutes 25 seconds East for a distance of81.57 feet, thence run South 59 

degrees 51 minutes 57 seconds East for a distance of 13.93 to the POINT OF 
BEGINNING. From said POINT OF BEGINNING run North 30 degrees 08 minutes 03 
seconds East for a distance of 58.00 feet, thence run South 59 degrees 51 minutes 57 
seconds East for a distance of 50.53 feet, thence run South 07 degrees 09 minutes 32 

seconds West for a distance of 63.00 feet, thence run North 59 degrees 51 minutes 57 
seconds West for a distance of 75.12 feet to the POINT OF BEGINNING; 

Containing 3644 square feet, more or less. 
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THIS INSTRUMENT PREPARED BY: 

Debra W. Schiro, Legal Counsel 
Blueprint 2000 Intergovernmental Agency 
2727 Apalachee Parkway, Suite 200 
Tallahassee, Florida 32301 
(850) 219-1060 

QUIT CLAIM DEED 
Parcel 11088 

Leave blank for official record in . 

THIS QUIT CLAIM DEED is made this !J.l ~ day of-~---;-,-- 2012, 

between LEON COUNTY-CITY OF TALLAHASSEE BLUEPRINT 2000 

INTERGOVERNMENTAL AGENCY, whose mailing address is 2727 Apalachee Parkway, 

Suite 200, Tallahassee, Florida 32301 (hereinafter "Grantor"), and LEON COUNTY, 

FLORIDA, a charter county and a political subdivision of the State of Florida, whose mailing 

address is 301 South Monroe Street, Tallahassee, Florida 32301 (hereinafter "Grantee"): 

WI T N E S S E T H: 

That the Grantor, for and in consideration of the sum of Ten Dollars ($1 0.00), and 

other good and valuable consideration paid by the Grantee, the receipt and sufficiency of 

which is hereby acknowledged, does hereby remise, release and quit-claim unto the Grantee 

forever, all the right, title, interest, claim and demand which the Grantor has in and to the 

following described lot, piece or parcel of land, situate, lying and being in the County of 

Leon, State of Florida, to-wit: 

See Composite Exhibit 11 A 11 attached hereto 
and by reference made a part hereof. 

TO HAVE AND TO HOLD THE SAME together with all and singular the 

appurtenances thereunto belonging or in anywise appertaining, and all the estate, right, title, 
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interest, lien, equity and claim whatsoever of the said Grantor, in law or in equity, to the only 

proper use, benefit and behoof of the Grantee forever. 

IN WITNESS WHEREOF, Grantor has caused these present to be executed in its 

name by its Executive Director, and its seal to be hereto affixed, attested by its City Treasurer 

Clerk, the date first written above. 

Signed, sealed and delivered 
in the presence of: 

Witness Signature 

Vt ~ uJA-L--L 

w· ess Signature , 

'fbt/;J&iff /IJ~t> 
Print Name 

STATE OF FLORIDA 
COUNTY OF LEON 

LEON COUNTY -CITY OFT ALLAHASSEE 
BLUEPRINT 2000 INTERGOVERNMENTAL AGENCY 

WAYNE TEDDER 
Director, Planning, Land Management and 
Community Enhancement (PLACE) 

ATTEST: 

THE FOREGOING instrument was acknowledged before me this \-:+ day 

of m(li.\_ 2012, by Wayne Tedder, Director, Planning, Land Management and 

Community 0 Enhancement, Leon County-City of Tallahassee Blueprint 2000 

Intergovernmental Agency, who is cPersonally kliown to ~r who has produced 

------------as identification and who did (did not) take an oath . 

•• ··~'\i.tf."· ••• ANGElA IVY f.'t,;J:: Commission# EE 136431 
~~ rr .. il Expires January 21, 2015 

'"'I/ ,10\"" Dondod ThN Troy F.;n 1,.._80Q.MS-7019 
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ANA Project 4611.002 
September 24, 2008 
Sheet 2 of2 

STATE ROAD No. 261/263 
PARCEL 1108B 

A portion of the property recorded in Official Records Book 3377, Page 2382 of the 
Public Records of Leon County, Florida, being more particularly described as follows: 

COMMENCE at a found 2" open iron pipe (No ID) marking the Southwest comer of 
Section 21, Township 1 South, Range 1 East, Leon County, Fl01ida and run thence South 
89 degrees 30 minutes 09 seconds East along the southerly boundary of said section for a 
distance of 599.73 feet to a point marking the intersection of the south boundary of said 
Section 21 with the centerline of survey of S.R 263 (Capital Circle S.E.), said point being 
on a curve concave northwesterly, thence departing said southerly boundary of said 
Section 21 run along said centerline of survey curve with a central angle of 65 degrees 15 
minutes 44 seconds with a radius of !977.93 feet for an arc distance of2252.94 feet 
(chord of said curve bears North 44 degrees 56 minutes 32 seconds East 2133.11 feet), 
thence departing said curve run North 12 degrees 18 minutes 40 seconds East for a 
distance of 283.36 feet, thence departing said centerline of survey run North 77 degrees 
41 minutes 20 seconds West for a distance of 50.00 feet to a point on the former westerly 
right of way boundary ofS.R. 263, thence North 59 degrees 52 minutes 24 seconds West 
for a distance of 57.26 feet to a point on the current westerly right of way boundary of 
said S.R. 263, thence along said current westerly right of way boundary run North 12 
degrees 18 minutes 40 seconds East for a distance of L 19.00 feet to a point marking the 
intersection of said current westerly right of way boundary with the current southerly 
right of way boundru.y of Tram Road (Old S.R. 261 ,) thence departing said current 
westerly right of way boundary run North 59 degrees 57 minutes 12 seconds West for a 
distance of 128.33 feet along the current southerly tight of way boundary of Tram Road 
(Old S.R. 261,) to the POINT OF BEGINNING. From said POINT OF BEGINNING 
continue along said current southerly right of way boundary North 59 degrees 57 minutes 
12 seconds West for a distance of 129.7 5 feet, thence departing said current southerly 
right of way boundaly IUn North 12 degrees 04 minutes 22 seconds East for a distance of 
90.41 feet to a point on the former southerly right of way boundaty of Tram Road, thence 
run along said former southerly right of way boundary South 59 degrees 57 minutes 12 
seconds East for a distance of 157.65 feet to a point, thence departing said former 
southerly right of way boundary mn South 30 degrees 02 minutes 48 seconds West, 
perpendicular to the centerline ot' survey of said '!'ram Road for a distance of ~6.00 feet to 
a point on the current southerly right of way boundary of Tram Road and the POINT OF 
BEGINNING; 

Containing 0.2837 acres, more or less. 
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THIS INSTRUMENT PREPARED BY: 

Debra W. Schiro, Legal Counsel 
Blueprint 2000 Intergovernmental Agency 
2727 Apalachee Parkway, Suite 200 
Tallahassee, Florida 32301 
(850) 219-1060 Leave blank for official recordin . 

QUIT CLAIM DEED 
Parcel1119 

THIS QUIT CLAIM DEED is made this ~ 1 ~ day of M()..)..A. 
\ 

2012, 

between LEON COUNTY-CITY OF TALLAHASSEE BLUEPRINT 2000 

INTERGOVERNMENTAL AGENCY, whose mailing address is 2727 Apalachee Parkway, 

Suite 200, Tallahassee, Florida 32301 (hereinafter "Grantor"), and LEON COUNTY, 

FLORIDA, a charter county and a political subdivision of the State of Florida, whose mailing 

address is 301 South Monroe Street, Tallahassee, Florida 32301 (hereinafter "Grantee"): 

W I T N E S S E T H: 

That the Grantor, for and in consideration of the sum of Ten Dollars ($10.00), and 

other good and valuable consideration paid by the Grantee, the receipt and sufficiency of 

which is hereby acknowledged, does hereby remise, release and quit-claim unto the Grantee 

forever, all the right, title, interest, claim and demand which the Grantor has in and to the 

following described lot, piece or parcel of land, situate, lying and being in the County of 

Leon, State ofFlorida, to-wit: 

See Composite Exhibit "A" attached hereto 
and by reference made a part hereof. 

TO HAVE AND TO HOLD THE SAME together with all and singular the 

appurtenances thereunto belonging or in anywise appertaining, and all the estate, right, title, 
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interest, lien, equity and claim whatsoever of the said Grantor, in law or in equity, to the only 

proper use, benefit and behoof of the Grantee forever. 

IN WITNESS WHEREOF, Grantor has caused these present to be executed in its 

name by its Executive Director, and its seal to be hereto affixed, attested by its City Treasurer 

Clerk, the date frrst written above. 

Signed, sealed and delivered 
in the presence of: 

Witness Signature 

V,~WA-LL 
Print Name 

STATE OF FLORIDA 
COUNTY OF LEON 

LEON COUNTY-CITY OF TALLAHASSEE 
BLUEPRINT 2000 INTERGOVERNMENTAL AGENCY 

WAYNE TEDDER 
Director, Planning, Land Management and 
Community Enhancement (PLACE) 

ATTEST: 

THE FOREGOING instrument was acknowledged before me this 'i- day 
of fYJclli , 2012, by Wayne Tedder, Director, Planning, Land Management and 
CommunitY Enhancement, Leon County-City of Tallahassee Blueprint 2000 
Intergovernmental Agency, who is qiersonally known to~ or who has produced 
_________ ___ as identification and who did (did not) take an oath. 

4\':r.'\~., ANGELA IVY 
~·:;,u:·~ Commission# EE 136431 
~· · ~ Expires January 21,2015 

·-~,yf. , , • BondedllvuTroyF<mlnstnnoeS00.385-7019 

Print Not Name 
My Commission Expires: 
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ANA Project 4611.001 
April 25, 2005 
Sheet 2 of2 

STATE ROAD No. 261 I 263 
PARCEL 1119 

Portions of the property recorded in Official Records Book 2471, Page 553 of the Public 
Records of Leon County, Florida, being more particularly described as follows: 

COMMENCE at a found 2" open iron pipe (No !D) marking the Southwest comer of 
Section 21, Township 1 South, Range 1 East, Leon County, Florida and run thence South 
89 degrees 30 minutes 09 seconds East along the southerly boundary of said section for a 
distance of 599.73 feet to a point marking the intersection of the south boundary of said 
Section 21 with the centerline of survey of S.R 263 (Capital Circle S.E.), said point being 
on a curve concave northwesterly, thence departing said southerly boundary of said 
Section 21 run along said centerline of survey curve with a central angle of 65 degrees 15 
minutes 44 seconds with a radius of 1977.93 feet for an arc distance of2252.94 feet 
(chord of said curve bears North 44 degrees 56 minutes 32 seconds East 2133.11 feet), 
thence departing said curve run North 12 degrees 18 minutes 40 seconds East for a 
distance of 511.39 feet to the intersection of the centerline of survey of S.R. 263 with the 
centerline of survey of Tram Road (Old S.R. 261 ), thence along said centerline of survey 
of Tram Road (Old S.R. 261) run North 59 degrees 57 minutes 12 seconds West for a 
distance of 1053.06 feet, thence departing said centerline of survey of Tram Road (Old 
S.R. 261) run South 30 degrees 02 minutes 48 seconds West for a distance of33.00 feet 
to a point on the existing southerly right of way boundary of Tram Road (Old S.R. 261) 
and the POINT OF BEGINNING. From said POINT OF BEGINNING and departing 
said existing southerly right of way boundary run thence South 00 degrees 00 minutes 58 
seconds West for a distance of99.33 feet, thence run North 59 degrees 57 minutes 12 
seconds West for a distance of 99.80 feet, thence run North 00 degrees 15 minutes 28 
seconds East for a distance of99.09 feet to a point on the existing southerly right of way 
boundary of Tram Road (Old S.R. 261), thence run along said southerly right of way 
boundary South 59 degrees 57 minutes 12 second a for a distance of 99.32 feet to the 
POINT OF BEGINNING; 

Containing 8561.91 square feet, more or less. 
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THIS INSTRUMENT PREPARED BY: 

Debra W. Schiro, Legal Counsel 
Blueprint 2000 Intergovernmental Agency 
2727 Apalachee Parkway, Suite 200 
Tallahassee, Florida 32301 
(850) 219-1060 

QUIT CLAIM DEED 
Parcel 1120 

si 
THIS QUIT CLAIM DEED is made this ~\ day of ___,_N\ov__:...::....__y+--- 2012, 

" 
between LEON COUNTY-CITY OF TALLAHASSEE BLUEPRINT 2000 

INTERGOVERNMENTAL AGENCY, whose mailing address is 2727 Apalachee Parkway, 

Suite 200, Tallahassee, Florida 32301 (hereinafter "Grantor"), and LEON COUNTY, 

FLORIDA, a chruter county and a political subdivision of the State of Florida, whose mailing 

address is 301 South Monroe Street, Tallahassee, Florida 32301 (hereinafter "Grantee"): 

WITNESSETH: 

That the Grantor, for and in consideration of the sum of Ten Dollars ($10.00), and 

other good and valuable consideration paid by the Grantee, the receipt and sufficiency of 

which is hereby acknowledged, does hereby remise, release and quit-claim unto the Grantee 

forever, all the right, title, interest, claim and demand which the Grantor has in and to the 

following described lot, piece or parcel of land, situate, lying and being in the County of 

Leon, State of Florida, to-wit: 

See Composite Exhibit "A" attached hereto 
and by reference made a part hereof. 

TO HAVE AND TO HOLD THE SAME together with all and singular the 

appurtenances thereunto belonging or in anywise appertaining, and all the estate, right, title, 
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interest, lien, equity and claim whatsoever ofthe said Grantor, in law or in equity, to the only 

proper use, benefit and behoof of the Grantee forever. 

IN WITNESS WHEREOF, Grantor has caused these present to be executed in its 

name by its Executive Director, and its seal to be hereto affixed, attested by its City Treasurer 

Clerk, the date first written above. 

Signed, sealed and delivered 
in the presence of: 

Witness Signature 

v,~ tuAGL 

r?i!tt ·arne 

STATE OF FLORIDA 
COUNTY OF LEON 

LEON COUNTY-CITY OF TALLAHASSEE 
BLUEPRINT 2000 INTERGOVERNMENTAL AGENCY 

WAYNE TEDDER 
Director, Planning, Land Management and 
Community Enhancement (PLACE) 

ATTEST: 

THE FOREGOING instrument was acknowledged before me this Jl day 
of ({)O.U , 2012, by Wayne Tedder, Director, Planning, Land Management and 
Community ' Enhancement, Leon County-City of Tallahassee Blueprint 2000 
Intergovernmental Agency, who is personally known to me or who has produced 
------------as identification and who did (did not) take an oath . 

•. ··&/~~~- ANGELA IVY 
• l.'f'~~~ Commission# EE 136431 
. ~l· ~ Expires January 21, 2015 

·~ ".~ BondedTiwTIO'fFahl.....,...eoo.Ja5.7019 

Notary Pu 
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ANA Project 4611.001 
April25, 2005 
Sheet 2 of2 

STATE ROAD No. 261/263 
PARCEL l120 

A portion of the property recorded in Official Records Book 2109, Page 794 of the Public 
Records of Leon County, Florida, being more particularly described as follows: 

COMMENCE at a found 2" open iron pipe (No ID) marking the Southwest comer of 
Section 21, Township 1 South, Range l East, Leon County, Florida and run thence South 
89 degrees 30 minutes 09 seconds East along the southerly boundary of said section for a 
distance of 599.73 feet to a point marking the intersection of the south boundary of said 
Section 21 with the centerline of survey of S.R 263 (Capital Circle S.E.), said point being 
on a curve concave northwesterly, thence departing said southerly boundary of said 
Section 21 run along said centerline of survey curve with a central angle of 65 degrees 15 
minutes 44 seconds with a radius of 1977.93 feet for an arc distance of2252.94 feet 
(chord of said curve bears North 44 degrees 56 minutes 32 seconds East 2133.11 feet), 
thence departing said curve run N mth 12 degrees 18 minutes 40 seconds East for a 
distance of 511.39 feet to the intersection of the centerline of survey of S.R. 263 with the 
centerline of survey of Tram Road (Old S.R.26l ), said point also marking the equation of 
the centerline of survey of S.R 263 (Station 168+ 13.00 back) to the centerline of survey 
of existing S.R. 261 (Capital Circle S.E.) (Station 168+13.00 ahead), thence along said 
centerline of survey ofS.R. 261 (Capital Circle S.E.) run North 12 degrees 13 minutes 21 
seconds East for a distance of 1.04 feet to the intersection of the centerline of survey of 
S.R. 261 (Capital Circle S.E.) with the centerline of survey of Tram Road, thence 
departing said centerline of survey ofS.R. 261 (Capital Circle S.E) run South 59 degrees 
51 minutes 57 seconds East along the centerline of survey of Tram Road for a distance of 
300.53 feet, thence departing said centerline of survey of Tram Road run South 30 
degrees 08 minutes 03 seconds West for a distance of33.00 feet to a point on the 
southerly right of way boundary of Tram Road and the POINT OF BEGINNING. From 
said POINT OF BEGINNING run along said southerly right of way boundary South 59 
degrees 51 minutes 57 seconds East for a distance of 126.66 feet, thence departing said 
existing southerly right of way boundary run South 03 degrees 52 minutes 20 seconds 
West for a distance of 64.68 feet, thence run North 59 degrees 51 minutes 57 seconds 
West for a distance of 130.69 feet, thence run North 07 degrees 09 minutes 32 seconds 
East for a distance of63.00 feet to a point on the existing southerly right of way boundary 
of Tram Road and the POINT OF BEGINNING; 

Containing 7462.94 square feet, more or less. 
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THIS INSTRUMENT PREPARED BY: 

Debra W. Schiro, Legal Counsel 
Blueprint 2000 Intergovernmental Agency 
2727 Apalachee Parkway, Suite 200 
Tallahassee, Florida 32301 
(850) 219-1060 

QUIT CLAIM DEED 
Parcelll21 

Leave blank for official record in . 

THIS QUIT CLAIM DEED is made this 'J.. \ sr day of f\Mu...1 2012, 
\ 

between LEON COUNTY-CITY OF TALLAHASSEE BLUEPRINT 2000 

INTERGOVERNMENTAL AGENCY, whose mailing address is 2727 Apalachee Parkway, 

Suite 200, Tallahassee, Florida 32301 (hereinafter "Grantor"), and LEON COUNTY, 

FLORIDA, a charter county and a political subdivision of the State of Florida, whose mailing 

address is 301 South Monroe Street, Tallahassee, Florida 32301 (hereinafter "Grantee"): 

WITNESSETH: 

That the Grantor, for and in consideration of the sum of Ten Dollars ($1 0.00), and 

other good and valuable consideration paid by the Grantee, the receipt and sufficiency of 

which is hereby acknowledged, does hereby remise, release and quit-claim unto the Grantee 

forever, all the right, title, interest, claim and demand which the Grantor has in and to the 

following described lot, piece or parcel of land, situate, lying and being in the County of 

Leon, State of Florida, to-wit: 

See Composite Exhibit "A" attached hereto 
and by reference made a part hereof. 

TO HAVE AND TO HOLD THE SAME together with all and singular the 

appurtenances thereunto belonging or in anywise appertaining, and all the estate, right, title, 
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interest, lien, equity and claim whatsoever of the said Grantor, in law or in equity, to the only 

proper use, benefit and behoof of the Grantee forever. 

IN WITNESS WHEREOF, Grantor has caused these present to be executed in its 

name by its Executive Director, and its seal to be hereto affixed, attested by its City Treasurer 

Clerk, the date first written above. 

Signed, sealed and delivered 
in the presence of: 

Print Name 

STATE OF FLORIDA 
COUNTY OF LEON 

LEON COUNTY-CITY OF TALLAHASSEE 
BLUEPRINT 2000 INTERGOVERNMENTAL AGENCY 

WAYNE TEDDER 
Director, Planning, Land Management and 
Community Enhancement (PLACE) 

ATTEST: 

. COOKE, IV 
City Tt a urer- Clerk 

THE FOREGOING instrument was acknowledged before me this j.3:_ day 
of mQ.L) , 2012, by Wayne Tedder, Director, Planning, Land Management and 
Community Enhancement, Leon Count -Ci of Tallahassee Blueprint 2000 
Intergovernmental Agency, who is ersonally known to me or who has produced 
_ __________ as identification and who did (did not) take an oath. 

,~hl~J\, 
No~ic 
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ANA Project 4611.001 
April 22, 2005 
Sheet 2 of2 

STATE ROAD No. 261/263 
PARCEL 1121 

A portion of the property recorded in Official Records Book 1324, Page 3 72 of the Public 
Records of Leon County, Florida, being more particularly described as follows: 

COMMENCE at a found 2" open iron pipe (No ID) marking the Southwest corner of 
Section 21, Township 1 South, Range 1 East, Leon County, Florida and run thence South 
89 degrees 30 minutes 09 seconds East along the southerly boundary of said section for a 
distance of 599.73 feet to a point marking the intersection of the south boundary of said 
Section 21 with the centerline of survey of S.R 263 (Capital Circle S.E.), said point being 
on a curve concave northwesterly, thence departing said southerly boundary of said 
Section 21 run along said centerline of survey curve with a central angle of 65 degrees 15 
minutes 44 seconds with a radius of 1977.93 feet for an arc distance of2252.94 feet 
(chord of said curve bears North 44 degrees 56 minutes 32 seconds East 2133.11 feet), 
thence departing said curve run North 12 degrees 18 minutes 40 seconds East for a 
distance of 511.39 feet to the intersection of the centerline of survey of S.R. 263 with the 
centerline of survey of Tram Road (Old S.R.261), said point also marking the equation of 
the centerline of survey ofS.R 263 (Station 168+13.00 back) to the centerline of survey 
of existing S.R. 261 (Capital Circle S.E.) (Station 168+13.00 ahead), thence along said 
centerline of survey ofS.R. 261 (Capital Circle S.E.) run North 12 degrees 13 minutes 21 
seconds East for a distance of 1.04 feet to the intersection of said centerline of survey of 
S.R. 261 (Capital Circle S.E.) with the centerline of survey of Tram Road, thence 
departing said centerline of survey ofS.R. 261 (Capital Circle S.E) run South 59 degrees 
51 minutes 57 seconds East along the centerline of survey of Tram Road for a distance of 
427.19 feet, thence departing said centerline of survey of Tram Road run South 30 
degrees 08 minutes 03 seconds West for a distance of33.00 feet to a point on the 
southerly right of way boundary of Tram Road and the POINT OF BEGINNING. From 
said POINT OF BEGINNING run along said southerly right of way boundmy South 59 
degrees 51 minutes 57 seconds East fur a distance of 132.49 feet, thence departing said 
existing southerly right of way boundary run South 00 degrees 41 minutes 48 seconds 
East for a distance of67.55 feet, thence run North 59 degrees 51 minutes 57 seconds 
West for a distance of 138.49 feet, thence run North 03 degrees 52 minutes 20 seconds 
East for a distance of 64.68 feet to a point on the existing southerly right of way boundary 
of Tram Road and the POINT OF BEGINNING; 

Containing 7858.52 square feet, more or less. 
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THIS INSTRUMENT PREPARED BY: 

Debra W. Schiro, Legal Counsel 
Blueprint 2000 Intergovernmental Agency 
2727 Apalachee Parkway, Suite 200 
Tallahassee, Florida 32301 
(850) 219-1060 

QUIT CLAIM DEED 
Parcel1122 

Leave blank for official record in . 

~ 
THIS QUIT CLAIM DEED is made this QJ day of ~ 2012, 

\ 

between LEON COUNTY-CITY OF TALLAHASSEE BLUEPRINT 2000 

INTERGOVERNMENTAL AGENCY, whose mailing address is 2727 Apalachee Parkway, 

Suite 200, Tallahassee, Florida 32301 (hereinafter "Grantor"), and LEON COUNTY, 

FLORIDA, a charter county and a political subdivision ofthe State of Florida, whose mailing 

address is 301 South Monroe Street, Tallahassee, Florida 32301 (hereinafter 11Grantee11
): 

WI T N E S S E T H: 

That the Grantor, for and in consideration of the sum of Ten Dollars ($10.00), and 

other good and valuable consideration paid by the Grantee, the receipt and sufficiency of 

which is hereby acknowledged, does hereby remise, release and quit-claim unto the Grantee 

forever, all the right, title, interest, claim and demand which the Grantor has in and to the 

following described lot, piece or parcel of land, situate, lying and being in the County of 

Leon, State of Florida, to-wit: 

See Composite Exhibit "A" attached hereto 
and by reference made a part hereof. 

TO HAVE AND TO HOLD THE SAME together with all and singular the 

appurtenances thereunto belonging or in anywise appertaining, and all the estate, right, title, 
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interest, lien, equity and claim whatsoever of the said Grantor, in law or in equity, to the only 

proper use, benefit and behoof of the Grantee forever. 

IN WITNESS WHEREOF, Grantor has caused these present to be executed in its 

name by its Executive Director, and its seal to be hereto affixed, attested by its City Treasurer 

Clerk, the date first written above. 

Signed, sealed and delivered 
in the presence of: 

Witness Signature 

v,~ WA:U 
Print Name 

pfi[;f Name 

STATE OF FLORIDA 
COUNTY OF LEON 

LEON COUNTY-CITY OFT ALLAHASSEE 
BLUEPRINT 2000 INTERGOVERNMENTAL AGENCY 

AYNETEDDER 
Director, Planning, Land Management and 
Community Enhancement (PLACE) 

ATTEST: 

THE FOREGOING instrument was acknowledged before me this \-:t- day 
of (Y'x:lt_1 , 2012, by Wayne Tedder, Director, Planning, Land Management and 
Community ' Enhancement, Leon County-City of Tallahassee Blueprint 2000 
Intergovernmental Agency, who is personally known to me or who has produced 
-------- ----as identification and who did (did not) take an oath. 

. ~~}!\~~- ANGELA IW 
1 :··:~:·~ Commission# EE 136431 
i ~~ • ~'!! Expires January 21, 2015 

41,.~·· Boncfe!jThuTIU)<F~ l-80037019 

Print Notar arne 
My Commission Expires: 
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ANA Project 4611.00 I 
April22,2005 
Sheet 2 of2 

STATE ROAD No. 261 I 263 
PARCEL 1122 

A portion ofthe property recorded in Official Records Book 2836, Page 1288 of the 
Public Records of Leon County, Florida, being more particularly described as follows: 

COMMENCE at a found 2" open iron pipe (No ID) marking the Southwest comer of 
Section 21, Township 1 South, Range l East, Leon County, Florida and run thence South 
89 degrees 30 minutes 09 seconds East along the southerly boundary of said section for a 
distance of 599.73 feet to a point marking the intersection of the south boundary of said 
Section 21 with the centerline of survey of S.R 263 (Capital Circle S.E.), said point being 
on a curve concave northwesterly, thence departing said southerly boundary of said 
Section 21 run along said centerline of survey curve with a central angle of 65 degrees 15 
minutes 44 seconds with a radius of 1977.93 feet for an arc distance of2252.94 feet 
(chord of said curve bears North 44 degrees 56 minutes 32 seconds East 2133 .11 feet), 
thence departing said curve run North 12 degrees 18 minutes 40 seconds East for a 
distance of 511.39 feet to the intersection of the centerline of survey ofS.R. 263 with the 
centerline of survey of Tram Road (Old S.R.261), said point also marking the equation of 
the centerline of survey ofS.R 263 (Station 168+ 13.00 back) to the centerline of survey 
of existing S.R. 261 (Capital Circle S.E.) (Station 168+13.00 ahead), thence along said 
centerline of survey ofS.R. 261 (Capital Circle S.E.) run North 12 degrees 13 minutes 21 
seconds East for a distance of 1.04 feet to the intersection of said centerline of survey of 
S.R. 261 (Capital Circle S.E.) with the centerline of survey of Tram Road, thence 
departing said centerline of survey ofS.R. 261 (Capital Circle S.E) run South 59 degrees 
51 minutes 57 seconds East along the centerline of survey of Tram Road for a distance of 
559.68 feet, thence departing said centerline of survey of Tram Road run South 30 
degrees 08 minutes 03 seconds West for a distance of33.00 feet to a point on the 
southerly right of way boundary of Tram Road and the POINT OF BEGINNING. From 
said POINT OF'BEGTNNING run along said southerly right of way boundary South 59 
degrees 51 minutes 57 seconds East for a distance of240.64 feet, thence departing said 
existing southerly right of way boundary run South 00 degrees 00 minutes 00 seconds 
West for a distance of67.06 feet, thence run North 59 degrees 51 minutes 57 seconds 
West for a distance of239.70 feet, thence run North 00 degrees 41 minutes 48 seconds 
West for a distance of 67.55 feet to a point on the existing southerly right of way 
boundary of Tram Road and the POINT OF BEGINNING; 

Containing 13929.85 square feet, more or less. 
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Tf.IIS INSTRUMENT PREPARED BY: 

Debra W. Schiro, Legal Counsel 
Blueprint 2000 Intergovernmental Agency 
2727 Apalachee Parkway, Suite 200 
Tallahassee, Florida 32301 
(850) 219-1060 

QUIT CLAIM DEED 
Parcelll23 

Leave blank for official record in . 

. . 'l '~ d f 1\ fl. "-"· THIS QUIT CLAIM DEED 1s made th1s rt= ay o f\JVO..Y 2012, 
\ 

between LEON COUNTY-CITY OF TALLAHASSEE BLUEPRINT 2000 

INTERGOVERNMENTAL AGENCY, whose mailing address is 2727 Apalachee Parkway, 

Suite 200, Tallahassee, Florida 32301 (hereinafter "Grantor"), and LEON COUNTY, 

FLORIDA, a charter county and a political subdivision ofthe State of Florida, whose mailing 

address is 301 South Monroe Street, Tallahassee, Florida 32301 (hereinafter "Grantee"): 

WITNESSETH: 

That the Grantor, for and in consideration of the sum of Ten Dollars ($10.00), and 

other good and valuable consideration paid by the Grantee, the receipt and sufficiency of 

which is hereby acknowledged, does hereby remise, release and quit-claim unto the Grantee 

forever, all the right, title, interest, claim and demand which the Grantor has in and to the 

following described lot, piece or parcel of land, situate, lying and being in the County of 

Leon, State ofFlorida, to-wit: 

See Composite Exhibit "A" attached hereto 
and by reference made a part hereof. 

TO HAVE AND TO HOLD THE SAME together with all and singular the 

appurtenances thereunto belonging or in anywise appertaining, and all the estate, right, title, 
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interest, lien, equity and claim whatsoever of the said Grantor, in law or in equity, to the only 

proper use, benefit and behoof of the Grantee forever. 

IN WITNESS WHEREOF, Grantor has caused these present to be executed in its 

name by its Executive Director, and its seal to be hereto affixed, attested by its City Treasurer 

Clerk, the date first written above. 

Signed, sealed and delivered 
in the presence of: 

Witness Signature 

Vt oJ;:;rA Wtt-LL 
Print Name 

STATE OF FLORIDA 
COUNTY OF LEON 

LEON COUNTY -CITY OF TALLAHASSEE 
BLUEPRINT 2000 INTERGOVERNMENTAL AGENCY 

WAYNE TEDDER 
Director, Planning, Land Management and 
Community Enhancement (PLACE) 

ATTEST: 

THE FOREGOING instrument was acknowledged before me this _j_3_ day 
of {Yb 1 i , 2012, by Wayne Tedder, Director, Planning, Land Management and 
Community 1 Enhancement, Leon Count -City of T hassee Blueprint 2000 
Intergovernmental Agency, who is ersonall own to or who has produced 
- - - --------- as identification and who did (did not) take an oath. 

d {'c't€; k. t 1 1 'I 
Notary Publi · 

~~1cJv~ 
Print Notary me 
My Commission Expires: 
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ANA Project 4611.001 
Apri\25,2005 
Sheet 2 of2 

STATE ROAD No. 261/263 
PARCEL1123 

A portion of the property recorded in Official Records Book 2141 Page 691 of the Public 
Records of Leon County, Florida, being more pru1icularly described as follows: 

COMMENCE at a found 6" square concrete monument stamped "SJPC" marking the 
Southeast comer of Section 21, Township 1 South, Range I East, Leon County, Florida 
and run thence North 00 degrees 09 minutes 09 seconds East along the easterly boundary 
of said section for a distance of 93 7.09 feet to a point marking the intersection of the 
easterly boundary of said Section 21 with the centerline of survey of Tram Road, thence 
departing said easterly boundary run North 76 degrees 56 minutes 39 seconds West along 
said centerline of survey for a distance of 1470.01 feet to a point on a curve that is 
concave no11heasterly, thence run along said centerline of survey curve with a central 
angle of 16 degrees 43 minutes 55 seconds with a radius of 3200.39 feet for an arc 
distance of934.60 feet (chord of said curve bears North 68 degrees 34 minutes 42 
seconds West 931.82 feet), thence departing said curve and centerline of survey run 
South 27 degrees 49 minutes 30 seconds West for a distance of33.00 feet to a point on 
the southerly existing right of way of Tram Road and the POINT OF BEGINNING. 
From said POINT OF BEGINNING and departing said southerly right of way boundary 
1un thence South 00 degrees 07 minutes 12 seconds East for a distance of66.72 feet to a 
point on a curve concave northeasterly, thence along said curve through a central angle of 
00 degrees 55 minutes 32 seconds and a radius of3291.39 feet for an arc distance of 
53.16 feet (chord of said curve bears North 60 degrees 19 minutes 43 seconds West 53.16 
feet), thence depru.1ing said curve ruu North 59 degrees 51 minutes 57 seconds West for a 
distance of20.96 feet, thence run North 00 degrees 00 minutes 00 seconds East for a 
distance of67.06 feet to a point on the existing southerly right of way boundary of Tram 
Road, thence run along said southerly right of way boundary South 59 degrees 51 
minutes 57 seconds East for a distance of 54.63 feet to a point on a curve concave 
northeasterly, thence along said curve through a central angle of 00 degrees 20 minutes 
47 seconds and a radius of3233.39 feet for an arc distance of 19.55 feet (chord of said 
curve bears South 60 degrees 02 minutes 21 seconds East 19.55 feet) to the POINT OF 
BEGINNING; 

Containing 4301.58 square feet, more or less. 
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THIS INSTRUMENT PREPARED BY: 

Debra W. Schiro, Legal Counsel 
Blueprint 2000 Intergovernmental Agency 
2727 Apalachee Parkway, Suite 200 
Tallahassee, Florida 32301 
(850) 219-1060 Leave blank for official record in . 

QUIT CLAIM DEED 
Parcell124 

THIS QUIT CLAIM DEED is made this bt\~ day of M~ 
\ 

2012, 

between LEON COUNTY -CITY OF TALLAHASSEE BLUEPRINT 2000 

INTERGOVERNMENTAL AGENCY, whose mailing address is 2727 Apalachee Parkway, 

Suite 200, Tallahassee, Florida 32301 (hereinafter "Grantor"), and LEON COUNTY, 

FLORIDA, a charter county and a political subdivision of the State of Florida, whose mailing 

address is 301 South Monroe Street, Tallahassee, Florida 32301 (hereinafter "Grantee"): 

WI TNES SETH: 

That the Grantor, for and in consideration of the swn of Ten Dollars ($10.00), and 

other good and valuable consideration paid by the Grantee, the receipt and sufficiency of 

which is hereby acknowledged, does hereby remise, release and quit-claim unto the Grantee 

forever, all the right, title, interest, claim and demand which the Grantor has in and to the 

following described lot, piece or parcel of land, situate, lying and being in the County of 

Leon, State of Florida, to-wit: 

See Composite Exhibit "A" attached hereto 
and by reference made a part hereof. 

TO HAVE AND TO HOLD THE SAME together with all and singular the 

appurtenances thereunto belonging or in anywise appertaining, and all the estate, right, title, 
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interest, lien, equity and claim whatsoever of the said Grantor, in law or in equity, to the only 

proper use, benefit and behoof of the Grantee forever. 

IN WITNESS WHEREOF, Grantor has caused these present to be executed in its 

name by its Executive Director, and its seal to be hereto affixed, attested by its City Treasurer 

Clerk, the date frrst written above. 

Signed, sealed and delivered 
in the presence of: 

STATE OF FLORIDA 
COUNTY OF LEON 

LEON COUNTY -CITY OF TALLAHASSEE 
BLUEPRINT 2000 INTERGOVERNMENTAL AGENCY 

WAYNE TEDDER 
Director, Planning, Land Management and 
Community Enhancement (PLACE) 

ATTEST: 

THE FOREGOING instrument was acknowledged before me this \~ day 
of f'C'o..k \ , 2012, by Wayne Tedder, Director, Planning, Land Management and 
Community\ Enhancement, Leon Coun -Cit of Tallahassee Blueprint 2000 
Intergovernmental Agency, who is personally known to me r who has produced 
- ----------- as identificatton an w o did (did not) take an oath. 

r-:..-:r.~"···· ANGELA 1vv l " cl D;:;CLh lJv \I 
l l.~i:l·,/l:lllf:~ Commission# EE 136431 Notary Publits" 

"'~~ Expires January 21, 2015 t A . : :~!!!~ Bonc!ed Tlru TIO)'fain ftslmco ~s.1o19 ' {l::;(? la \ v Y 
Print NotafPName 1 
My Commission Expires: 
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ANA Project 4611.001 
April25,2005 
Sheet 2 of2 

STATE ROAD No. 261/263 
PARCEL 1124 

A portion ofthe property recorded in Official Records Book 1111 Page 860 of the Public 
Records of Leon County, Florida, being more particularly described as follows: 

COMMENCE at a found 6" square concrete monument stamped "SJPC" marking the 
Southeast corner of Section 21, Township 1 South, Range 1 East, Leon County, Florida 
and run thence North 00 degrees 09 minutes 09 seconds East along the easterly boundary 
of said section for a distance of 93 7.09 feet to a point marking the intersection of the 
easterly boundary of said Section 21 with the centerline of survey ofTram Road, thence 
departing said easterly boundary run North 76 degrees 56 minutes 39 seconds West along 
said centerline of survey for a distance of 1470.01 feet to a point on a curve that is 
concave northeasterly, thence run along said centerline of survey curve with a central 
angle of 16 degrees 07 minutes 14 seconds with a radius of3200.39 feet for an arc 
distance of900.45 feet (chord of said curve bears North 68 degrees 53 minutes 02 
seconds West 897.48 feet), thence departing said curve and centerline of survey run 
South 29 degrees 10 minutes 40 seconds West for a distance of33.00 feet to a point on 
the southerly existing right of way of Tram Road and the POINT OF BEGINNING. 
From said POINT OF BEGINNING and departing said southerly right of way boundary 
run thence South 00 degrees 07 minutes 12 seconds East for a distance of 66.32 feet to a 
point on a curve concave northeasterly, thence along said curve through a central angle of 
00 degrees 35 minutes 50 seconds and a radius of3291.39 feet for an arc distance of 
34.31 feet (chord of said curve bears North 61 degrees 05 minutes 24 seconds West 34.31 
feet), thence departing said curve run N01th 00 degrees 07 minutes 12 seconds West for a 
distance of 66.72 feet to a point on the existing southerly right of way boundary of Tram 
Road, said point being on a curve concave northeasterly, thence along said curve through 
a central angle of 00 degrees 36 minutes 41 seconds and a radius of 3233.39 feet for an 
arc distance of 34.50 feet (chord of said curve bears South 60 degrees 31 minutes 05 
seconds East 34.50 feet) to the POINT OF BEGINNING; 

Containing 1994.99 square feet, more or less. 
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RESOLUTION: 12-_ 

RESOLUTION OF INTENT, PURSUANT TO FLA. STAT. §125.38, TO CONVEY 
A PORTION OF COUNTY -OWNED RIGHT -OF-WAY TO THE FLORIDA 

DEPARTMENT OF TRANSPORTATION 

WHEREAS, Blueprint 2000, an Inter-Governmental Agency, has constructed 

improvements to State Road No. 261 as a Design/Build project in Leon County, Florida; and 

WHEREAS, the maintenance of said improvements as a part of State Road No. 261 will 

become the responsibility of the Florida Department of Transportation (FDOT) it is necessary 

that certain lands now owned by Leon County be acquired by FDOT; and 

WHEREAS, said property is not needed for County purposes; and 

WHEREAS, the FDOT through Blueprint 2000 has made application to said County to 

execute and deliver to the FDOT the attached deed, or deeds, in favor of the FDOT, conveying 

all rights, title and interest that said County has in and to said lands required for transportation 

purposes, and said request having been duly considered. 

NOW, THEREFORE, BE IT RESOLVED by the Board of County Commissioners of 

Leon County, that the application of the FDOT for a deed, or deeds, is for transportation 

purposes which are in the public or community interest and for public welfare and the land 

needed for transportation purposes is not needed for county purposes; that a deed, or deeds, in 

favor of the FDOT conveying all right, title and interest of Leon County in and to said lands 

should be drawn and executed by this Board of County Commissioners. Consideration shall be 

$0.00. 

BE IT FURTHER RESOLVED that a certified copy of this Resolution be forwarded 

forthwith to the State of Florida Department of Transportation at Tallahassee, Florida. 
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DONE AND ADOPTED by the Board of County Commissioners of Leon County, 

Florida, on this the 18th day of September, 2012. 

ATTEST: 
Bob [nzer Clerk of the Court 
Leon County Florida 

BY: ___________________ _ 

Approved as to Form: 
Leon Cow1ty Attorney s Office 

BY: ___________________ _ 
Herbert W.A. Thiele Esq. 
County Attomey 

LEON COUNTY, FLORIDA 

BY:. ________________________ __ 

Akin Akinyemi hairman 
Board of County Commissioners 

F:\JIMP\B iueprint2000\CCSE\Lcltcrs, Memo ·, Resolutions. etc~ E FD T 12S-38Resolution.doc 
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This instrument prepared by: 
Herbert W.A. Thiele, Esq. , County Attorney 
Leon County Attorney's Office 
30 I South Monroe Street, Suite 202 
Tallahassee, Florida 3230 I 

COUNTY DEED PURSUANT TO FLA. STAT. el25.411 

TillS DEED, made this __ day of 2012, by LEON COUNTY, 
FLORIDA, a charter county and a political subdivision of the State of Florida, whose post office 
address is 301 South Monroe Street, Room, Tallahassee, Florida 32301 , party ofthe first part, and 
FLORIDA DEPARTMENT OF TRANSPORTATION, whose post office address is 1074 
Highway 90 East, P.O. Box 607, Chipley, Florida 32428, party of the second part, 

WITNESSETH that the said party of the first part, for and in consideration of the sum of 
$1 0. 00 to it in hand paid by the party of the second part, receipt whereof is hereby acknowledged, has 
granted, bargained, and sold to the party of the second part, Its successors and assigns forever, the 
following described land lying and being in Leon County, Florida: 

See Legal Description attached hereto 
and made a part hereof as Exhibit "A" 

IN WITNESS WHEREOF the said party of the first part has caused these presents to be 
executed in its name by its Board of County Commissioners acting by the Chair or Vice Chair of said 
board, the day and year aforesaid. 

ATTEST: 

By: _ _________ _ 

Bob Inzer, 
Clerk of Circuit Court 
Leon County, Florida 

APPROVED AS TO FORM: 
Leon County Attorney's Office 

By: _ _________ _ 

Herbert W.A. Thiele, Esq. 
County Attorney 

LEON COUNTY, FLORIDA 

By: ___________ __ _ 

Akin Akinyemi, Chairman 
Board of County Commissioners 

F:\JIMP\Biueprint 2000\CCSE\Deeds, Legals, Maps, etc\County Deed Chapter 125 to FOOT. doc 
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NCG Project 461 1.002 
November 16, 20 I 0 
Sheet 2 of2 

STATE ROAD No. 261 /263 
PARCEL 1128 

A portion of the public thoroughfare known as Tram Road (Old State Road 261), situate 
in Section 21, Township I South, Range I East, Leon County, Florida, being more 
particularly described as follows: 

COMMENCE at a found 2" open iron pipe (No ID) marking the Southwest comer of 
Section 21, Township I South, Range I East, Leon County, Florida and run thence South 

89 degrees 30 minutes 09 seconds East along the southerly boundary of said section for a 
distance of 599.73 feet to a point marking the intersection of the south boundary of said 

Section 21 with the centerline of survey of S.R. 263 (Capital Circle S.E.), said point 

being on a curve concave nmthwesterly, thence departing said southerly boundary of said 

Section 21 run along said centerline of survey curve with a central angle of 65 degrees 15 
minutes 44 seconds with a radius of 1977.93 feet for an arc distance of2252.94 feet 

(chord of said curve bears North 44 degrees 56 minutes 32 seconds East 2133.11 feet), 
thence departing said curve continue North 12 degrees 18 minutes 40 seconds East along 

said centerline of survey for a distance of 492.74 feet, thence departing said centerline 
run North 67 degrees 41 minutes 20 seconds West for a distance of 50.00 feet to the 

POINT OF BEGINNING. From said POINT OF BEGINNING run thence North 59 
degrees 57 minutes 12 seconds West for a distance of 158.06 feet, thence run Nmth 30 
degrees 02 minutes 48 seconds East for a distance of 66.00 feet, thence run South 59 

degrees 57 minutes 12 seconds East for a distance of 136.87 feet, thence run South 12 
degrees 13 minutes 21 seconds West tor a distance of 50.66 feet, thence run South 12 

degrees 18 minutes 40 seconds West for a distance of 18.65 feet to the POINT OF 

BEGINNING; 

Containing 9733 square feet, more or less. 
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NCG Project 4611.002 
November 16,2010 
Sheet 2 of2 

STATE ROAD No. 261 I 263 
PARCEL 1129 

A pm1ion of the public thoroughfare known as Tram Road, situate in Section 21, 
Township 1 South, Range 1 East, Leon County. Florida, being more particularly 
described as follows : 

COMMENCE at a found 2" open iron pipe (No ID) marking the Southwest corner of 
Section 21, Township 1 South, Range 1 East, Leon County, Florida and run thence South 
89 degrees 30 minutes 09 seconds East along the southerly boundary of said section for a 
distance of599.73 feet to a point marking the intersection of the south boundat}' of said 
Section 21 with the centerline of survey ofS.R 263 (Capital Circle S.E.), said point being 
on a curve concave northwesterly, thence departing said southerly boundary of said 
Section 21 run along said centerline of smvey curve with a central angle of 65 degrees 15 
minutes 44 seconds with a radius of 1977.93 feet for an arc distance of 2252.94 feet 
(chord of said cmve bears North 44 degrees 56 minutes 32 seconds East 2133.11 feet), 
thence depat1ing said curve run North 12 degrees 18 minutes 40 seconds East along said 
centerline of survey for a distance of 461.70 feet, thence depat1ing said centerline run 
South 67 degrees 41 minutes 20 seconds East for a distance of 50.00 feet to the POINT 
OF BEGINNING. From said POINT OF BEGINNING run thence North 12 degrees 18 
minutes 40 seconds East for a distance of 49.70 feet, thence run North I 2 degrees 13 
minutes 2 I seconds East for a distance of 19.64 feet, thence run South 59 degrees 51 
minutes 57 seconds East for a distance of 208.12 feet, thence run South 30 degrees 08 
minutes 03 seconds West for a distance tor 66.00 feet, thence run Not1h 59 degrees 51 
minutes 57 seconds West for a distance of 186.87 feet to the POINT OF BEGINNING; 

Containing 13,034 square feet, more or less. 
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Regular Meeting & Public Hearing Page 15 

September 18, 2012 

 

 
11. Request to Schedule a Public Hearing Regarding Intent to Use the Uniform 

Method of Levy, Collection and Enforcement of Non-Ad Valorem Assessment for 
Brushy Creek Road Stormwater Control and Drainage Improvement Project for 
Tuesday, November 13, 2012 at 6:00 p.m. 

 
The Board approved Option 1:  Schedule a public hearing regarding intent to use the 
uniform method of levy, collection, and enforcement of non-ad valorem assessments for 
Brushy Creek Road Stormwater Control and Drainage Improvement Project for Tuesday, 
November 13, 2012 at 6:00. 

 

 

 

 

 

 

[Remainder of Page Intentionally Left Blank] 
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Cover Sheet for Agenda #11 
 

September 18, 2012 
 
To: 

 

Honorable Chairman and Members of the Board 
  

From: Vincent S. Long, County Administrator 
  

Title: Request to Schedule a Public Hearing Regarding Intent to Use the Uniform 
Method of Levy, Collection and Enforcement of Non-Ad Valorem 
Assessment for Brushy Creek Road Stormwater Control and Drainage 
Improvement Project for Tuesday, November 13, 2012 at 6:00 p.m. 

 
 

County Administrator 
Review and Approval: 

Vincent S. Long, County Administrator 

Department/ 
Division Review: 

Tony Park, P.E., Director of Public Works & Community 
Development 

Kathy Burke, P.E., Director of Engineering Services 

Lead Staff/ 
Project Team: 

Jim Pilcher, P.S.M., Chief of Survey and Right-of-Way 
Mitzi McGhin, Right-of-Way Agent 

 
Fiscal Impact:  
 
This item has a fiscal impact.  The County advances funds for the construction costs for 2/3 
projects with the understanding that the expenses, plus interest, are to be reimbursed by the 
affected property owners through special improvement liens, to be collected over a period of 
years.  The liens are collected by the Tax Collector under the provisions of Section 197.3632 FS, 
which requires adoption of a Resolution of Intent prior to January 1.  If this item is not approved, 
and the public hearing not scheduled before January 1, the billing of the liens for the project 
would be delayed until 2014. 
 
Staff Recommendation: 
Option #1:  Schedule a public hearing regarding intent of use the uniform method of levy, 

collection, and enforcement of non-ad valorem assessments for Brushy Creek 
Road Stormwater Control and Drainage Improvement Project for Tuesday, 
November 13, 2012, at 6:00 pm. 
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Report and Discussion 

 
Background: 
On January 29, 2009, the Board held a Workshop to address the need for transportation and/or 
stormwater projects to mitigate or alleviate community impacts during and after major storm 
events.  In that Workshop, the Board directed staff to enact a new program to aid areas that are 
impacted by flooding during major storms.  The new program was to be similar to the County’s 
ongoing 2/3 Program, but would only address stormwater control and drainage improvements. 
 
At its April 13, 2010 regular meeting, the Board accepted the petition from the Augustine Hills 
Subdivision, Units I and II homeowners requesting their drainage structure under Brushy Creek 
Road be improved under the Stormwater Control and Drainage Improvement and the Board 
directed staff to begin right-of-way and easement acquisition.  During the April 12, 2011 
meeting, the Board accepted the perpetual access and drainage easements interest from the 
property owners of Augustine Hills Subdivision and scheduled the first public hearing.  The first 
public hearing was held on May 24, 2011 and a resolution authorizing the Special Improvements 
for the Project was adopted. 
 
In accordance with Section 197.3632, FS, 2/3 special improvement liens are placed on the annual 
property tax notice as a non-ad valorem assessment.  This method is used for Stormwater and 
Solid Waste non-ad valorem assessments and is used on previous 2/3 paving project.  The 
amount imposed will be payable to the Tax Collector and the Board retains the authority to allow 
repayment to be made in annual installments, plus interest.  The uniform method adds the 
stormwater control and drainage improvement liens as a non-ad valorem assessment on the 
annual tax notice and eliminates the need for a separate billing from the Clerk of Courts, Finance 
Department.   
 
Analysis: 
Augustine Hills Subdivision, Units I and II, is located in Section 16, Township 1 South, Range 2 
East, Leon County, Florida lying on the west side of Louvenia Road, approximately 1.7 miles 
south of Highway 27 South and approximately 5.3 miles east of Capitol Circle S.E. (Attachment 
#1).  The request by the Augustine Hills homeowners was to address the drainage structure under 
Brushy Creek Road which previously failed during a recent storm event denying access to homes 
and properties.  The construction cost estimate was for improvements consisting of a portion of 
road paving and drainage improvements under Brushy Creek Road only.  The preliminary 
estimated cost of the improvements was $120,838.   
 
A public hearing was held on March 19, 2009 to amend Chapter 18, Article IV of the Code of 
Laws of Leon County relating to Stormwater Utility and adopt the Ordinance No. 09-07; 
whereby, the County will contribute 20% of the actual cost of the project.  To pay the cost of 
improvements, 80% of the total cost will be equally divided among the number of lots or parcels 
determined to receive a benefit from such improvements.  Based on the preliminary estimate, the 
per lot or parcel assessment would be approximately $4,400; current estimates indicate that the 
final assessment will not exceed this amount.  The benefit determination is based upon a lot’s or 
parcel’s sole access being dependent upon crossing the proposed improvements. Page 690 of 959 Posted at 9:00 p.m. on September 11, 2012



Title: Request to Schedule a Public Hearing Regarding Intent to Use the Uniform Method of 
Levy, Collection and Enforcement of Non-Ad Valorem Assessment for Brushy Creek Road 
Stormwater Control and Drainage Improvement Project for Tuesday, November 13, 2012  
at 6:00 p.m. 

September 18, 2012 
Page 3 
 
Based on the current construction schedule, the anticipated completion date of improvements is 
by the end of September 2012. 
 
The County utilizes the uniform method of levy, collection, and enforcement of non-ad valorem 
assessments in accordance with Section 197.3632 FS.  It requires that a Resolution of Intent to 
utilize this method of levy and collection be adopted at a public hearing prior to January 1, when 
a local government, authorized to impose a non-ad valorem assessment, elects to use this method 
for the following year.  
 
The Uniform Method is consistent with Section 16-34, Leon County Code of Laws, which 
provides that the special improvements lien shall be the same nature and to the same extent as 
liens for general county taxes and may be collected in the same manner and with the same fees, 
interest and penalties for default in payment, and under the same provisions as to sale and 
forfeiture, as applies to general county taxes. 
 
Options:  
1. Schedule a public hearing regarding intent of use the uniform method of levy, collection, and 

enforcement of non-ad valorem assessments for Brushy Creek Road Stormwater Control and 
Drainage Improvement Project for Tuesday, November 13, 2012 at 6:00 pm. 

2. Do not schedule a public hearing regarding intent of use the uniform method of levy, 
collection, and enforcement of non-ad valorem assessments for Brushy Creek Road 
Stormwater Control and Drainage Improvement Project for November 13, 2012 at 6:00 pm.  

3. Board direction. 
 
Recommendation: 
Option #1. 
 
Attachment:  
1. Location Map 
 
 
 
VSL/AR/TP/KB/JP/MM/la 
 
f:\jimp\section 18-126 stormwater\brushy creek\agenda\brushy creek intent ph request jcp2v.doc 
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September 18, 2012 

 

12. Request to Schedule a Public Hearing Regarding Intent to Use the Uniform 
Method of Levy, Collection and Enforcement of Non-Ad Valorem Assessment for 
Terre Bonne 2/3 Paving Project for Tuesday, November 13, 2012 at 6:00 p.m. 

 
The Board approved Option 1:  Schedule a public hearing regarding intent to use the 
uniform method of levy, collection, and enforcement of non-ad valorem assessments for 
Terre Bonne 2/3 Paving Project for Tuesday, November 13, 2012 at 6:00 p.m. 

 

 

 

 

 

 

[Remainder of Page Intentionally Left Blank] 
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September 18, 2012 
 
To: 

 

Honorable Chairman and Members of the Board 
  

From: Vincent S. Long, County Administrator 
  

Title: Request to Schedule a Public Hearing Regarding Intent to Use the Uniform 
Method of Levy, Collection and Enforcement of Non-Ad Valorem 
Assessment for Terre Bonne 2/3 Paving Project for Tuesday,  
November 13, 2012 at 6:00 p.m. 

 
 

County Administrator 
Review and Approval: 

Vincent S. Long, County Administrator 

Department/ 
Division Review: 

Tony Park, P.E., Director of Public Works & Community 
Development 

Kathy Burke, P.E., Director of Engineering Services 

Lead Staff/ 
Project Team: 

Jim Pilcher, P.S.M., Chief of Survey and Right-of-Way 
Mitzi McGhin, Right-of-Way Agent 

 
Fiscal Impact:  
 
This item has a fiscal impact.  The County advances funds for the construction costs of  
2/3 projects with the understanding that the expenses, plus interest, are to be reimbursed by the 
affected property owners through special improvement liens to be collected over a period of 
years.  The liens are collected by the Tax Collector under the provisions of Section 197.3632 FS, 
which requires adoption of a Resolution of Intent prior to January 1.  If this item is not approved, 
and the public hearing not scheduled before January 1, the billing of the liens for the project 
would be delayed until 2014. 
 
Staff Recommendation:   
Option #1:  Schedule a public hearing regarding intent of use the uniform method of levy, 

collection, and enforcement of non-ad valorem assessments for Terre Bonne 2/3 
Paving Project for Tuesday, November 13, 2012, at 6:00 pm.  
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Report and Discussion 

 
Background: 
 
At its August 17, 2010 regular meeting, the Board accepted the petition from the Terre Bonne 
homeowners requesting their streets be improved under the 2/3 program and the Board directed 
staff to begin acquisition of the necessary rights-of-way.  During the February 8, 2011 meeting, 
the Board accepted the Warranty Deed from the Terre Bonne Property Owners Association, Inc. 
and scheduled the first public hearing.  The first public hearing was held on March 15, 2011 and 
a resolution authoring the Special Improvements for the Project was adopted. 
 
In accordance with Section 197.3632, FS, 2/3 special improvement liens are placed on the annual 
property tax notice as a non-ad valorem assessment.  This method is used for Stormwater and 
Solid Waste non-ad valorem assessments and is used on previous 2/3 paving project.   
The amount imposed will be payable to the Tax Collector and the Board retains the authority to 
allow repayment to be made in annual installments, plus interest.  The uniform method adds the 
2/3 liens as a non-ad valorem assessment on the annual tax notice and eliminates the need for a 
separate billing from the Clerk of Courts, Finance Department.   
 
Analysis: 
 
Terre Bonne, an unrecorded subdivision, is located in Section 12, Township 1 North, Range 1 
West, Leon County, Florida lying on the north side of Lakeshore Drive approximately two-thirds 
of a mile west of Meridian Road (Attachment #1).  The streets involved are Rue De Lafitte, 
LeMoyne, and Claiborne Court and 39 parcels would benefit from the improvements.  
Improvements to be constructed consist of street resurfacing and drainage system improvements.  
The estimate provided to the property owners at the time of petition was $103,038.   
 
On receipt of the construction bids for the projects, staff attended the subdivision’s regularly 
scheduled Homeowners Association meeting on March 12, 2012, to provide a project update and 
to discuss the increase in costs from the original estimate.  With the design and permitting costs 
added to the bid construction cost of $136,388, the proposed assessment would be $160,000.  
The cost increase was due to a combination of factors - higher than expected bids due to difficult 
working conditions and additional channel stabilization as part of the permitting process.   
Based on Board policy regarding cost exceeding 15% of the original petition, staff sent out 
certified letters dated March 13, 2012 to each property owner asking whether or not they wished 
the project to move forward, based on the updated $160,000 project cost.   
The original petition requested the cost be divided equally among the total number of lots, based 
on the increase in cost it would be $4,102.56 per lot.  Twenty-seven out of 39 (approximately 
69%) responded in favor of the project at the increased cost of $160,000.   
The contract was awarded and the anticipated completion date of improvements is by the end of 
September 2012.   
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The County utilizes the uniform method of levy, collection, and enforcement of non-ad valorem 
assessments in accordance with Section 197.3632 FS.  It requires that a Resolution of Intent to 
utilize this method of levy and collection be adopted at a public hearing prior to January 1, when 
a local government, authorized to impose a non-ad valorem assessment, elects to use this method 
for the following year.   
 
The Uniform Method is consistent with Section 16-34, Leon County Code of Laws, which 
provides that the special improvements lien shall be the same nature and to the same extent as 
liens for general county taxes and may be collected in the same manner and with the same fees, 
interest and penalties for default in payment, and under the same provisions as to sale and 
forfeiture, as applies to general county taxes. 
 
Options:  
1. Schedule a public hearing regarding intent of use the uniform method of levy, collection, and 

enforcement of non-ad valorem assessments for Terre Bonne 2/3 Paving Project for Tuesday, 
November 13, 2012, at 6:00 pm.  

2. Do not schedule a public hearing regarding intent of use the uniform method of levy, 
collection, and enforcement of non-ad valorem assessments for Terre Bonne 2/3 Paving 
Project for November 13, 2012, at 6:00 pm.  

3. Board direction. 
 
Recommendation: 
Option #1. 
 
Attachment:  
1. Location Map of Terre Bonne 

 
 
 
 
 
VSL/AR/TP/KB/JP/MM/la 
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September 18, 2012 

 

13. Adoption of a Resolution Approving Florida Association of Counties Trust’s (FACT) 
Fifth Amendment to Agreement and Declaration of Trust Creating and 
Establishing Florida Association of Counties Trust 

 
The Board approved Option 1:  Adopt the Resolution approving Florida Association of 
Counties Trust’s Fifth Amendment to the Agreement and Declaration of Trust. 

 

 

 

 

 

 

[Remainder of Page Intentionally Left Blank] 
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Board of County Commissioners 

Cover Sheet for Agenda #13 
 

September 18, 2012 
 
To: 

 

Honorable Chairman and Members of the Board 
  

From: Herbert W.A. Thiele, County Attorney 
  

Title: Adoption of a Resolution Approving Florida Association of Counties Trust’s 
(FACT) Fifth Amendment to Agreement and Declaration of Trust Creating 
and Establishing Florida Association of Counties Trust  

 
 
 

County Attorney 
Review and Approval: 

Herbert W.A. Thiele, County Attorney 

Department/ 
Division Review: N/A 

Lead Staff/ 
Project Team: 

Herbert W. A. Thiele, County Attorney 

 
 

Fiscal Impact:  
This item has no fiscal impact to the County. 
 
 
Staff Recommendation:   
Option #1: Adopt the Resolution approving Florida Association of Counties Trust’s Fifth 

Amendment to the Agreement and Declaration of Trust (Attachment #1). 
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Adopt Resolution Approving Florida Association of Counties Trust’s (FACT) Fifth Amendment 
to Agreement and Declaration of Trust Creating and Establishing the Florida Association of 
Counties Trust  
September 18, 2012 
Page 2 

 
Report and Discussion 

 
Background: 
On February 14, 1989, the Leon County Board of County Commissioners adopted a resolution 
committing the county to membership in the Florida Association of Counties Trust and 
subsequently executed the Trust Agreement. At that time, Leon County and five other counties 
(Jackson, Okaloosa, Bay, Brevard and Polk) formed the Trust.  Currently there are 21 county 
members participating in a local government general liability pool.  FACT began operation on 
March 1, 1989, as a local government liability pool organized under Florida Statutes.  FACT’s 
purpose is to provide general liability insurance coverage to agencies (local governments called 
members) located in the State of Florida.   
 
Analysis: 
The FACT Board of Trustees, which is made up of Commissioners and Administrators from the 
member counties, adopted changes, in form of a Fifth Amendment, to the Agreement and 
Declaration of Trust on or about July 28, 2012 (Attachment #2). 
 
The Insurance Trust currently issues financial statements on a statutory basis as well as a GASB-
GAAP basis.  Due to their being no requirement to issue financial statements on a statutory basis 
and, in an effort to reduce costs to all participating member counties, the Insurance Trust will 
only be issuing financial statements on a GASB-GAAP basis in the future.   
 
The Fifth Amendment requires the written consent of the Member Counties for the changes 
incorporated into said Amendment via the Resolution before the Board of County 
Commissioners for approval.  
 
Options:  
1. Adopt the Resolution approving FACT’s Fifth Amendment to the Agreement and 

Declaration of Trust. 
2. Do not adopt the Resolution approving FACT’s Fifth Amendment to the Agreement and 

Declaration of Trust. 
3. Board direction. 
 
Recommendation: 
Option #1. 
 
Attachments:  
1. Resolution  
2. Fifth Amendment to Agreement and Declaration of Trust. 
 
HWAT:ea 
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RESOLUTION NO. 12-  
 

 
  

WHEREAS, Leon County is a member of the Florida Association of Counties Trust 

(hereinafter the Insurance Trust); 

 WHEREAS, the Board of Trustees of the Insurance Trust (hereinafter the Board) has 

approved a Fifth Amendment to the Agreement and Declaration of Trust (hereinafter the Fifth 

Amendment), a copy of which is attached to this Resolution and incorporated herein by 

reference;  

 WHEREAS, the Insurance Trust currently requires two separate audits, GASB-GAAP 

and Statutory, under the current Trust Agreement and at additional and unnecessary expense to 

the Members Counties of the Insurance Trust;  

 WHEREAS, the Fifth Amendment has determined, after careful consideration and after 

receiving notice from outside advisors, that no legal authority or statutory requirements exist that 

require both audits; and   

 WHEREAS, the FACT Board has determined that the GASB-GAAP audit is completely 

adequate for meeting the financial reporting requirements of the FACT financials; and, 

 WHEREAS, the Agreement and Declaration of Trust dated March 1, 1989, creating the 

Insurance Trust required the written consent of a percentage of the Members for the changes 

incorporated into the Fifth Amendment. 

 NOW, THEREFORE, BE IT RESOLVED BY THE BOARD OF COUNTY 

COMMISSIONERS OF LEON COUNTY, FLOIRIDA, that the Fifth Amendment is hereby 

approved and that this Resolution shall document the written consent of Leon County, as a 

Member of the Insurance Trust, to the Fifth Amendment. 

Attachment #1 
Page 1 of 2
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ADOPTED this   day of September 2012. 

 
        LEON COUNTY, FLORIDA 
 
 
       By:       
        Akin Akinyemi, Chairman 
        Board of County Commissioners 
 
ATTESTED BY: 
 
BOB INZER, CLERK OF THE COURT 
LEON COUNTY, FLORIDA 
 
By:       
 Clerk  
 
APPROVED AS TO FORM: 
 
COUNTY ATTORNEY’S OFFICE 
LEON COUNTY, FLORIDA 
 
 
By:       
 Herbert W. A. Thiele, Esq. 
 County Attorney 
 

Attachment #1 
Page 2 of 2
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APPROVAL OF FIFTH AMENDMENT TO THE FACT AGREEMENT 
AND DECLARATION OF TRUST BY FACT BOARD OF TRUSTEES 

WHEREAS, the FACT Board of Trustees, at its meeting on June 8, 2012, was 

presented with an overview of the current requirements of the Agreement and 

Declaration of Trust that requires both GASB-GAAP and Statutory audits each 

year; and 

WHEREAS, the FACT Board of Trustees reviewed a presentation from the 

accounting firm of Shorstein and Shorstein that explained why GASB-GAAP 

accounting is much more suited for the type of public entity risk pool that FACT 

is; and 

WHEREAS, the FACT Board of Trustees was assured that the GASB-GAAP 
accounting and audit would provide sufficient fmancia1 information that will allow 

the Trustees to oversee the proper operations ofF ACT; and 

WHEREAS, eliminating the requirement of the additional Statutory accounting 

audit will benefit the Members financially; 

ASH;LEYST 
SE<ZRETARY, FACT 

// 
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Citizens to be Heard on Non-Agendaed Items (3-minute limit per speaker; there will not be any 

discussion by the Commission) 

 Chairman Akinyemi confirmed that there were no speakers on Non-Agendaed Items.  
 
General Business 

 

14. Acceptance of Status Report on the Council of Culture and Arts and Consideration 
of the Process to Update the Cultural Plan 

 

County Administrator Long introduced the item.  He indicated that staff has attempted 
in the agenda item to encapsulate discussions being held at the City regarding a 
process by which the Cultural Plan would be updated utilizing an outside entity not 
directly associated with the cultural plans implementation.  He remarked that City 
Commissioner Gil Ziffer was in attendance and wished to address the Commission on 
this matter. 
 

Speaker: 
 

City Commissioner Gil Ziffer, provided comments on the state of culture and arts in the 
community and commented on the need for funding sources other than local 
government.  He suggested that a community Cultural Plan should contain financially 
attainable goals with specific timeframes and input from all stakeholders.  He opined 
that there was not enough communication between the COCA Board and the Tourist 
Development and Economic Development Councils and this was essential to a 
successful communitywide culture and arts program.  Commissioner Ziffer proposed a 
plan which establishes a committee comprised of members appointed by the City and 
County Commissions, the KCCI Community Catalyst Program, heritage and historical 
organizations and other groups that were minimized in the development of the original 
plan.  This Committee would be charged to review and assess the current plan and 
make recommendations on modifications to the plan’s objectives.      
 
Commissioner Proctor offered a multitude of questions, concerns and comments 
regarding the 1) proposed plan offered by Commissioner Ziffer, 2) various entities 
competing for funds; 3) role of the new amphitheater; 4) status of the Brogan Museum, 
and 5) the $150,000 re-granting funds.  He mentioned that the Cultural Plan should 
reconcile all the various organizations and the two plans should not be conflicting.   
 
Commissioner Ziffer addressed some of the issues brought forward by Commissioner 
Proctor.  He stated that while he supported the COCA plan, he had issues with them 
authoring recommendations they would be responsible for implementing.  He reiterated 
the importance for COCA, TDC and the EDC (all of which are funded by the City and 
County) to work more closely together to help elevate culture and arts in the 
community; which in turn would contribute to the quality of life offered to resident’s 
and augment its appeal to others who might consider relocating to Tallahassee.        
 
Commissioner Desloge ascertained from Commissioner Ziffer that staffing, based on his 
process, would be determined by the County Administrator and City Manager. 
 
Commissioner Dozier articulated that the recommendation for a third party review is 
“not a knock” on COCA, but rather a method by which to garner a third party 
perspective.  She stated that it was perfectly appropriate for the City and County 
Commissions (that fully fund COCA) to establish the process and another entity, 
possibly KCCI, produce the final report.  She commented on the need for COCA to be a 
partner in the review process and that two separate processes and reports are not 
needed.   Commissioner Dozier also remarked that her interpretation of the Statute is 
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that COCA can do the reporting, but is not charged with absolutely doing the Cultural 
Plan reporting.  She voiced her expectancy that the County Administrator would work 
out the details with the City Manager and bring back an agenda item regarding a 
process to move forward.      
 
Commissioner Maddox asked Ms. Stephenson if she agreed there was no need for two 
processes.  She responded that the duplication of effort would be a waste and counter-
productive.  There was further discussion, initiated by inquiry from Commissioner 
Maddox regarding COCA’s preference to move forward with a process for a new Cultural 
Plan and not conduct any further assessments of the 2003 Plan.  The dialogue related 
to the reports that were submitted to both the City and County Commissions annually 
on the accomplishments or difficulties with the 2003 Cultural Plan.    
 
Chairman Akinyemi learned from Ms. Brady that the committees’ proposed by the 
COCA process could include members from organizations such as KCCI or Leadership 
Tallahassee.  She also established that COCA would not be involved in the development 
of recommendations or in the production of the report; but that they would provide 
facilitation of meetings only.      
 
Commissioner Dailey asked County Attorney Thiele about the statute providing 
responsibility to COCA.  County Attorney Thiele stated that he would need to review the 
creating ordinance before advising on this issue.  Commissioner Dailey continued by 
asking County Administrator Long about the timeline for final approval of the Cultural 
Plan.  Mr. Long responded that he was unsure if there is a deadline for the formation of 
the Plan; however, Ms. Stephenson forecasted a completion date of September 2013 (if 
the process was to begin now).   
 
Commissioner Dailey stated that he appreciated Commissioner Ziffer bringing his 
proposal before the Board; still opined that the City should take action on his proposal 
first and then be brought back to the County Commission as an adopted plan by the 
City. He voiced support for the proposed COCA plan, but encouraged Commissioners 
Ziffer and Dozier, as voting members on the COCA Board, to “roll up their sleeves, and 
work harder” to get ideas incorporated.  He mentioned that should there be differences, 
there would be time for Commissioners Dozier and Ziffer, along with the County 
Administrator and City Manager to meet and attempt to bring the two plans together.   
Commissioner Dailey also spoke on the issue of the $150,000 that the Board took 
action on during its July Budget Workshop.  He expressed his full support for both the 
Brogan Museum and COCA and stated that it was his objective to hold both entities 
harmless.  He suggested that the Board reinstate the $150,000 to COCA so that those 
organizations that have been approved for COCA funding do not have to wait until the 
end of October to receive their funds.  He went on record with a personal commitment 
for funding to the Brogan Museum, up to $150,000, should the plan they bring forward 
require a financial obligation.    
 
Commissioner Dailey moved, duly seconded by Commissioner Proctor, approval of Option 
1:  Accept the status report on the Council of Cultural and Arts and the process to update 
the Cultural Plan in 2013. 
 
Speaker: 

 Chucha Barber, 4335 Bradfordville Rd. shared that she serves on the TDC Board 
and International Advisory Board of the EDC.  She asked the Board to consider the 
impact of cultural arts on the community and “tread slowly, think carefully and be 
inclusive” with regards to the Cultural Plan.      
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Commissioner Dozier offered a substitute motion to accept Option 2, as amended:  Accept 
the status report on the Council for Culture and Arts, and direct the County Administrator 
to work with the City Manager to finalize a proposal to bring back to the Board for 
consideration at the October 9 meeting.  The process should also include consultation with 
COCA and Commissioners Ziffer and Dozier.  The substitute motion was seconded by 
Commissioner Desloge. 
 
Commissioner Dozier articulated the importance to have a “team effort” for this 
endeavor and the need to move forward with one voice. 
 
There was considerable discussion regarding Commissioner Dozier’s substitute motion 
and whether the process she was proposing should also include the wording from 
Option 1.   Commissioner Dozier stated that she would support the additional wording; 
however did not want to lock the Board into the exact process that was being proposed 
in COCA’s plan; but rather look at what the City does, review both proposals and try to 
find some common ground to tie together and satisfy everyone. 
 
Commissioner Ziffer appeared and stated that he would request the City manager pull 
his item from the City Commission September 19 agenda.  This will allow time to allow 
all parties to work through the issues and hopefully have resolution by the first City 
Commission meeting in October.    
 
Commissioner Dozier amended her motion to have the information presented at the 
October 23 Board meeting.    
 
Commissioner Dailey called the Question which was duly seconded by Commissioner 
Maddox. The motion to call the question carried 6-1 (Commissioner Akinyemi in 
opposition). 
 
The substitute motion made and amended by Commissioner Dozier was restated by the 
County Administrator:  Approval of Options 1 & 2, as amended:  1) Accept the status 
report on the Council of Cultural and Arts and the process to update the Cultural Plan in 
2013 and 2) Accept the status report on the Council of Cultural and Arts and direct the 
County Administrator to work with the City Manager to finalize a proposal to update the 
Cultural Plan and bring it back to the Board at its October 23, 2012 meeting for approval.  
The proposal will include consultation with COCA and Commissioners Ziffer and Dozier. 
 
The substitute motion, as amended carried 7-0. 

 
Commissioner Dailey moved, duly seconded by Commissioner Maddox, restoration of the 
$150,000 previously removed from the COCA granting process and earmark funds from 
the Performing Arts Center (PAC) Trust Fund for this purpose.         
 
Commissioner Dozier stated that while she agreed that the funds should be restored to 
COCA, she was concerned about the process and conditions to transfer monies from the 
PAC Trust Fund.  Commissioner Dozier confirmed with Ms. Brady that the unfunded 
grants amounted to approximately $120,000. 
 
Commissioner Proctor strongly advocated that the remaining $30,000 be designated to 
the Tallahassee Boys Choir, as their budget had been cut by $30,000.  Ms. Brady 
shared that the Boys Choir did not qualify for funding via the COCA grant process.    
 

  Commissioner Dailey withdrew his motion. 
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Commissioner Dailey moved, duly seconded by Commissioner Maddox, to restore the 
$150,000 removed from the COCA grant funding program.   

 
Commissioner Proctor offered that the motion be amended to allocate $30,000 of the 
proposed $150,000 to the Tallahassee Boys Choir.  Commissioner Dailey did not accept 
the amendment. 
 
Commissioner Proctor learned from Ms. Brady that the grant program is decided by a 
group of citizens who vote on how the money is awarded; COCA does not make 
recommendations.  She stated that the citizens committee will make a recommendation 
on how the remaining $30,000 should be spent.   
 
Commissioner Proctor made a substitute motion to restore the funding to COCA and 
designate $30,000 toward the Tallahassee Boys Choir.  The motion died for lack of a 
second. 
 
Commissioner Desloge spoke in opposition to the motion.  He stated that should the 
Board restore the $150,000 to COCA and then fund the Brogan with an additional 
$150,000 the amount designated to COCA would be increased to $650,000 (up from 
$500,000).  He preferred to wait and hear the proposal from the Brogan before taking 
this action. 
 
Commissioner Dailey spoke in support of his motion stating that he was not 
comfortable requiring those organizations who have gone through the COCA grant 
process and been approved to have to wait until the end of October to receive their 
funding, because of the actions of the Commission.  He also referenced the availability 
of the mini grant process whereby those organizations who have not previously applied 
can submit application for funding. 
 
Commissioner Maddox Called the Question, which was duly seconded by Commissioner 
Desloge.  The motion carried 6-1 (Commissioner Proctor in opposition).   
 
The motion to restore the $150,000 carried 5-2 (Commissioners Desloge and Proctor in 
opposition). 

 

 

 

[Remainder of Page Intentionally Left Blank] 
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To: 

 

Honorable Chairman and Members of the Board 
  

From: Vincent S. Long, County Administrator 
  

Title: Acceptance of Status Report on the Council of Cultural and Arts and 
Consideration of the Process to Update the Cultural Plan  

 

 
 

County Administrator 
Review and Approval: 

Vincent S. Long, County Administrator 

Department/ 
Division Review: 

Alan Rosenzweig, Deputy County Administrator 

 

Lead Staff/ 
Project Team: 

Ken Morris, Director of Economic Development and Business 
Partnerships 
 
Cristina L. Paredes, Intergovernmental Affairs and Special Projects 
Coordinator  

 
 

Fiscal Impact:  
This item does not have a fiscal impact.   
 
 
Staff Recommendation:   
Board direction.   
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Report and Discussion 

 
Background: 
During the August 28, 2012 meeting, the Board directed staff to bring back an item outlining the 
timeline on the overlapping issues regarding the Council on Cultural and Arts (COCA) and the 
process to update the “Cultural Plan for the Future of the City of Tallahassee and the Capital Area” 
in 2013 (Attachment #1).  
 
There are four separate issues involving COCA which will be brought to the Board during the next 
few months.  The sequence and nature of which are described below.  
 
The first issue involving COCA is in regards to the $150,000 previously allocated to COCA for re-
granting to the Mary Brogan Museum.  During the July 10, 2012 meeting, the Board ratified the 
actions taken during the July 9th Budget workshops, which included the direction to maintain 
$150,000 in the Tourist Development Fund, which in previous years had been allocated to COCA 
for re-granting to the Mary Brogan Museum.  Additionally, the Board requested that the Mary 
Brogan Museum and COCA submit separate proposals in October for the utilization of the 
$150,000.  On August 30, 2012, staff sent a letter to the Mary Brogan Museum and COCA 
requesting that they submit separate proposals on the utilization of the $150,000 to the Office of 
Management and Budget by October 5, 2012 (Attachment #2).  Staff will present both of these 
proposals during the October 23, 2012 meeting.  
 
Secondly, staff is currently completing the management review of COCA and will submit a draft 
of the review to COCA for comments, prior to presenting the management review to the Board.  
Staff anticipates the completed management review, including COCA’s comments, will be 
presented to the Board during the October 23, 2012 meeting.   
 
Additionally, subsequent to the management review, the Board will schedule a workshop on the 
Tourist Development Tax as part of the FY 2014 budget process, as directed by the Board last 
year.  
 
Lastly, the balance of this item addresses COCA’s proposal to update the Cultural Plan in 2013 
and other potential proposals.   
 
Analysis: 
In 2003, the “Cultural Plan for the Future of the City of Tallahassee and the Capital Area” was 
developed by an advisory group appointed by the City of Tallahassee, as well as participation by 
several community leaders.  The plan took seven months to complete and consisted of five task 
forces, 13 focus groups, and a community survey by the City of Tallahassee that had more than 
860 citizens respond (Attachment #3).  Since 2003, Leon County has partnered with COCA to 
implement the Cultural Plan and administer the cultural grant program.  During this period, the 
County has provided COCA with $5.5 million for these programs, of which $4.13 million has been 
re-granted to the community. 
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This summer, COCA’s Board of Directors, by a majority vote, approved a two-phase process for 
updating the Cultural Plan.  The first phase begins with an analysis of “The Arts Ripple Effect and 
Counting New Beans” studies.  This phase involves the City and County, as well as the community 
at-large, and includes both those who identify as arts supporters and those who do not.  According 
to COCA, this process will capitalize on the existing professional level of arts and cultural 
expertise of COCA as the local arts agency, and will focus more directly on communicating 
measurable Next Steps for recommended outcomes. 
  
The second phase of the planning process will create Individual Citizen Focus Groups, comprised 
of members of the community with specific expertise in areas suggested by the Next Steps 
(developed in phase one), as well as citizens that would be impacted by each of the Next Steps. 
This phase concludes with recommendations for the paths to take to reach the Next Steps, 
developed as recommendations in Phase One.  COCA has stated that City and County 
Commissioners will be notified of all meetings and that all meetings will be noticed as required by 
the Sunshine Law.    
 
On August 29, 2012, COCA presented its two-phase process to update the Cultural Plan to the 
City’s Economic Development Target Issue Committee.  No action was taken on COCA’s 
proposed Cultural Plan process during the target issue meeting.  However, there was considerable 
discussion that the community’s cultural plan update process should not be conducted by the entity 
responsible for much of the plan’s implementation.  Rather, the process should be driven by a 
broader community effort facilitated by the funding entities (County and City governments).  
 
It is anticipated that Commissioner Ziffer, the City’s liaison to COCA, will be presenting a 
proposal to the City Commission regarding a review of the current Cultural Plan.   
Commissioner Ziffer’s proposal is still being developed, but the general goal of the process is to 
set the stage for a discussion on what the Cultural Plan has accomplished and the challenges that 
still need to be addressed in a new or revised Cultural Plan.  The proposed review committee 
would include seven members of previous KCCI Catalyst groups, (selections would be made by 
KCCI for the purpose of serving on this committee), three members appointed by the City of 
Tallahassee, and 3 members appointed by Leon County.  As stated previously, this proposal is still 
being developed by Commissioner Ziffer and has not been finalized or discussed with the City 
Commission.  It is anticipated that the City will be discussing this proposal during its  
September 12, 2012 meeting.  
 
There are number of variations that could be developed to review the current Cultural Plan.  
However, given the County’s investment in COCA and the Cultural Plan, the Board may wish to 
consider either COCA’s proposal, which includes Board involvement and does not require any 
additional action, or Commissioner Ziffer’s proposal.  Upon Board direction, as provided in the 
options below, staff will bring back an agenda item outlining the City’s action and/or other Board 
direction regarding the Cultural Plan.   
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Options:   
1. Accept the status report on the Council of Cultural and Arts and the process to update the 

Cultural Plan in 2013.  

2. Accept the status report on the Council of Cultural and Arts and direct the County 
Administrator to work with the City Manager to finalize a proposal to update the Cultural 
Plan and bring it back to the Board for approval.  

3. Do not accept the status report on the Council of Cultural and Arts and do not accept the 
process to update the Cultural Plan in 2013.  

4. Board direction.  
 
Recommendation: 
Board direction.   
 
Attachments: 
1. Proposal for Cultural Planning in Tallahassee/Leon County  
2. August 30, 2012 Letters to the Mary Brogan Board of Directors and the Council on 

Cultural and Arts  
3. 2003 Cultural Plan for the Future of the City of Tallahassee and the Capital Area: Purpose 

and Planning Methods    
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As the local arts agency for our area1, it is the role and 
mission of COCA to conduct, coordinate and facilitate 
cultural planning with and for the community. The Board 
of Directors of COCA, members of which are appointed 
by both the City and County Commissions, voted to begin 
a planning process and appointed a special committee to 
develop this proposal and present to the City and County.  

COCA believes that a crucial step must be taken prior 
to making specifi c programming, service or facility 

recommendations for this community in regard to arts 
and culture. Two recent studies, the fi rst of their kind 
in the nation, stand out from the rest in addressing the 
concerns noted above.  Each of these studies, The Arts 
Ripple Effect and Counting New Beans, were initiated with 
the intention that other organizations around the country 
would benefi t from their work. Learning from others who 
have commissioned studies of this nature, are not only 
instructive but cost saving as well. 

Introduction

Impact analysis, outcome measurements, value – all are important components of the “new normal.” But what is the “new 
normal” as it relates to arts and culture? Is the impact of the arts and culture economic, social, educational, or intrinsic? 

The answer is “YES,” it is all of the above.

However, there seems to be a widening gap between those who see arts and culture as a public good and those who see it 
as a “nice” thing for “the elite.”  

In his book Economics and Culture, cultural economist David Throsby, writes:
“…taste for artistic services or goods is cumulative. It is apparent that a person‘s 
enjoyment of music, literature, drama, the visual arts, and so on, and hence 
her willingness to consume them, are importantly related to her knowledge 
and understanding of these art forms. I believe that a signifi cant barrier to 
participation and support is lack of knowledge and understanding.”

Russell Willis Taylor of the Washington, DC-based National Arts Strategies said her 
greatest concerns for the arts was that she was troubled by the fact that: 

“Arts organizations in the U.S. can‘t easily explain to people why they matter.”

And, echoed at a Convention in Denver, Colorado where more than 2,000 arts 
organizations participated in a 21st  Century Town Hall Meeting, the following issue 
was identifi ed as #1:

“Our communities do not suffi ciently perceive the value, benefi ts, and relevance 
of the arts which makes advocacy and building public support for the arts a 
challenge at every level.”

1 For the defi nition of the roles of a local arts agency, see Florida Statute 265.32; 
and www.americansforthearts.org/networks/laa/009.asp.
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PHASE ONE:    
We begin by addressing the communication and knowledge 
barriers to participation in and support of arts and culture. 
  
COCA will convene two Think Tanks that represent the 
broad community including those that would not label 
themselves as arts patrons, along with those that are 
consumers of art, and those that are creators of art.  

A) Analyze and discuss studies in separate Think 
Tanks. The process begins with the analysis and discussion 
of each of the two studies (The Arts Ripple Effect and 
Counting New Beans) on arts and culture in separate Think 
Tanks.  Both studies focus on the public nature of the 
message, while one is the “extrinsic” side and the other 
the “intrinsic” side.  The “intrinsic” study is primarily 
focused on how the creators of arts and culture can better 

communicate the value of the arts that are presented 
and exhibited, and for that reason is comprised more of 
members of that sector.   

B) Combine Think Tanks for each to share their 
analysis. Upon concluding their respective analysis and 
discussion, the two think tanks will be combined to share 
with each other what they found to be most relevant to 
Tallahassee and Leon County.  

C) Jointly make recommendations for Next Steps 
to present to Citizens Focus Groups in Phase Two. 
Together the two Think Tanks will create a set of “Next 
Steps.” Those Next Steps may take many forms.  At this 
stage, the primary desired outcome of the recommendations 
will be the “focus.”  As the process moves into Phase 2, 
“Next Steps” will be fl eshed out and clearly articulated. 

PHASE TWO:   
We continue into the next phase of planning by creating 
Individual Citizen Focus Groups, comprised of members 
of the community with specifi c expertise in areas suggested 
by the Next Steps and citizens that would be impacted 
by each of the Next Steps. This phase will conclude with 
recommendations for the paths to take to reach the Next 
Steps developed as recommendations in Phase One, and a 
measurable way to know if we reach our destination.

A) Each focus group will review one of the next steps 
individually. These new Individual Citizen Focus Group 
will be facilitated by Think Tank Members, who will serve 
as Chairs in order to provide background derived from 
Phase One. 

B) Each focus group will develop specifi cs. Utilizing the 
expertise from members of the Citizen Focus Groups and 
COCA staff as required, each Next Step will be transcribed 
to include the desired outcomes and include responsibilities 
for implementation, timelines and measurements. In the 
case of Next Steps that have fi nancial or labor impact costs, 
a proposal for the source of those funds will be included.

City and County Commissioners will be notifi ed of all 
meetings and are encouraged to attend as their schedules 
allow.  COCA notices all meetings as required under the 
Sunshine Law.   

The Cultural Planning Proposal attached follows a somewhat different path than that conducted in 2003. Analysis of The 
Arts Ripple Effect and Counting New Beans studies will be Phase One of the proposed planning process. The process will 
involve the City and County, as well as the community at large, and include both those who identify as arts supporters 
and those who do not. It will capitalize on the existing professional level of arts and cultural expertise of COCA as the 
local arts agency, and will focus more directly on communicating measurable next steps for recommended outcomes. The 
planning process proposed will be guided by the premise that fi rst we listen to each other, educate ourselves, and connect 
with the broad community.  We then proceed collectively to chart a future for our community’s arts and culture in a more 
informed and engaged manner.   

Proposal

Attachment #1 
Page 5 of 11

Page 713 of 959 Posted at 9:00 p.m. on September 11, 2012



Listening, Learning, and Connecting

Council on Culture & Arts Proposal for Cultural Planning  - 6 -

15-17 members, balanced to represent all ages, neighborhoods, and 
diversity (with a primary focus on the community at large)

Business owners
Minimum wage workers
Corporate executives
Schools (from K-12 through university levels) 
Hospitality industry representatives
Arts and culture patrons 
Citizens with no connection to the arts and culture
Local government employees
State employees 

Study: The Arts Ripple Effect: A Research Based Strategy 
To Build Shared Responsibility in the Arts

Perspective and Research Approach
Public views and assumptions about arts and culture
The Landscape: A Situational Analysis
Changing the Landscape: Creating New Understandings
Approaches that Miss The Mark
Conclusions  

•
•
•
•
•
•
•
•
•

•
•
•
•
•
•

think tank one

think tank TWO
15-17 members, balanced to represent all ages, neighborhoods, and 
diversity (with a primary focus the creators and consumers of the arts 
and culture)

Artists-all levels and ages
Arts and museum executives
Professors and students in arts fi elds and museum studies
Patrons of arts and culture
Citizens with no connection to the arts and culture

Study: Counting New Beans: Intrinsic Impact and the Value of Art
Listening to Artistic and Cultural Sector Leaders and Audiences 
Quantifying Artistic impact 
The Changing Relationships of Artists, Cultural Organizations 
and Communities
The Value of Arts and Culture

•
•
•
•
•

•
•
•

•
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Q: How will members be selected to serve on the 
Think Tanks?

A: The community will be invited to apply for positions 
on the Think Tanks through posters at community 
centers, online sites, print and video media. To reach a 
wide and diverse audience, COCA will seek additional 
promotional avenues, through the City and County, as 
well as community partners e.g., Chambers of Commerce, 
Economic Development Council, Leadership Tallahassee, 
KCCI, Tallahassee Lifelong Learners, Osher Lifelong 
Learning Institute, Merchants Associations, CONA, 
United Way, United Partners for Human Services, the 
North Florida Community Foundation, members of our 
Faith Community, as well as our Cultural Organizations, 
Universities and Community College.  

COCA will employ the same process by which members 
of the COCA Board are appointed, to select members of 
the two Think Tanks.  The COCA Board will utilize its 
member representative citizens to analyze and create a 
balanced slate of nominations to submit to the City and 
County Commissions for consideration and appointment.  
Should the City and County Commissions not approve the 
nominees; another slate will be presented until two Think 
Tanks are constituted.    

Q:  How will members of the citizens focus groups be 
selected?  

A: It is diffi cult to predict what qualifi cations might 
be required in these groups until the Think Tanks have 
completed Phase One and made their proposals for Next 
Steps. If there is a need for expertise in a certain area, 
requests for participation will be sent to individuals 
identifi ed in that area. The Think Tanks will meet as one 
group to make appointments for membership in each Focus 
group.  

Q:  What will COCA’s role be?

A: When describing the top fi ve functions that local arts 
agencies around the country do, the leading non-profi t 
organization for advancing the arts and arts education, 
Americans for the Arts, states the following: “Local 
Arts Agencies are conducting or updating cultural plans 
regularly.” (www.americansforthearts.org/networks/laa/009.
asp) COCA as this area’s local arts agency will work with 
our various community partners as mentioned above as 
we engage the broader community in the cultural planning 
process. The COCA Board is comprised of citizens who 
have been appointed by the City and County Commissions, 
and COCA’s professional staff have unique expertise in 
arts and culture that is critical to the success of any cultural 
planning effort. COCA is not requesting additional funding 
to provide the administrative tasks for this effort. 

Q:  How much will this cost the City and the County?

A: In 2003, the City of Tallahassee engaged an outside 
consultant at a cost of $50,000 and hired additional 
OPS staff to administer the previous cultural planning 
project.  COCA, as the local arts agency, will commit to be 
responsible for and assume the work effort required by this 
endeavor within current funding.  If, however, during the 
process, there is a desire from the Think Tanks or Citizen 
Focus groups to seek outside consultation, the cost of that 
consultation will be considered at that time, along with a 
plan to cover those costs.

frequently asked questions
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Simultaneously, COCA will be conducting a process review of the grants programs in an in-depth manner with members 
of the community, current applicants, local government staff and citizens who have served on panels. This Special Session 
is the result of a motion adopted by the Board of Directors in March in response to a cultural organization’s offi cial 
request to address a specifi c grant eligibility rule. Because any change to this rule would impact the grant process as a 
whole, a Special Session was determined by the COCA Board to be an excellent way to address some of the issues that 
have been brought before the Board in recent years as well as to consider new circumstances and future objectives. In 
order for any modifi cations to be implemented for the 2014 grants period, these recommendations must be presented to 
the City and County by December 2012.

If any recommendations are made during the broader Cultural Planning process, this Grant Process Review Committee 
will be asked to meet with the Think Tank to discuss those recommendations. If  changes are suggested, it would be 
possible to implement them in FY15.

addendum

Q:  What about the other projects or initiatives in 
the current Cultural Plan that are either ongoing, 
underway or have not been accomplished? 

A: COCA believes this fresh approach is more conducive to 
moving forward, than evaluating each and every item of a 
plan developed ten years ago. COCA has generated annual 
reports regarding the status of the Cultural Plan adopted 
in 2003. These Annual Reports were submitted from 2004 
through 2011. We encourage you to familiarize yourself 
with those reports to gain an understanding of what 
progress and accomplishments were realized. However, we 
must duly acknowledge a number of initiatives to be carried 
out in the plan have not resulted in a successful outcome 
at this point in time. The current economic environment, 
together with specifi c reductions in state funding or 
policy changes, had an adverse impact at all levels, and 
a considerable negative impact to the arts and cultural 
landscape. Those initiatives that are ongoing or have 
not been accomplished will no doubt be an integral and 
important part of the discussions during this process, but 
there is no way to predict the outcome of those discussions.  
As for the ongoing grants funding program, please see the 
Addendum below. 

frequently asked questions
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What follows are summaries of the two identifi ed studies: 

1) The Arts Ripple Effect:  A Research-Based Strategy to Build Shared 
Responsibility for the Arts  

2) Counting New Beans: Intrinsic Impact and the Value of Art

NOTE: Also attached is the full Arts Ripple Effect report that will be used 
by Think Tank One. Counting New Beans is 400 pages in volume and 
will be divided for analysis by Think Tank Two. A copy of the book is 
available for your perusal.

appendix

Dollars were invested in these studies by the Doris Duke Foundation Charitable Foundation, the National Endowment 
for the Arts, the Andrew W. Mellon Foundation, the Pew Center for Arts & Heritage, the San Francisco Arts Commission 
Cultural Equity Grants, the City of San Jose Offi ce of Cultural Affairs, the California Theatre Network via the California 
Arts Commission, Theatre Development Fund, A.R.T./New York, Arts Midwest, the L.A. Stage Alliance, the Helen Hayes 
Awards and the Theatre Alliance of Greater Philadelphia, Carol Ann and Ralph V. Haile, Jr./U.S. Bank Foundation and 
the Greater Cincinnati Foundation. Also leading one of the studies was the consulting fi rm of Wolf-Brown, the leading 
advisor to foundations, public agencies and charitable organizations and Topos Partnership, whose approach synthesizes 
traditional public opinion research with cognitive science perspectives and methodological innovations.  
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Reprinted from Artswave, Cincinnati
www.theartswave.org/about/research-reports 

While leaders of business and other nonprofi t sectors often conduct 
research using framing science methodology to develop communications 
strategies for change, Artswave in Cincinnati embarked on a fi rst-in-the-
nation analysis for arts and culture. We determined that we needed more 
analysis and knowledge of public views and assumptions about arts and 
culture to develop the necessary foundation for a conversation that leads 
to increased shared responsibility and public support.   
ArtsWave commissioned a research initiative utilizing the Topos 
Partnership designed to develop an inclusive public conversation about 
the arts in their region.  Based on hundreds of conversations, interviews, 
and focus groups with area residents, one key idea emerged: 

A thriving arts sector creates “ripple effects” of benefi ts 
throughout our community that touch citizen and participant alike. 

The research suggests that changing the conversation with citizens to 
focus on the role the arts play in creating community will motivate action 
by the public and lead to increased shared responsibility and broader 
support for the arts. 

Objective, quantifi able evidence will assist in demonstrating and 
validating the impact and play an important role in changing that 
conversation with our region’s citizens.

We concluded that our work with the community through 
arts and culture must be based on a foundation that 
incorporates a deeper understanding of the best way to 
communicate with the public in order to achieve that 
shared sense of responsibility.

We engaged Topos to lead us in their unique style with 
amazing results.

This report summarizes more than a year of work 
and important fi ndings for widespread use by others 
throughout the nation.   

“A basic premise of the Topos 
approach is that, while it is 
possible to achieve short-term 
victories on issues through a 
variety of strategies, real change 
depends on a fundamental shift in 
public understanding. 

The focus of this project is 
specifi c to the Cincinnati area, 
but it is fair to assume that at 
least some of the default patterns 
of thinking, as well as responses 
to new messages, refl ect 
patterns that would be repeated 
elsewhere. While it would be risky 
to assume that this strategy is 
identical in other cities or regions, 
we believe this project provides a 
head start for those planning to 
embark on similar efforts in other 
parts of the country and at the 
national level.”    
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Reprinted from “Foreword” 
by Ben Cameron, Program Offi cer for the Arts, Doris Duke 
Charitable Foundation 

In 2004, Kevin McCarthy and the RAND Corporation 
published Gifts of the Muse, a report that distinguished the 
arts’ “extrinsic” values—the collective benefi ts of economic 
impact, enhanced educational performance, neighborhood 
safety that accrue to a community through the presence of 
the arts—from the “intrinsic” values—that landscape of 
social and intellectual, transformative experiences.   Values 
that are not instead of the extrinsic, but in addition to them.  
But can those values actually be measured?

Why Intrinsic Impact?

How are people transformed by arts and cultural 
experiences?  

This question cuts to the core of both policy and practice 
in the cultural sector.  Yet, aside from talking to audience 
members at intermission or watching visitors as they move 
through an exhibition at a museum, the sector lacks an 
established means of assessing non-fi nancial outcomes.

We assume that audiences and visitors are different, 
somehow, after an arts program than they were when they 
fi rst walked in the door.  But, how are they different?  Is it 
possible to measure what happens to people in their seats in 
a theatre or concert hall, or as they stroll through a museum 
or gallery?  Do different kinds of cultural experiences 
create different impacts? 

Alan Brown, of Wolf and Brown, has been one of the great 
leaders in stepping up to this challenge, working with 
artists, arts organizations and audiences to defi ne more 
precisely the intrinsic value of the work they offer.  As 
his studies have grown in number and embraced different 
disciplines, the excitement from organizations with whom 
he has worked—organizations that have found his work 
revelatory, realistic and actionable—has grown.  

In 2010, he approached the Doris Duke Charitable 
Foundation (where we had helped fund research efforts 
in theatre, jazz, presenting and dance) to seek funding 
for the creation of an “artistic dashboard,” a low-cost 
audience research method that would enable individual 
arts organizations to measure and understand the intrinsic 
impact of their work on their audiences and would offer 
additional support to train people in how to use it.  

The answers to these questions could shed new light on 
how arts and cultural organizations create public value, 
and could profoundly infl uence both policy and practice. 
The data is impressive in its scope and precision: there are 
more than a few light bulb moments, some confi rming what 
we may have been groping towards but unable to express, 
others challenging some of our most sacred assumptions.  
The interviews that accompany the data—interviews with 
artists and arts leaders who share their impressions of this 
information for us—remind us of how complex this work 
can be. 

“This research has the potential to 
really change the conversation 
about evaluating arts.”
                                - Austin Creative Alliance
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Commissioners 

BILL PROCfOR 
District 1 

JANE G. SAULS 
District Z 

JOHN DAILEY 
District 3 

BRYAN DESLOGE 
District 4 

KRISTIN DOZIER 
District 5 

AKIN AKINYEMI 
At-Large 

l'!ICK MADDOX 
At-Large 

VINCENT S. LONG 
County Administrator 

HERBERT W.A. TIIIELE 
County Attorney 

Leon County 
Board of County Commissioners 
301 South Monroe Street, Tallahassee, Florida 32301 
(850) 606-5302 www.leoncountyfl.gov 

August 30,2012 

Ms. Peggy Brady 
Executive Director, Council on Culture & Arts 
816 S. Martin Luther King, Jr. 
Tallah3;ssee, FL 32301 

Dear Ms. Brady: 

As you are aware, this summer the Board prepared the tentative FY 2013 Annual 
Budget. As part of this process, the Board agreed to maintain a $150,000 in the Tourist 
Development Fund, which in previous years had been allocated to the Council on 
Culture and Arts (COCA) for regranting to the Mary Brogan Museum. Additionally, 
the Board requested that the Mary Brogan Museum and COCA submit separate 
proposals in October for the utilization of the $150,000. 

This letter is a formal request to please submit your proposal to the Office of 
Management and Budget by October 5, 2012. A letter is also being sent to the Board 
President of the Mary Brogan Museum asking that they also submit their proposal by 
this date. 

Please let me know if you have any questions. Thank you. 

Sincerely, 

~/(~ 
W. Scott Ross 
Director, Office of Financial Stewardship 

Cc: Vincent S. Long, County Administrator 
Alan Rosenzweig, Deputy County Administrator 

"People Focused. Performance Driven." 
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Commissioners 

BILL PROCfOR 
District 1 

JANE G. SAULS 
District 2 

JOHN DAILEY 
District 3 

BRYAN DESLOGE 
District 4 

KRISTIN DOZIER 
District 5 

AKIN AKINYEMI 
At-Large 

NICK MADDOX 
At-Large 

VINCENT S. LONG 
County Administrator 

HERBERT W.A. THIELE 
County Attorney 

Leon County 
Board of County Commissioners 
301 South Monroe Street, Tallahassee, Florida 32301 
(850) 606-5302 www.leoncountyfl.gov 

August 30, 2012 

Ms. Felicia Leborgne Nowels 
Board President, The Mary Brogan Museum 
409 South Ride 
Tallahassee, FL 32303 

Dear Ms. Nowels: 

As you are aware, this summer the Board prepared the tentative FY 2013 Annual 
Budget. As part of this process, the Board agreed to maintain a $150,000 in the Tourist 
Development Fund, which in previous years had been allocated to the Council on 
Culture and Arts (COCA) for regranting to the Mary Brogan Museum. Additionally, 
the Board requested that the Mary Brogan Museum and COCA submit separate 
proposals in October for the utilization of the $150,000. 

This letter is a formal request to please submit your proposal to the Office of 
Management and Budget by October 5, 2012. A letter is also being sent to the 
Exec~tive Director of COCA asking that they also submit their proposal by this date. 

Please let me know if you have any questions. Thank you. 

W. Scott Ross 
Director, Office of Financial Stewardship 

Cc: Vincent S. Long, County Administrator 
Alan Rosenzweig, Deputy County Administrator 

"People Focused. Performance Driven." 
Page 721 of 959 Posted at 9:00 p.m. on September 11, 2012



Attachment #3 
Page 1 of 2

CAPITAL 
CULTURE 

PURPOSE AND PLANNING METHODS 

The planning process is intended to identify community needs, define goals and recom
mend funding and actions that will strengthen the city's arts, culture and heritage to 
enhance our region's quality of life and economic development. 

THE CHARGE: 
The Tallahassee Cultural Plan was a citizen initiative embraced by the City Commissioners to 
achieve the following outcomes: 

• Identify Tallahassee's cultural resources. 
• Produce a ·comprehensive cultural plan with anticipated costs to implement. 
• Recommend a comprehensive City cultural funding policy. 

The Cultural Plan determined goals, objectives and strategies intended to: 
• Increase private-sector arts, cultural, and heritage funding. 
• Market cultural offerings more effectively. 
• Raise the visibility of arts, culture, and heritage. 
• Encourage accessibility and diverse cultural programs and organizations. 
• More closely integrate culture into the region's economic development efforts. 
• Increase opportunities for all Tallahassee citizens to enjoy and participate in arts, cul

ture, and heritage. 

PUBLIC PARTICIPATION: The 
Cultural Plan was developed by the citi
zens of Tallahassee during a seven
month, highly participative process con
cluding in June 2003. Sixty-five commu
nity leaders actively participated in the 
Advisory Committee and five Task 
Forces. An extensive community assess
ment polled the opinions of over 1,000 
citizens and community leaders. 

The planning consultants and interns conducted 13 focus groups and 2 7 individual inter
views from November 21, 2002 d1rough January 18, 2003. In all they talked with 128 peo
ple representing civic and political leaders, business, higher and K-12 education, cultural 
organizations, artists and writers, neighborhoods, communities of color, and social service 
agencies. 

A survey was posted on the City of Tallahassee's web site (www.talgov.com) from January 5 
through 21, 2003. Invitations to participate in the survey were published in the Tallahassee 
Democrat January 5 and through numerous email distribution lists including those of the 
Chamber of Commerce, City of Tallahassee, The Cultural Resources Commission, cultural 
institutions, Leadership Tallahassee alumni and many more. Over 864 citizens responded to 
a community cultural assessment survey, a large response for an online survey of this type. 

7 
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PURPOSE AND PLANNING METHODS continued 

LEADERSHIP: Mayor Scott Maddox appointed a twenty-person Advisory Committee to 
oversee the planning. The Advisory Committee was led by Co-Chairs Janet Hinkle and 
Marjorie Turnbull. Task forces were chaired by Kate Collier, Elise Judelle, Paula Smith, Kay 

Stephenson, Karen Wendland and Gil Ziffer. Dr. Craig Dreeszen, Director of Dreeszen & 
Associates, provided planning assistance. Dr. Gay Drennon and Min Cho managed the 
planning process locally. Peggy Brady, and the staff of the Cultural Resources Commission 

along with student interns, Caryn Bradshaw and LaToya Davis, provided information, 
research, and administrative support to the planning task forces. The planning process was 

administered by Michael Parker, Director of the Economic Development Department. 

U This cultural plan is the result of a genuinely 

participatory process that engaged sixty-five 

community leaders in planning and heard the advice of 

h d P. l . . " over a t ousan ca zta area cmzens . 
-Dr. Craig Dreeszen, consulting planner 
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September 18, 2012 

 

 
Chairman Akinyemi suggested that the Board adjust the agenda and address Agenda Item #16 
prior to the dinner break.  The Board entered into discussion on Item #16.   
 
15. Authorization to Proceed with a Request for Proposals for the Purposes of 

Refunding the Capital Improvement Revenue Bonds, Series 2003A and Taxable 

Capital Improvement Revenue Bonds, Series 2003B 
 
County Administrator Long introduced the item.  He remarked that based on current 
market conditions, a refunding of the outstanding bonds could realize savings of 
approximately $200,000 a year in annual debt service payments, but actual amounts 
will not be known until a bid process is conducted and the final structure is 
determined.  He stated that total savings are estimated at approximately $1.6 million 
over the life of the bonds. 
 
Commissioner Desloge moved, duly seconded by Commissioner Sauls, approval of Option 
1:  Authorize the County’s financial advisor to issue a Bank Loan Request for Proposal for 
the purpose of refunding the Capital Improvement Revenue Bonds, Series 2003A and 
Taxable Capital Improvement Revenue Bonds, Series 2003B.  The motion carried 7-0. 

 

 

 

 

 

[Remainder of Page Intentionally Left Blank] 
  



Leon County 
Board of County Commissioners 

 

Notes for Agenda Item #15 
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Leon County 
Board of County Commissioners 

Cover Sheet for Agenda #15 
 

September 18, 2012 
 
To: 

 

Honorable Chairman and Members of the Board 
  

From: Vincent S. Long, County Administrator 
  

Title: Authorization to Proceed with a Request for Proposal for the Purposes of 
Refunding the Capital Improvement Revenue Bonds, Series 2003A and 
Taxable Capital Improvement Revenue Bonds, Series 2003B  

 
 

County Administrator 
Review and Approval: 

Vincent S. Long, County Administrator 

Department/ 
Division Review: 

N/A 

Lead Staff/ 
Project Team: 

Finance Team: 
Bob Inzer, Clerk of the Circuit Court 
Herbert W. A. Thiele, Esq., County Attorney 
Alan Rosenzweig, Deputy County Administrator 
Scott Ross, Director, Office of Financial Stewardship 
David Reid, Finance Director 

 
 
Fiscal Impact:  
This item has a financial impact.  Based on current market conditions, a refunding of the 
outstanding bonds could realize savings of approximately $200,000 a year in annual debt service 
payments; actual amounts will not be known until a bid process is conducted and the final 
structure is determined.  Total savings are estimated at approximately $1.6 million over the life 
of the bonds (through 2020).  
 
Staff Recommendation:   
Option #1. Authorize the County’s financial advisor to issue a Bank Loan Request for 

Proposal for the purpose of refunding the Capital Improvement Revenue Bonds, 
Series 2003A and Taxable Capital Improvement Revenue Bonds, Series 2003B. 
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Title: Authorization to Proceed with a Request for Proposal for the Purposes of Refunding the 
Capital Improvement Revenue Bonds, Series 2003A and Taxable Capital Improvement Revenue 
Bonds, Series 2003B 
September 18, 2012 
Page 2 
 

Report and Discussion 
 
Background: 
Periodically, the County and the financial advisor review the County’s outstanding debt for cost 
savings opportunities through refundings.   
 
Analysis: 
Based on current market conditions, the financial advisor has identified an opportunity for the 
County to refund the Capital Improvement Revenue Bonds, Series 2003A and Taxable Capital 
Improvement Revenue Bonds, Series 2003B (Attachment #1).  The County’s finance team, and 
bond counsel, met on August 30, 2012 to review and discuss the financial advisor’s proposal.  
The finance team concurs with the financial advisor’s recommendation to proceed at this time 
with the refunding. 
 
Based on anticipated interest rates, the financial advisor estimates reduction in debt service 
payments of approximately $200,000 annually.  The estimated savings are net of fees.  However, 
until the bid is conducted and awarded the actual savings will not be known.  Staff will 
contemplate any savings as part of the FY2014 budget development process.  The bid process is 
administered by the County’s financial advisor.  The County would award the refunding to the 
bidder with the lowest interest rate. 
 
Options:  
1. Authorize the County’s financial advisor to issue a Bank Loan Request for Proposal for the 

purpose of refunding the Capital Improvement Revenue Bonds, Series 2003A and Taxable 
Capital Improvement Revenue Bonds, Series 2003B. 

2. Do not authorize the County’s financial advisor to issue a Bank Loan Request for Proposal 
for the purpose of refunding the Capital Improvement Revenue Bonds, Series 2003A and 
Taxable Capital Improvement Revenue Bonds, Series 2003B. 

3. Board direction. 
 
Recommendation: 
Option #1. 
 
Attachment:  
1. Memorandum from the County’s financial advisor, Public Financial Management (PFM) 
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 Leon County  
 2003A & B Capital Improvement 
 Rev Bond Refunding Opportunity 
 August 30, 2012 
 Page 1 of 3 

September 7, 2012 

Memorandum 

To: Bob Inzer, Clerk of the Circuit Court 
Alan Rosenzweig, Assistant County Administrator 
David Reid, Finance Director 

  From: David Moore, Public Financial Management 
Jeremy Niedfeldt, Public Financial Management 

  Re: Leon County, Florida 
Capital Improvement Revenue Bonds, Series 2003A and Taxable Capital Improvement 
Revenue Bonds, Series 2003B – Refunding Opportunity 

As financial advisor to Leon County, Florida (the “County”), Public Financial Management (PFM) 
periodically reviews the County’s outstanding debt to look for potential refunding opportunities. 
Given the current interest rate environment, we believe the County may be able to advance refund 
callable Capital Improvement Revenue Bonds, Series 2003A (the “2003A Bonds”) and Taxable 
Capital Improvement Revenue Bonds, Series 2003B (the “2003B Bonds”) for over 5.0% present 
value (PV) savings. 
 
Estimated Savings 
The 2003A Bonds are outstanding in the principal amount of $7,965,000 and mature in years 2018-
2020. The 2003A Bonds are callable on October 1, 2013 at par (100%). Callable bonds can be 
refunded prior to the call date, when refunding proceeds are deposited into a qualified escrow as a 
legal defeasance to retire debt from the County’s books and pay-off bonds on the call date. By 
refunding all outstanding callable bonds through the issuance of refunding bonds, we estimate that 
the County could realize approximately $850,000 (or 10.7% of refunded principal) of PV debt 
service savings (net of issuance and escrow costs) based on current market interest rates.  
 
The 2003B Bonds are outstanding in the principal amount of $12,465,000. The 2003B Bonds mature 
in years 2018-2019 and are callable on October 1, 2013 at par (100%). By refunding all outstanding 
callable bonds through the issuance of refunding bonds, we estimate that the County could realize 
over $750,000 (or 6.0% of refunded principal) of PV debt service savings (net of issuance and 
escrow costs) based on current market interest rates. 
 
On an aggregate basis, a combined refunding of Series 2003A and 2003B bonds structured to 
produce the highest level of savings on a level basis is expected to provide the County debt service 
relief and annual savings in excess of $200,000 in each of years 2013-2020. 
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 Leon County  
 2003A & B Capital Improvement 
 Rev Bond Refunding Opportunity 
 September 7, 2012 
 Page 2 of 3 
 

 
Cost of Funding the Escrow 
Escrow yields are less than 0.20%, and negative arbitrage is estimated to be $160,000 on the 2003A 
Bonds and $250,000 on the 2003B Bonds depending on the refunding bond true interest cost (TIC). 
Therefore, if current rates stay the same, the County would realize an additional $14,000 PV savings 
each month the 2003A refunding is delayed and $29,800 each month the 2003B refunding is 
delayed. However, a delay would expose the County to interest rate risk on the refunding bonds. 
The cushion against rising interest rates with each month of pick-up in the negative arbitrage 
calculation is approximately 2 bps for the 2003A Bonds and 4bps for the 2003B Bonds. This means 
that the 2003A Bonds can withstand a 20 bps increase in rates over the next 9 months and the 
2003B Bonds can withstand a 40 bps increase, and realize the same approximate savings levels with 
a current refunding next year that are shown here as an advance refunding.  Considering an interest 
rate cushion of 40 bps is a relatively modest movement given recent market volatility and estimated 
PV savings is significantly larger than expected negative arbitrage, the County (like many other 
issuers) may prefer to accept the negative arbitrage and lock-in today’s low rates. 
 
Bond Transaction vs. Bank Loan 
Primary types of debt that could be issued for this refunding are public bond transactions and 
privately placed bank loans. Both provide fixed-rates to ensure savings levels are achieved (although 
certain interest rate adjustments are becoming more common in many bank loan agreements), but 
smaller transactions are often more efficient when issued as a bank loan due to lower costs of 
issuance (COI). A small transaction with the PV of 1 bp change in rate (PV01) less than $5,000 
would allow banks to bid higher rates and still be competitive on an all-in true interest cost (All-in 
TIC) basis. With a small transaction, a $100,000 difference in COI would show the All-in TIC better 
for a bank loan even with proposed rates up to 20 bps higher than what is available through a 
publicly offered bond deal. The 2003A Bonds and the 2003B Bonds have PV01’s of $5,880 and 
$7,580, respectively.  PFM analyzed the implications of both a public bond issuance and a private 
placement of a bank term loan and determined that a bank loan financing would secure the lowing 
All-in TIC. 
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Comparison of Available Options 
Several factors have been analyzed in the review of this refunding opportunity, to include size, 
structure, credit quality, current interest rates and timing. Below is a summary table that looks at the 
statistics for each scenario we have considered: 
 

 
 
PFM reviewed the County’s outstanding debt structure, and looked at the potential for restructuring 
debt to better optimize the County’s aggregate debt service. With a steep yield curve out to the 10-
year spot rate, the County would likely see an increase in yield of as much as 10-15 bps for each year 
the debt is extended. This cost, for example, of extending the final maturity by 2-years to 2022 
would reduce potential savings by as much as $325,000 on a present value while providing little relief 
in the early years since the first refunded maturity is in 2018. We do feel like there is an opportunity 
to manage the debt structure to increase savings by sizing the taxable and tax-exempt pieces (in 
conjunction with outstanding debt) to amortize the more expensive taxable debt earlier. 
 
Recommendation 
PFM recommends that the County refund outstanding 2003A Bonds and 2003B Bonds with term 
loan providers as selected through a Bank Loan RFP. This process allows the County to receive 
competitive offers from all interested banks to provide the lowest rate in order to maximize PV 
savings.  Interest rate reductions increase PV savings at approximately $5,750 and $7,150 per basis 
point (0.01%) on the 2003A Bonds and 2003B Bonds, respectively. Aggregate debt structure analysis 
would be used to ensure savings in each year with a level debt service schedule that steps down over 
time (as is currently the case), without an extension of the final maturity of outstanding bonds. 
 

Bank Loan Bond Issue Bank Loan Bond Issue
Estimated Closing 10/1/2012 10/1/2012 10/1/2012 10/1/2012

Bond Call Date 10/1/2013 10/1/2013 10/1/2013 10/1/2013
Principal Refunded 7,965,000                     7,965,000                12,465,000              12,465,000              

Rate 2.25% 1.45% - 2.59% 3.00% 2.42% - 3.16%
All-in TIC 2.34% 2.84% 3.07% 3.35%

COI 50,000                         125,000                   50,000                    125,000                   
UD - $5/bond -                             $6.50/bond

Negative Arbitrage 135,000                       135,000                   285,000                   285,000                   
Monthly Negative Arb 15,000.00                     15,000.00                31,666.67                31,666.67                

$ Savings 850,000                       560,000                   750,000                   550,000                   
% Savings 10.7% 7.0% 6.0% 4.4%

PVO1 5,750.00 5,750.00 7,150.00 7,150.00

Series 2003A Series 2003B
Tax-exempt Taxable
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 Leon County  
 2003A & B Capital Improvement 
 Rev Bond Refunding Opportunity 
 September 7, 2012 
 Page 4 of 3 
 

Upon approval of this plan of finance, PFM will work with County staff to issue a bank loan RFP. 
Once bids are received, PFM will review the bids, summarize the terms and conditions of the bids, 
and make a recommendation based on the most favorable financing terms which provides for the 
lowest cost alternative and the greatest savings on an annual basis. PFM will then coordinate the 
financing with the working group to structure and close the transaction in a timely manner.  
 
If you have any questions regarding this memo or PFM’s recommendation, please feel free to 
contact us at 407-648-2208 or via email at moored@pfm.com or niedfeldtj@pfm.com.  
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Regular Meeting & Public Hearing Page 23 

September 18, 2012 

 

 
16. Consideration of Partnership with Sustainable Tallahassee in the Community 

Carbon Fund 
 
County Administrator Long introduced the item.  He indicated that there was a fiscal 
impact of $15,000; however, funding is available in the Office of Sustainability 
operating budget.  He noted that the item aligns with many of the Board’s strategic 
priorities as well as the Climate Action Plan.     
 
Commissioner Desloge moved, duly seconded by Commissioner Maddox, approval of 
Option 1:  Approve the partnership with Sustainable Tallahassee in the Community 
Carbon Fund in the amount of $15,000.   
 
Commissioner Dozier commended Sustainable Tallahassee for its ability to leverage 
private sector donations and in efforts to help make buildings more sustainable.     
 
The motion carried 6-0 (Commissioner Proctor out of Chambers).   

 

 

 

 

 

 

[Remainder of Page Intentionally Left Blank] 
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Leon County 
Board of County Commissioners 

Cover Sheet for Agenda #16 
 

September 18, 2012 
 
To: 

 

Honorable Chairman and Members of the Board 
  

From: Vincent S. Long, County Administrator 
  

Title: Consideration of Partnership With Sustainable Tallahassee in the Community 
Carbon Fund 

 
 
 

County Administrator 
Review and Approval: 

Vincent S. Long, County Administrator 

Department/ 
Division Review: 

Alan Rosenzweig, Deputy County Administrator 

Lead Staff/ 
Project Team: 

Maggie Theriot, Director, Resource Stewardship 

 
 

 
Fiscal Impact:  
This item has a fiscal impact in the amount of $15,000.  Funding is available in the Office of 
Sustainability operating budget.  
 
 
Staff Recommendation:   
Option #1: Approve the partnership with Sustainable Tallahassee in the Community Carbon 

Fund in the amount of $15,000. 
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Report and Discussion 
 
Background: 
Sustainable Tallahassee (ST) is a non-profit whose mission is to promote environmental 
stewardship and economic development through education and collaboration.  In 2010, Leon 
County partnered with ST and the City of Tallahassee to create a carbon footprint calculator with 
regionally based data input.  The calculator estimates the annual or monthly Carbon Footprint of 
an area home or business based on specific energy use and travel patterns.  
 
ST then developed the “Community Carbon Fund,” providing a locally based opportunity to 
invest in carbon offsets.  Various carbon funds exist on a national level.  Investments in these 
funds result in carbon offset projects, which occur across the country, rather than in Big Bend 
region.  The Community Carbon Fund (CCF) is locally based and operated by ST volunteers. 
 
Analysis: 
The purpose of the CCF is to invest in carbon reduction projects that decrease the community’s 
carbon footprint, such as energy efficiency retrofits, renewable energy, and carbon sequestration 
with tree plantings.  The CCF prioritizes projects that target non-profits providing direct human 
services - leverage grants, donations and in-kind labor; and maximize energy savings; therefore, 
redirecting the savings to the agency’s core service delivery.   
 
Three examples of projects recently undertaken by the CCF include: 

1) Grace Mission – upgraded hot water heater, lighting, and food storage cooler; resulted in 
20% annual energy savings with a payback of CCF investment less than two years. 

2) Big Bend Homeless Coalition (Hope Community) – installed programmable thermostats 
and tankless water heaters in the dormitories, with thermostats; payback of less than a 
year and water heater savings of $4,800 annually. 

3) Bethany Family Apartments – ceiling insulation, and the repair and cleaning of the air 
system was accomplished with no direct CCF funds, all services leveraged by CCF on 
behalf of the non-profit. 

 
In addition to specific carbon offset enhancements, volunteers of the CCF provide education to 
the beneficiaries regarding energy saving strategies.  A future project is in discussion to partner 
with Leon County for a tree planting at the J.R. Alford Greenway.  The planting would include a 
colonnade of 100 oak trees located at one of the entrances.   
 
The CCF differs from national carbon offsets because investments are made locally to have a 
large community impact.  The carbon-offset projects positively impact all three “pillars” of 
sustainability: environmental, social equity and economic.  The CCF mission and outcomes 
directly align with the goals of the County’s Sustainability program.  By becoming an investing 
partner, Leon County can have a significant impact on the community and benefit from the 
CCF’s ability to leverage funds and coordinate the enhancements.    
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Sustainable Tallahassee has requested that Leon County donate $15,000 to the CCF  
(Attachment #1).  This donation will go directly to the support of additional carbon offset 
projects.  This partnership will be of benefit to the County, as the donation would be heavily 
leveraged by other grants, in-kind labor, donations, and rebates.  The City of Tallahassee donated 
an equal amount in 2010.  Should the Board approve the partnership, the County will become an 
Investing Partner and have a representative on the CCF Advisory Council that reviews and 
recommends projects.   
 
 
Options:  
1. Approve the partnership with Sustainable Tallahassee in the Community Carbon Fund in the 

amount of $15,000. 

2. Do not approve the partnership with Sustainable Tallahassee in the Community Carbon 
Fund. 

3. Board direction. 
  
Recommendation: 
Option #1. 
 
Attachment:  
1. Funding Request from Sustainable Tallahassee 
 
 
VSL/AR/MT 
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            P. O. Box 765 
                Tallahassee, Florida 32302 

  www.SustainableTallahassee.org 
      850-597-9836 
 

                                                        August 26, 2012 
 

 
Vince Long, County Administrator, Leon County                     

Alan Rosenzweig, Deputy County Administrator 

Maggie Theriot, Director, Department of Resource Stewardship  

Re: Funding Request for Sustainable Tallahassee, Inc.  Community Carbon Fund 

 
Sustainable Tallahassee, Inc.  requests Leon County invest $15,000 in the Community Carbon Fund (CCF) 
established by Sustainable Tallahassee.  

Purpose.  The purpose of the CCF  is to invest in carbon reduction projects that decrease our 
community’s carbon footprint by reducing the amount of greenhouse gas emissions.  This is 
accomplished through energy efficiency retrofits, renewable energy, and carbon sequestration with 
significant tree plantings.  The CCF  differs from national carbon offsets because investments are made 
locally to have a large community impact. Energy efficiency retrofits for non-profit organizations that 
serve the poor are an example of the Fund’s accomplishments to date.     

Other community benefits include: 

● contracting locally for vendors to conduct energy improvements, keeping money in the local 
economy,  

● The establishment of the carbon calculator that provides a starting point for an individual or 
organization to measure its environmental impact and acts as an aid for sustainable education  

Goals.    To provide resources to non-profits within Leon County to reduce the cost of energy (utility 
bills) though energy efficiency projects.   

To promote the CCF within the community to obtain continued financial support.  

To continue to educate non-profits and the community in ways to reduce carbon emissions through 
energy audits and implementation of cost-effective energy saving strategies.   

To provide opportunities for significant carbon sequestration through tree plantings and other 
initiatives, while educating the public, including businesses as to the benefits tree plantings to reduce or 
mitigate heat islands.   

To maximize the number of energy efficiency and carbon sequestration projects with continued 
leverage from grants, city rebates, and contractor donations and increase contributions with a more 
expansive marketing effort that includes co-marketing with  previous and potential fund recipients from 
the community.   

To evaluate the accomplishments of the projects completed to ensure that energy efficiency 
improvements have resulted in energy cost savings.  

To evaluate the carbon fund’s project accomplishments for the purpose of setting long term goals. 
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Accomplishments:   

Energy efficiency projects were accomplished at 

● Grace Mission 
● Big Bend Homeless Coalition (Hope Community)  
● Bethany Family Apartments 

In all cases not only will carbon emissions be reduced and the environment will be positively affected, 
but all will have lower utility costs in their operating budgets.  That allows non-profits to stretch their 
budgets by applying utility savings to other more pressing needs.    

A fourth project, Second Harvest was reviewed, but had already completed needed efficiencies.   

Pending project:   In addition, funds are committed for a carbon sequestration project at Alford Arms 
Greenway The carbon fund investment will provide planting of a 100 oak tree colonnade, the largest 
Arbor Day project to date.   

See Appendix A for detail of energy efficient improvement, costs,  funds leveraged and projected energy 
savings. 

Request: 

Sustainable Tallahassee, Inc. requests the Leon County Board of County Commissioners invest $15,000 
in the Community Carbon Fund.  This contribution will enable the fund to continue the strategies put in 
place to support projects that will result in the reduction in carbon emissions into the environment.  
Sustainable Tallahassee has developed an Invitation to Apply which will standardize requests for funding 
of projects from this Fund and with this funding will enable the CCF to provide resources to additional 
projects within the community.   Through the Invitation to Apply, additional organizations will be 
solicited.  The Fund will continue to leverage by seeking grants, city rebates, and in-kind donations from 
vendor and community partners.  

The County will become an Investing Partner and have a representative on the CCF Advisory Council 
which reviews and recommends projects that combat climate change to the Sustainable Tallahassee 
Board of Directors.   

Funding History and Contributions leveraged.    

The CCF depends on contributions from individuals, businesses and governments to accomplish its 
work.   The CCF received a $15,000 donation from the City of Tallahassee in 2010.    Subsequently others 
have added to the Fund -- Contributing Partners (two individuals and a congregation from the faith 
community) as well as individuals.   With County funding and participation, the work will become a true 
joint community effort.   

The CCF was able to maximize its funding by leveraging each project with additional resources.  These 
included grants (one from Wal-Mart and one from the City), city natural gas and demand side 
management rebates, donations of labor and in one case  purchasing at cost rather than retail.  For the 
three projects at Grace Mission the retail value was $8356 and CCF spent  $3866.  At the Big Bend 
Homeless Coalition the thermostats and insulation were donated at about $3700.   At Bethany Family 
Apartments, the city provided an insulation grant totaling $4,584. 

In addition to leveraging resources through this combination of grants, in-kind donations of materials 
and labor, and purchasing from local vendors at or below their cost, Sustainable Tallahassee’s 
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membership donated hundreds of  hours to implement the projects.  Volunteers from Sustainable 
Tallahassee worked as coordinators with the local organizations, acting as liaisons between vendors and 
contractors, the recipient project staff, City energy staff and others.   

 

We look forward to working with the County in the coming year to make a positive difference in our 
community.      

Anthony Gaudio                                              Steve Urse 

President, Sustainable Tallahassee, Inc          Chair, Community Carbon Fund Committee 

850-528-6350   
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Appendix  A   History of Projects Accomplished and Pending.   

Projects Accomplished.   

For the retrofit of Grace Mission Episcopal Church, energy usage was the single biggest item in their 
budget after personnel costs.  The project involved several local contractors who replaced an electric 
hot water heater with an on-demand gas water heater, replaced outdated and inefficient fluorescent 
lighting with electronic ballasts and more efficient bulbs, and finally replaced an old, leaky slider cooler 
with a new commercial, Energy Star cooler. The CCF was able to leverage their investment with 
donations of labor, purchasing equipment at cost rather than at retail, and by obtaining a grant, and a 
city natural gas rebate.  One example of a potential project that was not cost effective was replacing the 
HVAC system.  Another was an analysis of the freezers which revealed that there was more life left using 
a reasonable amount of energy so that it would not be cost effective to replace them until they no 
longer worked.   

The 9.3 metric tons of carbon that the Carbon Fund upgrades will save annually should contribute to a 
20% savings (~$2100) on the energy costs for Grace Mission, money that will allow them to expand or 
provide more services.  The monetary payback on gross costs invested is 3.5 years and less than 2 years 
for net costs (the amount provided by the Fund).   Specific costs follow.   

Local businesses also benefitted.  The contractors/vendors were Watts Mechanical and Chofu (both 
donated labor), Frazier Electric, Marpan Supply, Tim Yoho consulting (donated labor), Brown’s 
Refrigeration (sold at cost).  The Wal-Mart Foundation provided a grant and city natural gas utility 
provided a rebate.    

Grace Mission CCF Actual Costs   Total gross costs were $8,356.20 while CCF only invested  $3866.20 
taking into account grants, rebates and donations.  
  
Tankless Gas.  A Chofu tankless gas unit would replace a 40 gallon electric hot water  heater.   Watts 
Mechanical quoted $2558. After subtracting, $875 (their donated labor) and a $1200 city natural gas 
rebate, that equals a $483 cost to CCF.   
  
Refrigeration unit replacement.  Gary Brown from Brown’s Refrigeration and Equipment quoted a True 
commercial grade 72 cubic feet energy star rated for $4100 that he sold at cost for $3685.  A Wal-Mart 
Foundation grant awarded for $2000 to Grace Mission reduced the cost to the CCF to $1685.  
  
Lighting retrofit. Frazier Electric replaced  38 T-12 fluorescent lamps with Sylvania T-8 32 watt Sylvania 
bulbs and electronic ballasts from Marpan Supply which cost $913.20. The lighting installation cost was 
$785 totaling $1698.20. 
  
Grace Mission currently serves about 2500 meals a month to their parishioners and clients.  They are 
allowing many of their worshipers to shower at the church and wash clothes weekly.  They have a 
children's program with one-on-one tutoring and mentoring two days a week and a children's Bible club 
a third day.  They provide the kids with weekend backpacks of food for their families.  They are deeply 
engaged in the community, serving an under-served, often neglected population--many struggling with 
homelessness and addiction issues. 
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Bethany Family Apartments –After a city energy audit revealed energy losses, the CCF project facilitated 
implementing projects for saving energy and dollars on utility bills.  The assistance provided to Bethany 
included increased ceiling insulation, repairing HVAC closet leaks, and cleaning the HVAC coils. City 
Energy Services provided the insulation through a grant.  ECHO, Bethany’s parent organization, provided 
funds for the HVAC cleaning and closet repair.  The cost of the insulation provided by the city energy 
services grant was $4,584.44.  There has been no cost to CCF so far,  We await the completion of the 
HVAC projects. 
 
Bethany Family Apartments, established in 2007 on South Meridian Street under the umbrella of 
Bethany Family Services, is a residential complex that serves the poor.  
 
Big Bend Homeless Coalition’s Hope Community – The most cost-effective energy efficiency projects 
were programmable thermostats with internal limits installed by Honeywell and four tankless gas water 
heaters installed in the family dormitory by Watts Mechanical.   
 
The 18 thermostats will be set at the City’s recommended levels, no lower than 75 in the summer and 
no higher than 70 in the winter, and are expected to save $6300 per year.   
 
Honeywell is providing the installation of 13 new thermostats, the reprogramming of 5  current 
thermostats and educational training for staff as a charitable contribution.  The original bid was 
$3,758.94.   After the 5 were reprogrammed, someone caused damage to them.   Honeywell said that if 
new ones were needed, they would also provide them as a charitable contribution.    Payback is 
expected in less than a year.      
 
The hot water on demand is expected to save $1200 per year for each dormitory.  The cost for the 
Family Dorm was $8,600.   Rebates from city natural gas will be $1,200 and city energy services  $1,250 
so that the net cost to CCF will be $6,150.   The payback on the cost to CCF is a little more than 5 years.  
An additional benefit was that the old hot water pump will be used to replace a leaking pump in the 
kitchen.   
 
Funds are needed for two more dorms – the women’s and the men’s.  City natural gas will provide a 
$1200 commercial rebate for each of the dorms.   The expected costs are: 
Women’s dorm ($7,400 - $1,200 = $6,200) and Men’s dorm ($10,408 - $1,200= $9,208).  
 
Increased insulation to R-30 in the Men’s Dorm would also be beneficial but that project was postponed 
until after Leon County replaces the roof using state disaster mitigation funds.  The cost to increase 
insulation to R-30 would have been $1,672.20 -$400 city grant=$1,272.20.   The expected savings of 
$200 annually would mean a payback of about six years.   
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Spray foam insulation in the Administration Building is an example of a project that was determined not 
cost effective.   
 
The Hope Community is a transitional housing program for homeless families, single women, and single 
men located on West Pensacola Street.  The program’s goals are to provide a recovery-based program, 
get people into jobs, and find stable housing.  It is the only program of its kind in our eight-county Big 
Bend area, and over 70% of HOPE residents move into stable housing.  In the six years starting in 2005, 
the program has helped 785 people, including more than 300 children, move into stable housing ending 
their homelessness.   

These projects are a win/win/win--the climate is positively affected, the non-profit saves money and is a 
better steward of their financial resources, the City of Tallahassee has a decreased demand on its energy 
supply and its citizens are provided much needed services without tax dollars being involved. The 
donations by contractors/vendors and those by the City of Tallahassee and local citizens who offset their 
carbon footprint have been instrumental in making all these good things happen. 

Second Harvest.  The energy audit at Second Harvest revealed they had already implemented energy 
efficiency projects.  For their community garden, they would save money on sewer costs with an 
irrigation meter or with additional rain barrels.  Since such an expenditure did not meet the CCF mission 
to reduce greenhouse gas emissions, we discussed other solutions with them.    

 

Project pending: 

Alford Arms Greenway – This project is in development with Leon County and the Alford Arm Greenway 
Committee.  It consists of a colonnade of 100 oak trees planted along the path beginning at the entrance 
to the park along the path through the meadow as a carbon sequestration effort.  In addition to the 
carbon sequestration benefit, as the trees grow and mature they will provide shade and improved 
aesthetics for park users.  The Sustainable Tallahassee Board has approved the project in concept and 
reserved $2,000 from the Fund.  
  
 

          Appendix B  Project Selection Protocol.   

To be a legitimate reduction, the project cannot be a "business-as-usual" activity - an activity that would 
have occurred anyway. Energy efficiency projects began by contacting each non-profit organization , 
telling about the purpose of the CCF and then asking them to get a city energy audit.  Volunteers worked 
with the city energy auditors and organizational staff to identify the most cost –effective projects and to 
leverage the CCF investments with city rebates, grants, donations of labor or equipment, and purchasing 
at cost rather than retail.   Analyses were conducted for both energy and cost savings.  Bids were 
obtained. The projects were then compared.  The CCF Committee and Advisory Council evaluated the 
projects and then recommended only the most cost-effective ones and within available funds.  The 
Sustainable Tallahassee Board then votes.    Also see CCF Policy and Procedures in Appendix C.   
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Appendix C  POLICIES AND PROCEDURES FOR OPERATION OF 

SUSTAINABLE TALLAHASSEE COMMUNITY CARBON FUND 
 (approved June 18, 2011 by ST Board)  

 
1. GOALS & OBJECTIVES.  The mission of the Sustainable Tallahassee Community Carbon Fund is to 

provide funds and other resources to projects and activities in Leon County which will have the 
net effect of reducing carbon emissions and greenhouse gases. 

 
2. ORGANIZATIONAL STRUCTURE.  The Community Carbon Fund, shall be operated by, and 

considered to be an integral part of, Sustainable Tallahassee, Inc, which  is a  501 (c) (3)  non-
profit entity.  All actions taken and decisions made concerning the Community Carbon Fund 
(hereinafter CCF) shall be made by the Sustainable Tallahassee, Inc. (hereinafter ST) Board of 
Directors.  The CCF shall have an Advisory Council which shall be constituted and which shall 
operate as defined below.  The policies and procedures contained herein, and any changes or 
amendments thereto, must be approved by the ST Board of Directors. 

 
3. ADVISORY COUNCIL. 

a. MEMBERSHIP.  The Community Carbon Fund Advisory Council shall consist of at least five (5) 
but not more than fifteen (15) members.  Founding Partners are defined as organizations or 
individuals who have contributed at least $5,000 to the Community Carbon Fund, and shall 
be considered permanent members of the Advisory Council.  Community Partners are 
defined as organizations or individuals who have contributed at least $1,000, but less than 
$5,000 to the carbon fund, and shall have a one year term and afterwards preference in 
appointment to the Advisory Council.  Founding Partners and Community Partners that are 
members of the Advisory Council as an organization shall designate an individual to serve as 
its representative on the Advisory Council.  Additional members of the Advisory Council shall 
be selected and appointed by the ST Board of Directors. All members of the Advisory Council 
must be contributors to the CCF.  Members shall serve a term on one (1) year beginning on 
July 1st of each year.    

b. FUNCTION.  The Advisory Council shall operate in an advisory capacity to the Board of 
Directors, and shall make recommendations for the operation of the CCF and for projects to 
be funded from the Fund.  The Advisory Council shall nominate a chairman to be approved 
by the ST Board. The Advisory Council shall prepare a budget including project and 
administrative expenses.  The budget shall be amended with each project approval.  All 
applications for project support and funding shall be first reviewed by the Advisory Council, 
which shall recommend approval or disapproval to the ST Board of Directors.  The Advisory 
Council may also initiate recommendations for projects to the ST Board of Directors. 

 
4. FUNDS.  All funds received for the Community Carbon Fund shall be deposited to an account 

held by Sustainable Tallahassee, Inc., which funds shall be designated as restricted by the ST 
Board of Directors.  All expenditure of funds contributed to or designated for the CCF, which 
equal or exceed $500 per expenditure, must be approved by the ST Board of Directors.  
Expenditure of funds in an amount less than $500 may be approved jointly by the Chairman of 
the Advisory Council and the ST Treasurer.   

 
5. CRITERIA FOR PROJECTS TO BE FUNDED.  All projects to be funded by the Community Carbon 

Fund, must be located in Leon County, Florida, and must be designed with the objective of 
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reducing  energy use, carbon emissions or greenhouse gases.  In addition, priority should be 
given to projects which will educate the community and increase public awareness of the need 
to reach these objectives.  The Advisory Council shall develop an application form and process to 
be followed by individuals or organization which desire to apply for funding. 

 
6. ADMINISTRATIVE FEE.  Upon the approval of a project an administrative fee, equal to 10% of the 

amount expended on the project, shall be transferred from the Community Carbon Fund to the 
general fund of Sustainable Tallahassee, Inc. to cover the cost of overseeing and administering 
the project.   

 
7. NON-PROFIT STATUS.  All activities of ST’s CCF shall conform with Section 501 (c) (3) of the 

Internal Revenue Code requirements, so as to assure that all contributions to the fund are tax 
deductible for the donors.   

 
TERMINATION OF SUSTAINABLE TALLAHASSEE ACTIVITIES.  In the event that Sustainable Tallahassee, 
Inc. should cease to operate or become inactive as a non-profit organization, any funds remaining the 
Community Carbon Fund shall be donated to an organization or project which holds tax exempt status 
under the Internal Revenue Code and has as its objective the reduction of carbon emissions or green 
house gasses.  
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Regular Meeting & Public Hearing Page 24 

September 18, 2012 

 

Chairman Akinyemi recessed the Board at 5:22 p.m. for its dinner break and announced it 
would reconvene at 6:00 p.m. to conduct the public hearings. 
 
17. Authorization to Finalize Solid Waste Disposal Negotiations and Acceptance of 

Status Update on Other Solid Waste Efforts 
 

County Administrator Long introduced the item.  He stated that staff were confident a 
reduced rate for the hauling and disposal of solid waste from the Transfer Station could 
be negotiated; thereby, reducing the overall cost to both the County and City.  
Additionally, based on existing volume processed at the facility, the savings to the City 
and County collectively could exceed $450,000 annually. 
 
Commissioner Maddox moved, duly seconded by Commissioner Desloge, approval of 
Options 1 & 2:  1) Authorize staff to finalize an extension to the existing agreement with 
Waste Management, Inc. for the hauling and disposal of solid waste, and 2) Authorize 
staff to continue to utilize Kessler Consulting Inc. for the Transfer Station operation 
procurement ($37,440) and the curbside collection procurement ($38,970). 
 
County Proctor offered that he was “somewhat disconcerted” by the hiring of a 
consultant for this process.  County Administrator Long responded that hiring of the 
consultant was well advised as the technical expertise of the existing consultant would 
provide assistance with the Transfer Station and curbside collection procurements. 
 
Speakers: 

 Curtis Baynes, 1323 E. Tennessee St., proposed that the County eliminate the 
exclusive collection agreement and provide an opportunity for other potential 
providers.   

 John Gibby, 4887 Gum Road, supports the use of the Transfer Station as a 
recycling processing center; however, questioned the use of Kessler Consulting, Inc. 
as the consultant. 

 
Commissioner Proctor asked the status of Decatur County as a disposal site.  Deputy 
County Administrator Alan Rosenzweig responded that a favorable disposal rate could 
not be agreed upon and that staff has also ascertained that there are no disposal 
alternatives within a 50-mile radius that offer cost effective disposal services.  Mr. 
Rosenzweig shared that an extension to the current disposal agreement has been 
discussed with Waste Management and feels confident that a more favorable rate can 
be obtained for hauling and disposal services. 

 
Commissioner Proctor cited the efforts of Marpan Recycling and wanted to ensure that 
they receive an adequate amount of the waste stream as they are engaged in cutting 
edge endeavors that could create more jobs within the community. County 
Administrator Long stated that Marpan was situated very favorable and is expected to 
be very competitive in the proposed procurement process.  Commissioner Proctor 
opined that the efforts of Marpan should be publicized.     

 
The motion carried 7-0. 
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Fiscal Impact:  
Based on preliminary discussions with Waste Management, Inc., staff is confident a reduced rate 
for the hauling and disposal of solid waste from the Transfer Station can be negotiated; thereby, 
reducing the overall cost to both the County and City.  Based on existing volume processed at the 
Transfer Station, the savings to the City and County collectively could exceed $450,000 
annually.  Approval of consulting services for the Transfer Station operation procurement 
($37,440) and curbside collection procurement ($38,970) are recommended and the Solid Waste 
Fund can support these services. 
 
Staff Recommendation:   
Option #1: Authorize staff to finalize an extension to the existing agreement with Waste 

Management, Inc. for the hauling and disposal of solid waste. 

Option #2: Authorize staff to continue to utilize Kessler Consulting Inc. for the Transfer 
Station operation procurement ($37,440) and the curbside collection procurement 
($38,970). 
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Report and Discussion 
 
Background: 
On September 14, 2010, the Board conducted a solid waste workshop to discuss issues related to 
the State-mandated 75% recycling goal.  As part of the workshop, the Board adopted a number 
of initial steps to evaluate options available to meet the 75% recycling goal, including a waste 
composition study.  The Board authorized a waste composition study as the first phase in 
developing a long-term strategy for solid waste disposal.  The actual study determined how much 
of the waste stream delivered to the Transfer Station is recyclable by material type  
(Attachment #1).  The next phase of the process was to utilize the results of the waste 
composition study in the development of a strategic planning process to increase recycling 
efforts, identify possible ways to reduce overall disposal costs while taking into account the 
fiscal conditions currently being experienced by the City and County. 
 
Per Board authorization on December 13, 2011, staff obtained the services of Kessler 
Consulting, Inc. (KCI) to assist with the strategic planning process for the solid waste program.  
The consultant conducted an in-depth analysis of the dynamics surrounding both the County’s 
and City’s solid waste systems.  The primary purpose of the study is to assess various elements 
of the solid waste program and develop a proposed strategy for pursuing the 75% recycling goal 
in a fiscally prudent manner.  A report of the consultant’s findings was presented to the Board for 
consideration as part of the July 10, 2012 Budget workshop wherein KCI developed a three-stage 
approach to strategically evaluate and select the appropriate options for disposal, processing and 
collection.  The report included recommendations and proposed next steps to continue the 
strategic planning process (Attachment #2).   
 
Specific to disposal, the Budget workshop addressed recent notification of the City of 
Tallahassee’s intent to allow the terms of the solid waste interlocal agreement to expire  
May 1, 2012.  This agreement governs the disposal of City waste at the Transfer Station.  Despite 
this notification, City and County staff have expressed an enduring desire to partner to address 
the community’s long-term solid waste issues for positive outcomes both fiscally and 
environmentally.  A strategic alliance was fostered between City and County staff through a 
series of meetings facilitated by KCI.  The City’s waste comprises over 70% of the material 
received at the Transfer Station, which have significant financial and operational implications for 
Leon County.   
 
In light of the potential loss of City waste flow to the Transfer Station, the consultant 
recommended exploring alternative disposal options including the initiation of negotiations with 
Decatur County to determine whether an acceptable disposal agreement could be reached.  As a 
result of the Budget Workshop, the Board authorized staff to pursue negotiations with Decatur 
County.  This item provides a status of that effort and seeks Board authorization to pursue further 
action.   
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Analysis: 
As discussed at the Budget Workshop, there are three discrete areas being addressed regarding 
solid waste management: disposal, processing, and collection.  The analysis section of this item 
is organized into these three areas. 
 
Disposal: 
Pursuant to Board direction, negotiations for disposal of waste in the Decatur County were 
undertaken.  In cooperation with KCI and the City of Tallahassee, negotiations for a favorable 
disposal rate with Decatur County were pursued.  Despite willingness to partner, a favorable rate 
could not be mutually agreed upon through negotiations (Attachment #3).  Discussions with 
Decatur further revealed, should the opportunity be afforded, they do not intend to participate in 
a competitive process at this time.  To further explore alternative disposal options in the region, 
staff met with a representative from the Aucilla landfill.  These discussions revealed that a 
favorable rate could not be negotiated and that Aucilla does not intend to bid during a 
competitive process.  County staff also made contact with the Thomasville Landfill to ascertain 
existing pricing and determined that these rates also were not favorable to pursue further 
discussions.  As a result it has been determined there are no alternatives within 50 miles that 
offer cost effective disposal services.  
 
As reflected at the July 10th workshop, staff and KCI developed additional recommended action 
steps if negotiations with Decatur County were not successful: 
 

 Initiate negotiations with Waste Management Inc. to determine whether the existing 
transportation and disposal contract can be renegotiated with more favorable terms to 
the County. 

 Obtain direction from the BCC regarding whether to further consider disposal of 
unincorporated County waste at the SMWF. 

 If stated actions do not result in a viable disposal option, than conduct a competitive 
procurement of disposal services. 

 
Staff has had preliminary discussions with Waste Management, Inc. regarding an extension to 
the current disposal agreement.  Based upon these discussions to date, staff feels confident that a 
more favorable rate can be obtained for hauling and disposal services.  In addition to the tipping 
fee, the existing agreement with Waste Management includes a very favorable scope of services 
for the County, which would be difficult to replicate with a new landfill:  no required annual 
tonnage must be committed; the County has the ability to divert waste for recycling and other 
environmental benefits; five-year extensions to the agreement at the County’s sole discretion; 
and, rate locks at 75% of CPI and fuel adjustment charges. 
 
Staff recommends the Board authorize staff to pursue finalizing negotiations with Waste 
Management, Inc. for an extension to the current agreement.  The current agreement with Waste 
Management, Inc. expires April 30, 2013; the County has to notify Waste Management, Inc. not 
later than October 31, 2012 (six months before the agreement expires), if the County wishes to 
extend or renegotiate the agreement.  County and City staff continue to work collectively on this 
issue and City staff concurs with this approach.  Given the favorable existing term and the 
inability to identify a cost effective alternative disposal option, staff recommends extension of 
the current agreement for hauling and disposal services. 
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Transfer Station Operations (processing): 
As an element of the solid waste strategic planning process, the objective of this component is to 
develop new processing opportunities and expanded recycling programs.  During the Budget 
Workshop, the consultant recommended that the County consider privatization of the Transfer 
Station in order to reduce costs and increase recycling rates.  It is anticipated that the private 
sector is able to operate the Transfer Station more cost-effectively than the County when taking 
into consideration the prescreening of recyclable materials.  Based on the results of the waste 
composition study, approximately 28% of the waste currently delivered to the Transfer Station 
consists of recyclable paper and containers.  By providing an opportunity for the private sector to 
access the waste entering the Transfer Station, it is anticipated a significant amount of the 
recyclable material can be extracted.  A private sector company currently engaged in processing 
and marketing recyclables is better equipped, both technically and operationally, to conduct this 
waste diversion.  Diversion of recyclables would not only have direct impact on the  
75% recycling goal, but also reduce disposal cost as that material is no longer being hauled and 
disposed of.  County and City staff continue to work collectively on this issue and City staff 
concurs with this approach. 
 
Per Board direction during the July 10, 2012 Budget Workshop, staff is prepared to proceed with 
the development and issuance of an RFP for processing services at the Transfer Station.  Given 
the opportunities for various scenarios to be developed for processing, the Board approved KCI’s 
services be retained for this component of the strategic planning process.  As reflected in 
Attachment #4, KCI will provide assistance with the development of technical specifications and 
the progression of the RFP process at a cost of $37,440.   
 
Concurrently, the City of Tallahassee, with the agreement of County staff, is taking the lead in 
developing the procurement for receipt and processing of curbside single-stream recyclable 
materials.  This will allow both the City and County to receive payment for the processing of 
curbside recyclables.  At this time, the County is not compensated for these recyclables while the 
City is currently receiving $60 a ton. 
 
Collection: 
As a component of the Budget Workshop, the Board authorized the existing residential waste 
collection contract with Waste Management Inc. to be extended by five months (September 30, 
2013).  The agreement has been executed with all terms remaining intact during the five month 
extension (Attachment #5) allowing the County to have the new collection contract begin with 
the fiscal year which reconciles with the imposition of the non-ad valorem assessment.  The 
extension also provides the County the opportunity to finalize the disposal agreement and begin 
the operations procurement effort.   
 
Per direction at the Budget Workshop, staff is proceeding with the development of a draft waste 
collection RFP.  Given the magnitude of the franchise and the opportunities for various scenarios 
to be developed for unincorporated area collection, the Board approved KCI’s services be 
retained for this component of the strategic planning process.  As reflected in Attachment #4, 
KCI will provide assistance with the development of technical specifications and the progression 
of the RFP process at a cost of $38,970.   
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Reflective of the continued consulting services, KCI has provided a proposed scope of services 
and related costs for processing and collection (total cost of $76,410).  In proportion to the total 
economic impacts of both processing and collection services, the consulting fees are appropriate.  
Based on anticipated hauling/disposal rates being lower than that of the current rate per ton, 
jointly the vendor agreements would generate $21 million over a five-year term.  Likewise, 
based on the current curbside waste collection subscription of $232 annually, a five-year 
collection agreement generates in excess of $32 million in revenue to the provider.  Given the 
magnitude of the contract, breadth of the scope, and the transition from a government run 
operation to the private sector partnership of the Transfer Station, staff recommends proceeding 
with retaining the consultant for these services. 
 
Solid Waste Assessment: 
The County’s solid waste system is established as an Enterprise Fund.  The Fund is to be 
sustained by tipping fees, revenues from interest rates on cash balance, miscellaneous receipts, 
and a non-ad valorem solid waste assessment.  Currently, the fund is not self-sustaining and is 
being subsidized by general revenue funds generated from unincorporated sources at 
approximately $1 million per year.  The Board has authorized a study to determine what the 
special assessment rate should be to eliminate the subsidy.   
 
On June 26, 2012, the Board approved Government Services Group Inc. (GSG) to conduct the 
solid waste assessment study.  Once the new collection agreement costs are known, the 
consultant will begin work immediately to perform the assessment study.  The study will be 
complete by spring 2013 to meet the required timeline relating to the adoption of the non-ad 
valorem assessment roll and for consideration as part of the FY 2014 budget process. 
 
Options:  
1. Authorize staff to finalize an extension to the existing agreement with Waste Management, 

Inc. for the hauling and disposal of solid waste. 

2. Authorize staff to continue to utilize Kessler Consulting Inc. for the Transfer Station 
operation procurement ($37,440) and the curbside collection procurement ($38,970) 
(Attachment #4). 

3. Board direction. 
  
Recommendation: 
Option #1 and #2. 
 
Attachments:  
1. Waste Composition Study pie chart 
2. Kessler Consulting Strategic Planning Phase 1 Report 
3. Memoranda from Kessler Consulting regarding Decatur County negotiations  
4. Kessler Consulting Scope of Services 
5. Waste Collection Agreement – five month extension 
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COMPOSITION OF CLASS I WASTE DELIVERED TO LEON COUNTY TRANSFER STATION (% BY WEIGHT)

Attachment #1 
Page 1 of 1
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T E C H N I C A L   M E M O R A N D U M 
 

DATE:  July 5, 2012 
 
TO:  Alan Rosenzweig,  Deputy County Administrator,  
  Leon County 
 
FROM:   Mitch Kessler, Project Director 
 
SUBJ:  Leon County Solid Waste Strategic Planning Update 
 
PROJ #:  135‐00.00 
 

Background 

Leon County (County) contracted Kessler Consulting, Inc. (KCI) to assist with a strategic planning process 
to identify and evaluate options for maximizing recycling and beneficial reuse of materials currently 
delivered to the Gum Road Transfer Station. The purpose of this project is to help put the County on a 
pathway toward achieving the State’s goal of a 75% recycling rate by 2020, but at the same time to 
ensure the long‐term economic and environmental sustainability of the solid waste system. 

KCI was tasked with evaluating a range of program options and technologies with the potential to 
substantially increase waste diversion.  These include changes in collection programs (e.g., single stream 
collection, pay‐as‐you‐throw, and universal collection) and processing options (e.g., single stream 
processing, organics composting, Class III processing, and mixed waste processing). 

KCI has extensive experience in strategic solid waste management planning, especially as it relates to 
maximizing waste diversion.  As you are aware, our firm developed a report outlining a state‐level 
“roadmap” for achieving 75% recycling.  We are extremely well versed in waste diversion policies and 
programs and state‐of‐the‐art technologies.   

As KCI initiated this project, it became clear that issues regarding disposal of waste required resolution 
as well. In a letter dated January 10, 2012, the City of Tallahassee (City) notified the County of its intent 
to allow the Inter‐Local Agreement (ILA) governing disposal of City solid waste at the County’s transfer 
station to expire on April 30, 2013. Because City waste comprises over 70% of the waste received at the 
Gum Road Transfer Station, this will have significant financial and operational impacts on the County. 
Therefore, KCI’s scope was expanded to also examine disposal options. 

Through a series of meetings between County and City staff, KCI helped foster a strategic alliance 
between the two entities pertaining to solid waste management. Through this process, a three‐stage 
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approach was developed for proceeding with this solid waste strategic planning process in a methodical 
and deliberative manner.  The objective of this approach is to develop a sustainable, long‐term solid 
waste management system that maximizes waste diversion and is economically viable.  

This document provides an overview of the existing solid waste system, outlines the recommended 
three‐stage approach for continuing this strategic planning process, and identifies next steps in the 
process. 

Solid Waste System Overview 

Figure 1 depicts the flow of Class I waste, Class III waste, recyclable materials, and yard debris collected 
by or on behalf of the County and City in FY 2011, and Table 1 provides a summary of solid waste and 
recyclables tonnages.  Neither includes C&D, commercial recyclables, or other materials managed by 
private entities and outside the control or influence of the County or City.   

As noted in Table 1, the County recycles approximately 21% of these materials and the City recycles 
15%.  According to the 2010 annual report submitted to the Florida Department of Environmental 
Protection (FDEP), 380,058 tons of municipal solid waste was collected in Leon County of which 39% was 
recycled.  This data includes C&D and commercial recyclables, which are collected and managed outside 
the direct control of the County or City programs. 

Table 1:  Solid Waste and Recyclables Collected, FY 2011 

Waste Type  Unincorporated County  City of Tallahassee  Combined Total 
Class I (tons)  49,536  130,623  180,159 
Class III (tons)  4,494  5,228  9,722 
Yard Debris (tons)  6,088  9,478  15,566 
Recyclables (tons)  4,583  10,856  15,439 

Tires/Electronics (tons)1  182  426  608 

Totals (tons)2  64,883  156,611  221,494 

Recycling Rate2,3  21%  15%  17% 

2010 Countywide Recycling Rate4  39% 
1 Assumes 30/70 split of tires/electronics between County and City. 
2 Does not include C&D and other materials collected by private entities and outside the control or influence of the 
County or City.   
3 In addition to recyclables and tires/electronics, assumes 66% of Class III is recycled. 
4 Based on annual report to FDEP.  Includes C&D and other materials collected by private entities. 
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Figure 1: Leon County Waste Flow, FY 2011 
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Note: Does not include C&D and other materials collected by private entities and outside the control or influence of the County or City. Does not include 6,266 tons of Class I 
waste from Wakulla County delivered to the Gum Road Facility in FY 2011. Wakulla County no longer delivers waste to the Gum Road Facility.

6,088
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Waste Collection 

Residential and commercial waste generated in the unincorporated County is collected by Waste 
Management of Florida, Inc. (WMI) via an exclusive collection franchise agreement. This agreement was 
originally signed in 1986, has been renegotiated several

Residential collection is provided on a subscriptio
basis fo

 times, and currently expires on April 30, 2013. 

n 
r a monthly fee of $19.33 per household, 

scribe 

 

ty an annual non‐ad 
s egic planning 

ion of this assessment. 

ed 
nchise agreement.  WMI 

which is billed by WMI. Approximately 60% of the 
County’s single‐family households subscribe for 
collection service. Subscription service includes 
weekly collection of garbage, dual stream 
recyclables, and yard debris. Bulk materials are 
collected on call. Residents who do not sub
may self‐haul their solid waste, recyclables and 
yard debris to one of the County’s five Rural Waste
Service Centers (RWSCs).   

The County charges all residential property owners 
in the unincorporated Coun
valorem assessment of $40 per year for solid waste di
process, the County also is conducting an evaluat

WMI bills commercial customers directly for collection and disposal based on the level of service need
by the individual business and the commercial rates established in the fra

posal.  Concurrent with this strat

remits a franchise fee of 5% of gross revenue from residential and commercial collection services to the 
County.  

Transfer and Disposal 

Class I waste generated
Gum Road Transfer Stat

 within the County currently is delivered to the County‐owned and operated 
ion. City waste accounted for 70% of tonnage received at the transfer station in 

he 
d in 2003 
al, and 

 

r to 

l 
x adjustment of $326,469.74.  Collectively, the County paid WMI 

lass I um Road Transfer Station. 

d 
y 

FY 2011; 27% was from the unincorporated County and the remaining 3% was from Wakulla County, 
which no longer delivers waste to the County.  

Class I waste is transferred for disposal at Springhill 
Landfill in Jackson County via the County’s 
Transport and Disposal Agreement with WMI. T
contract was awarded in 1998, commence
when the transfer station became operation
expires on April 30, 2013.  The County is to provide
notice of its intent to renew, negotiate, or 
terminate this agreement at least 180 days prio
that date.  

In FY 2011, the County paid WMI $26.13 per ton 
for transport and disposal, in addition to an annua
lump sum fuel surcharge and fuel ta
$28.01 per ton for the transport and disposal of C

In FY 2011, the County charged a tipping fee at the transfer station of $41.80 per ton. This fee include
the contract cost of transport and disposal and the costs of operating the transfer station and a variet
of other solid waste program services. A breakdown of the tipping fee is provided in Table 2.  

 waste received at G

     Rural Waste Service Center 

     Transfer Trailer 
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Table 2: Gum Road Transfer Station Tipping Fee Summary, FY 2011 

Service  $/Ton 
WMI Transport & Disposal Contract Fee   $        28.01  
     Hauling & Disposal   $        26.13  
     Fuel & CPI Index Adju    $ 88  stments           1.
Fee for Program Operations   $        13.79  
     Transfer Station Operations   $          4.95  
     Recycling Services & Education 

 $          8.84  

     Hazardous Waste 
     MIS Automation/Risk Allocation 
     Indirect Costs 
     TS Capital Improvements 

     Solid Waste Management Allocation 

Total Tipping Fee   $       41.80 
N ded by County staff. 

Recycling

ote: Based on information provi

 

Residents who sub ollection service place recyclable materi accepted in the 
County’s dual stre es are the responsibility of WMI, 

racts with Marpan for processing.  The County receives no revenue.  

ty may terminate with 
. 

scribe to WMI’s c als that are 
am program at their curbside. Curbside recyclabl

which cont

Residents also may deliver recyclables to the County’s RWSCs.  Recyclables collected at the RWSCs and 
in the County school recycling program are processed by Recycled Fibers, for which the County receives 
$5.51 per ton. The County’s contract with Recycled Fibers commenced on January 1, 2011, and 
automatically renews annually until expiration on December 31, 2014. The Coun
written notice 30 days prior to expiration of the then current term. Revenue can be negotiated annually

Per Florida Statute (Section 403.7046 (3), F.S.), a local government may not give any company the 
exclusive right to collect commercial recyclables; therefore, commercial recycling is open market.  

Yard Debris 

Yard debris is processed at the Apalachee Solid Waste Management Facility (SWMF).  The County 
contracts with Larry D. Smith, LLC, to process and remove yard debris.  This contract commenced 
November 1,
renew for tw

 2011 and has an expiration date of October 31, 2014.  The contract will automatically 
o additional one‐year terms unless the County provides notice of non‐renewal to the 

ing 
fees 

contractor at least 30 days prior to expiration of the then current term.  The County charges a tipp
fee for delivery of yard debris and pays the contractor for processing. A summary of the costs and 
for yard debris processing is provided in Table 3.  

Table 3: Yard Debris Processing Costs and Fees, FY 2011 

Yard Debris 
Cost/Ton 

County 
Tipping 
Fee/Ton 

Net 
Revenue/ 

Ton Debagging  Grinding  Screening  Removal  Total Cost 
Bagged  $11.41  $9.50  $3.00 $1.00 $24.91 $39.00  $14.09

Unbagged  ‐  $9.50  $3.00 $1.00 $13.50 $27.00*  $13.50
*  City of Tallahassee only; all othe d $39.00/ton for bagged or unbag bris.This fee is for the rs are charge ged yard de  
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Yard debris that is delivered to the RWSCs is ground onsite at each center about r y
made available t  a e ty o ly f ing grinding 
ser

 twice pe
or provid

ear and 
o residents t no charg .  The Coun  obtains qu tes annual

vices. 

Class III Waste 

The County contracts with Marpan to process 
residential bulky waste (appliances, furniture, etc.) 
delivered by the County, its franchised hauler (WMI), 

 Wakulla County, private non‐
zations, private hauling contractors, 

tions.  

 ton. In FY 2011, Marpan reported recycling 66% 
) are residuals, which are disposed at the County’s 
 $27.00 per ton.  Because Marpan also receives 
s disp eater than the 

 the County.  As a result, the County received 

overed 

the City of Tallahassee,
for‐profit organi
and private individuals residing in these jurisdic
The contract commenced on October 30, 2008 and 
expires October 29, 2013. It automatically renews for 
three additional five‐year periods unless otherwise 
noted by either the County or Marpan more than 90 
days before the end of the then current term.  

Marpan charges the County a tipping fee of $35.00 per
of materials it received.  The remaining materials (34%
Class I Landfill at Apalachee SWMF for a tipping fee of
materials from other sources, the quantity of residual
quantity of Class III waste delivered to Marpan by

osed at Apalachee Landfill is gr

estimated net revenue of $137,275 in FY 2011. 

Marpan also disposes of recovered screen materials at Apalachee Landfill, at no charge, and includes 
this material as part of its recycling rate.  The County agreed to accept this material at no charge 
because it was believed it could be used as daily landfill cover.  However, because of the material’s high 
gypsum content, this has not been feasible.  The County should revisit the decision to accept rec
screen materials for no tipping fee. 

Financial Summary 

Figures 2 and 3 provide a summary of solid waste system revenues and expenditures for FY 2011, 
respectively. Solid waste expenditures totaled over $12.02 million, while revenue reached only $11.07 
million. The largest source of solid waste revenue was transfer station tipping fees received for City 

 of the revenue stream. Tipping fees for Leon and Wakulla County wastes and 
de up 25% of the revenue stream. Only 13% of solid waste revenue was generated 

ces, 
 

e, fixed asset adjustments, risk 
t.  

ty 

waste, comprising 43%
Marpan residuals ma
by the County’s non‐ad valorem assessment. The remaining 7% was from other miscellaneous sour
including recycling revenue.  Because solid waste revenue fails to meet expenditures, funds transferred
from the General Fund represented 12% of solid waste revenues. 

Transport and disposal contract fees account for the single largest solid waste expenditure at 40% of 
total expenditures. Solid waste facilities’ operations, including the Gum Road Transfer Station, RWSCs, 
and Apalachee SWMF, account for 32% of expenditures. The hazardous waste program and recycling 
services and education account for less than 8% of solid waste expenditures, while capital 
improvements represent 11%. Costs associated with landfill closur
allocation, and other miscellaneous expenditures make up the remaining 9% of the solid waste budge

In summary, when City waste is no longer delivered to the Gum Road Transfer Station, the County will 
lose a significant portion of a revenue stream that already fails to meet expenditure levels. While Coun

     Examples of Bulky Waste 
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expenditures are likely to decrease without City waste, the cost of facility operations and infrastru
maintenance will experience large shifts in economies of scale, compounding budgetary concerns. 

cture 

Figure 3: Leon County Solid Waste Expenditures, FY 20112 

   

                                                           

Figure 2: Leon County Solid Waste Revenue by Waste Source, FY 20111 

 

 

 
1Actual FY 2011 dollar amounts were not available at report preparation. Dollar amounts are from the Adjusted FY 2011 Solid 
Waste Management Pro Forma. Miscellaneous revenue includes equipment buy‐back, interest income and delinquent taxes. 
City, County, and Wakulla tipping fees are derived from source fractions of total tonnages provided by the Pro Forma. 
2 Actual FY 2011 dollar amounts were not available at report preparation. Transfer and disposal dollar amounts are provided by 
FY 2011 Adopted Line  Items  in FY 2012 Office of Resource Stewardship Line  Item Expenditures. All other dollar amounts are 
provided by the Adjusted FY 2011 Solid Waste Management Pro Forma.  

County Assessment,  
TS Tip Fees:

Wakulla Waste,  
$1.5M, (13%)$.23M  (2%) TS Tip Fees:

County Waste,
Landfill Income,  

$.8M ( 7%)

Resource Recovery,  
$.05M (1%)

Hazardous Waste,  
$.007M  (0%)

General Fund
Revenue Transfer   

$1.3 M 
(12%)

Misc Revenue 
$0.68 M  (6%)

TS Tip Fees:
City Waste,  
$4.7M  (43%)

$1.8M
(16%)

Capital 
Improvements,
$1.4M  (11%)

Landfill Closure, 
$.1M (1%)

$.89M 
(7%)

RWSC,  $.9M (8%)
TS,  

Transport & Disposal 
Contract,  

$4.9M  (40%)

SWMF,
$2.1M (17%)Hazardous Waste, 

$.53M (5%)

Recycling Serv. & 
Education,  
$.4M (3%)

Fixed Asset Adj,  
$.2M (2%)

Misc Expenditures,  
$.6M (6%)
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Balancing the Solid Waste Management System 

Collection, processing, and marketing/disposal are interrelated elements of a solid waste management 
system (see Figure 4).  The collection segment consists of public and/or private entities that collect 
materials generated by residents, businesses, and institutions.  Processing includes sorting and 
recovering recyclable materials, as well as transferring solid waste for disposal.  Recovered materials are 
then marketed, or solid waste is disposed in a landfill or waste‐to‐energy facility.  All three elements 
have a cost and are critical to maintaining a balanced, sustainable solid waste management system.  
Changes to one of these elements will impact the others.  Therefore, all three need to be looked at 
together to ensure a cohesive, sustainable, cost‐effective solid waste management system for the 
County. 

Figure 4: Balancing the Business Components of Solid Waste Management 

 
The timing and coordination of system changes is important.  Table 4 summarizes the current expiration 
dates of the County’s various solid waste agreements. As noted in the table, the County’s collection 
franchise, transport and disposal agreement, and ILA with the City are all set to expire April 30, 2013; 
however, decisions made regarding any one of these agreements will impact the others.  For example, 
the City’s decision not to renew the ILA will impact future disposal options, and a decision on future 
disposal will influence the collection franchise and how far the franchisee will be transporting waste for 
disposal.  

Table 4: Leon County Solid Waste Agreements and Expiration Dates 

Agreement  Contractor/Partner  Expiration  Extension 
Solid Waste ILA  Tallahassee April 30, 2013  ‐
Collection  WMI April 30, 2013  ‐
Transport and Disposal WMI April 30, 2013  ‐
Recyclables Processing (Schools & RWSCs) Recycled Fibers Dec 31, 2012  (2) 1‐yr
Class III Waste Processing   Marpan Oct 29, 2013  (3) 5‐yr
Yard Debris Processing  Larry D. Smith, LLC Oct 31, 2014  (2) 1‐yr

 

Because of the interconnectedness of these system elements and the potential impact of the loss of City 
waste tonnage to the system, a three‐stage approach was developed for proceeding with the strategic 
planning process.  This recommended approach, which is outlined in the following section, addresses 
disposal first because of the potential loss of City waste in the County’s management system and the 
financial implications of this loss.  
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Proposed Three‐Stage Strategic Planning Approach 

 in a 

 so 

During the planning process, it became clear that cooperation between the County and City would be 
mutually beneficial and could provide the most cost‐effective opportunities. Through a series of 
meetings and visits with County and City Staff, KCI helped foster a successful dialog that resulted
strategic solid waste planning alliance between the two entities. As part of this dialog, KCI developed a 
three‐stage approach to moving forward with the strategic solid waste planning process and with 
meeting waste diversion goals.  Where opportunities exist to work in conjunction with the City, doing
should benefit both entities. 

Stage 1 – Disposal 

In light of developments concerning the potential loss of City waste flow to the Gum Road Transfer 
 making decisions 

concerning future collection and processing options.  KCI identified potential disposal options and 
considered how each option might impact the County, operationally and financially. Provided below is a 
brief summary of these options. 

• Continue to operate the Gum Road Transfer Station with City tonnage (status quo) 

The City has identified a lower cost disposal option than that currently offered by the County.  
For the County to convince the City to continue delivering its waste to the County, a lower and 
more competitive tipping fee would need to be offered to the City.  This is not feasible under 
the County’s existing transport and disposal contract.  As noted in Table 2, it costs the County 
$32.96 per ton to transfer and dispose of waste ($4.95 per ton to operate the transfer station 
and $28.01 per ton in transport and disposal contract fees).  This is substantially higher than the 

 

tion operations, recycling education, household hazardous waste collection, and other 
 scaled back once City 

ty to reduce expenses to 
fully offset t  loss.  The net resu crea  the d its 

d businesses.  

 Haul County Waste to County Landfill 

n the Ap  to acc ste g d in 
 (approximately 50,0  annually) s 

sal and eliminate the ass ntal o w
eliminate the need for Gum Road Transfer Station, which would provide the opportunity to re‐
purpose the facility for some other function, such as a materials recovery facility.  This option 

Station, the County should secure a cost‐effective, long‐term disposal option before

preliminary disposal fee offer the City has received. 

• Continue to operate the Gum Road Transfer Station without City tonnage 

The loss of City tonnage will result in a loss of revenue to the County of approximately $4.7 
million per year, which is approximately 43% of total solid waste revenue.  The cost to transport
and dispose of waste would also be reduced, but the net loss to the County would be an 
estimated $1.8 million annually.3  As noted in Table 2, this revenue helped pay for transfer 
sta
services provided by the County.  Transfer station operations could be
waste is no longer received; however, it will be difficult for the Coun

his revenue lt likely would be in sed costs to  County an
residents an

• Direct

The County could potentially reope alachee SWMF ept Class I wa enerate
the unincorporated County 00 tons .  It would reduce the mile
traveled for dispo ociated environme  impacts.  It als ould 

would eliminate the $4.9 million expense for transport and disposal and $0.89 million to operate 
the transfer station, which would more than offset the $4.7 million annual loss of City tipping 
fees.  County staff has indicated that it may be possible to handle County waste at Apalachee 

                                                            
3  ($41.80/ton tipping fee less $28.01/ton contract fee for transport and disposal) x 130,623 tons/year. 
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Landfill with existing staff; however, further analysis is needed to determine the potential 

ity’s waste hauler has also provided a preliminary estimate of service fees 
te to Decatur County instead of Gum Road Transfer Station.  The County could close 

 

Transfer Station for some other use.  Financial implications of this 
sport and 

Table 5

impact on operating expenses, landfill life, capital costs for future cell construction, etc.  In 
addition, consideration should be given to previous resident concerns about odor and vehicle 
traffic, as well as more recent water quality issues that are being addressed.   

• Direct Haul to Other Public or Private Landfill 

The City has had preliminary discussions with representatives of the Decatur County (Georgia) 
Landfill, who have offered the City a substantially lower disposal fee than that currently charged 
by the County.  The C
to haul was
Gum Road Transfer Station and also direct haul waste to a public or private disposal facility 
other than the County landfill.  Class I landfills located within 100 miles of the County are 
provided in Table 5. Decatur County Landfill is the closest in proximity and, therefore, the most
viable for direct haul.  The County could potentially negotiate an ILA with Decatur County, 
Georgia, potentially in conjunction with the City.  This option also would provide the opportunity 
to re‐purpose Gum Road 
option include the elimination of costs to operate the transfer station, changes in tran
disposal costs, and loss of revenue from transfer station tipping fees. 

: Class I Landfills within 100 Miles of Leon County Able to Accept County Waste 

Facility Name  Owner/Operator  Location  Distance* 
Decatur County MSW Landfill  Decatur County, GA Attapulgus, GA  25 mi
Thoma , GA Thomasville, GA  40 misville MSW Landfill  City of Thomasville
Aucilla Area Solid Waste Facility  Aucilla Area Solid Waste Assn. Greenville, FL  45 mi
Pecan Row MSW Landfill  Veolia Environmental Services, Inc. Valdosta, GA  75 mi
Springhill Regional Landfill  Waste Management, Inc Campbellton, FL  85 mi
* One‐wa

 

KCI reco

• 

• 
rporated County waste in Apalachee Landfill. 

al option, then conduct a competitive 

• e 

Stage 2

y mileage from center of County to facility. 

mmends the following course of action for Stage 1: 

Initiate negotiations with Decatur County to determine whether an acceptable disposal 
agreement can be reached. 

Obtain direction from the Board of County Commissioners (BOCC) regarding whether to further 
consider disposal of uninco

• If above actions do not result in a viable dispos
procurement for disposal services or determine whether the existing contract can be 
renegotiated with more favorable terms to the County. 

Extend the County’s existing collection franchise agreement approximately six months to enabl
completion of Stages 1 and 2 of this recommended three‐stage approach, both of which have 
potential to impact future collection services. 

 – Processing/Waste Diversion 

disposal option has been chosen, the County can move forward with identifying new processinOnce a  g 
opportunities and expanded recycling programs that will maximize materials recovery and the revenue 

lly and the County earns from such recovered commodities.  The objective is to develop an economica
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environ ing 
the 75%

Recyclin
water c n marketed.  The 

 in a typical ton of curbside recyclables is 
current
ton or m

Based o
current
addition e 
materia

Figure 

al to substantially 
tion, pay‐
rganics 
., 

 any type of processing facility would 

 
me type of materials processing and recovery 

mentally sustainable processing system that will put the County on a pathway toward meet
 recycling goal. 

g provides well‐documented environmental benefits, including natural resource, energy and 
onservation.  Recovered materials are also commodities that have a value whe

average market value for the recovered materials found
ly in the range of $140 to $150.  Many communities around the State currently receive $50 per 
ore in revenue for their curbside recyclables.   

n the results of a waste composition study (see Figure 5), approximately 28% of the waste 
ly delivered to Gum Road Transfer Station consists of recyclable paper and containers, and an 
al 23% is comprised of organics (i.e., yard debris, food waste, and compostable paper).  Thes
ls, in particular, demonstrate the significant opportunities for additional waste diversion. 

5: Composition of Class I Waste Delivered to Transfer Station 

 
Source: Leon County Solid Waste Management Division 2011 Waste Characterization Study. 

 

A full range of program options and technologies were identified with the potenti
increase waste diversion.  These include collection program changes (e.g., single stream collec
as‐you‐throw, and universal collection), materials processing (e.g., single stream processing, o
composting, Class III processing, and mixed waste processing), and emerging technologies (e.g
gasification, pyrolysis, and refuse‐derived fuel).  Development of
benefit from receiving the combined tonnage of the County and City.  Facilities could be publicly or 
privately owned and/or operated.  Depending on the disposal option selected in Stage 1, the Gum Road
Transfer Station potentially could be re‐purposed for so
facility.  

KCI recommends the following course of action for Stage 2: 

• Conduct a competitive procurement to solicit private sector interests and approaches to 
processing waste locally at currently existing or future facilities.   

Recyclable 
Paper & Yard Debris, 

Organics, 

Containers, 
%

O
30

2.6%

Other 

19.9%

28.3

Scrap Metal, 
1.4%Other Plastics, ther Waste, 

17.2%.6%
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• Analyze and select processing/waste diversion options that will enable the County to maximize 
waste diversion in a sustainable, cost‐effective manner. 

Stage 3 – Collection 

Once processing and disposal infrastructure is in place, collection services that complement this system 
and maximize recycling and waste diversion can be procured.  Because of the time needed to conduct 
the first two stages, the existing collection franchise agreement will need to be extended approximately
six months.  Extending this agreement is included in the

 
 Stage 1 recommendations. 

 
 

art or 
ntract (approved by City 
ntract should the County 

wish to avail itself of such.  If not, a competitive procurement would be conducted to obtain pricing for 
the levels of service under consideration and to ensure the County receives high quality, cost‐effective 
collection service that encourages increased recycling and waste reduction by residents and businesses. 

KCI recommends the following course of action for Stage 3: 

• Analyze and select the service level or levels that complement the other elements of the solid 
waste system and will assist the County in maximizing waste diversion. 

• Conduct a competitive procurement for collection service to solicit private sector proposals and 
pricing for such service.  

Next Steps 

Table 6 summarizes where the County and City currently stand in terms of collection, processing, and 
disposal; the County’s future objectives; and recommended next steps.  The table also provides the 
estimated time needed from the start date of each stage to completion of that stage.  The timing of the 
three stages could potentially overlap depending on the decisions made in each stage and how they 
might impact the decision‐making process in future stages. 

 

The first step in Stage 3 is to evaluate and select collection service options that complement the 
processing and disposal decisions made in the previous stages and that encourage waste reduction and
recycling.  These might include single stream, cart‐based recycling; variable rate collection fee structure
(pay‐as‐you‐throw) similar to other types of utilities; and/or converting to universal collection in p
the entire unincorporated County.  The City has renegotiated its collection co
Commision on June 13, 2012) and has included a piggybacking clause in the co
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Table 6: Summary of System Elements and Recommended Next Steps 

  Collection  Processing  Disposal 

Current System   

County  • Contract rate of 
$19.33/unit/month for 
weekly collection of 
garbage, recyclables and 
yard debris and on‐call 
bulky waste 

• Receives $0 for 
residential recyclables 

• Receives $5.51/ton for 
school and RWSC 
recyclables 

• Costs $32.96/ton ($4.95 
for TS operation and 
$28.01 for transport and 
disposal) 

City  • Contract rate of 
$13.76/unit/month for 
weekly collection of 
garbage and recyclables 
and every other week 
collection of yard debris 
and bulky waste 

• Receives $60/ton for 
residential recyclables 

• Pays $41.80/ton to 
County 

• Initial discussions with 
Decatur County, GA 
Landfill – potential tip 
fee in low $20s/ton 

Future Objectives  • To implement collection 
changes to encourage 
additional waste diversion

• To lower rates 

• To develop processing 
program
to increa

s and systems 
se waste 

diversion 
• To increase revenue 

from recovered 
materials 

• To secure cost‐effective, 
long‐term disposal 

Recommendations  • Extend contract for 
approximately six months 

• Select service changes 
that complement other 
system elements and 
promote waste diversion 

• Bid for collection service 

• RFP for processing 
services that maximize 
waste diversion 

• Analyze and select 
option that maximizes 
waste diversion in 
sustainable, cost‐
effective manner 

• Negotiate with Decatur 
County, GA 

• Consider disposal of 
unincorporated County 
waste in Apalachee 
Landfill 

• If above not viable, then 
RFP for disposal or 
renegotiate existing 
contract 

Estimated Time  6‐9 months  6‐9 months 2‐6 months depending on 
whether an RFP is needed 

 

In conclusion, KCI believes this three‐stage approach will be the most efficient path by which the County 
can obtain cost‐effective solid waste services while maximizing the beneficial reuse of materials 
currently disposed.  Ongoing, constructive dialog between the County and City should be maintained 
throughout this process so that partnership opportunities can be identified and both entities can benefit 
from the resulting collection, processing, and disposal infrastructure. 
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T E C H N I C A L   M E M O R A N D U M 
 
 
DATE:  September 5, 2012 
 
TO:  Alan Rosenzweig, Deputy County Administrator,  
  Leon County 
 
FROM:   Mitch Kessler, Project Director 
 
SUBJ:  Disposal Negotiations with Decatur County, GA 
 
PROJ #:  135‐00.00 
 
 

Background 

On  July  10,  2012,  Kessler  Consulting  Inc.  (KCI)  and  Leon  County  (County)  staff  presented  a  planning 
strategy  to  the  Leon  County  Board  of  Commissioners  (BOCC)  for  obtaining  long‐term  solid  waste 
collection, processing and disposal services. The first step  in this process was to negotiate a  long‐term 
Inter‐Local Agreement  (ILA)  for solid waste disposal with Decatur County, Georgia, a representative of 
which had  initially  indicated a very  favorable disposal  fee. Upon approval  from  the BOCC,  the County 
enlisted KCI to assist with negotiations.  

Results 

KCI coordinated negotiation efforts for a tri‐party ILA on behalf of the County and the City of Tallahassee 
(City). The individual who initially had been contacted was no longer with Decatur County.  Multiple calls 
were conducted with the Decatur County  Interim County Administrator and site visits were conducted 
by County and City  staff.   These negotiations  failed  to produce a disposal  fee  that we believe  is  low 
enough  to  justify entering  into an  ILA without  fully exploring other potential offers via a competitive 
procurement or negotiations with the existing service provider.   

Recommendations 

In  light of  the Decatur County negotiation  results and expiration of  the County’s contract with Waste 
Management  at  the  end  of  April  2013,  KCI  recommends  the  County  immediately  proceed with  the  
recommendations outlined  in our  July 5, 2012  Solid Waste  Strategic Planning Update memorandum. 
Specifically, we recommend the following: 

(1) The County should determine whether the existing transport and disposal contract with Waste 
Management can be renegotiated with more favorable terms to the County.   
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 Leon County/ARosenzweig_memo_090512 

(2) If  such  negotiations  do  not  produce  acceptable  results,  then  the  County  should  conduct  a 
competitive procurement for transport and disposal services.   

(3) We further recommend that the County conduct a competitive procurement for transfer station 
operation  services.    The  procurement  will  determine  whether  the  private  sector  is  able  to 
operate  the  transfer station more cost‐effectively  than  the County.   Additionally,  to maximize 
recycling,  the potential exists  to divert materials  for  recycling  from  the waste  received at  the 
transfer  station.  A  private  sector  company  currently  engaged  in  processing  and  marketing 
recyclables is better equipped, both technically and operationally, to conduct this sort of waste 
diversion than is County staff. 

The second two stages of our recommended strategy, competitive procurements for processing single 
stream  recyclable  materials  and  for  solid  waste  collection  services,  should  commence  as  soon  as 
reasonably possible. 
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Strategic Planning 2012/PM/Scope #3/Scope TS & Coll 

 

September 5, 2012 
 
Alan Rosenzweig, Deputy County Administrator 
Leon County Administration  
301 S Monroe St 
Tallahassee, FL 32301 
 
Re:          Proposed Scope of Work for Solid Waste Management Procurement Assistance 
KCI Project No.:       99‐90.00 
 
Dear Mr. Rosenzweig: 
 
As requested, Kessler Consulting, Inc. (KCI) is pleased to submit this proposed Scope of Work to continue 
assisting Leon County (County) with  implementing a three‐stage approach to developing a sustainable, 
long‐term solid waste management system.  Specifically, the tasks included in this Scope of Work are to 
assist  the  County  in  conducting  a  competitive  procurement  for  operation  of  the  County’s  transfer 
station, and a concurrent procurement for waste collection services.   

Scope of Services  

Task 1:  Transfer Station Operation Procurement 

County staff currently operates the transfer station, and Waste Management transports and disposes of 
solid waste received at the transfer station.  A Request for Proposals (RFP) will be developed to 
determine private sector interest in operating the transfer station.  The RFP will include full operation 
and maintenance of the facility, and will encourage vendors to propose diverting materials received at 
the transfer station from disposal.  If the County does not identify a viable disposal solution through 
ongoing negotiations, the RFP could potentially be modified to include this service as well.  Vendors 
could have the option of proposing on one or both services.  Provided below are the subtasks and 
activities that will be conducted. 

Subtask 1.1:  Development of Technical Specifications 

• Coordinate with County staff to clearly define operation and all maintenance services the 
selected vendor will be responsible for providing.  

• Develop technical specifications for the RFP that encourage economically viable solutions 
and increased waste diversion.  County staff will be asked to provide all relevant site, 
building, permit, and other information related to the County’s transfer station. 

• Develop minimum vendor qualifications (if deemed appropriate), required proposal content, 
and proposal evaluation criteria for insertion by County staff in the RFP. 

• Review and comment on the completed draft RFP prior to release. 
• Develop a list of potential vendors for notification when the RFP is published. 
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Subtask 1.2:  Pre‐Proposal Meeting and Addenda Preparation 

• Provide technical support and assist with responding to vendor questions during the pre‐
proposal meeting. 

• Assist with drafting responses to vendor questions for inclusion in RFP addenda. 

Subtask 1.3:  Proposal Review 

• Review proposals. 
• Provide technical assistance and information to the Evaluation Committee as requested. 
• Assist in presenting the Evaluation Committee’s recommendations to the Board of County 

Commissioners (BCC). 

Subtask 1.4:  Transfer Station Contract Negotiation 

• Develop draft technical specifications based on the selected vendor’s proposal for inclusion 
by the County in the service contract. 

• Assist in negotiating a final contract with the selected vendor.   
• Review and provide comments on the final draft contract. 
• Assist in presenting the final contract to the BCC for approval.  

Task 1 Deliverables 

o Technical specifications, minimum vendor qualifications, required proposal content, and 
proposal evaluation criteria for insertion in the RFP. 

o Comments on the final draft RFP. 
o List of potential vendors. 
o Draft responses to vendor questions for RFP addenda. 
o Draft technical specifications based on the selected vendor’s proposal for inclusion in the 

contract. 
o Comments on the final draft contract. 
o Participation in up to five meetings and conference calls as needed.  Anticipated meetings 

include the pre‐proposal meeting, Evaluation Committee meeting, contract negotiation 
meeting, and two BCC meetings. 

Task 2: Collection Procurement 

KCI will assist the County with procuring future solid waste collection services.  Provided below are the 
subtasks and activities that will be conducted. 

Subtask 2.1:  Development of Technical Specifications for Collection Bid 

• Work interactively with County staff to identify the service options to be included in the 
Invitation to Bid (ITB).  Collection options include, but are not limited to, the current 
subscription‐based service, universal collection in the urban service area, or universal 
collection in the entire service area. 

• Develop technical specifications, minimum vendor qualifications (if deemed appropriate), 
required submittal content, and price form for insertion by County staff in the ITB. 

• Draft technical specifications to be included in the draft contract. 
• Review and comment on the completed draft ITB prior to release. 
• Develop a list of potential vendors for notification when the ITB is published. 
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Subtask 2.2:  Pre‐Bid Meeting and Addenda Preparation 

• Provide technical support and assist with responding to vendor questions during the pre‐bid 
meeting. 

• Assist with drafting responses to vendor questions for inclusion in ITB addenda. 

Subtask 2.3:  Bid Review 

• Review bids and prepare a comparative price summary sheet. 
• Assist in presenting the bid results to the BCC. 

Subtask 2.4:  Collection Contract Award 

• Assist with finalizing the contract based on the service option selected by the BCC. 
• Assist in presenting the final contract to the BCC for approval.  

Task 2 Deliverables 

o Technical specifications, minimum vendor qualifications, required proposal content, and 
proposal evaluation criteria for insertion in the ITB. 

o Technical specifications for inclusion in the draft contract. 
o Comments on the final draft ITB. 
o List of potential vendors. 
o Draft responses to vendor questions for ITB addenda. 
o Revised language for the final contract, as needed.  
o Participation in up to five meetings and conference calls as needed.  This Scope assumes 

that Task 2 meetings will be held on the same day or adjacent days to Task 1 meetings. 

Compensation 

Because of the nature of this project and the potential variability in the level of effort required, KCI 
proposes to conduct this work on a time‐and‐materials basis for an amount not to exceed $76,410 
without the County’s prior approval. The budget breakdown by task is $37,440 for Task 1 and $38,970 
for Task 2.  Services will be invoiced at the rates provided below, which include all overhead and direct 
and indirect costs.  Expenses (travel, etc.) will be billed at cost without markup. 

POSITION  HOURLY RATE 
Project Director/Principal  $180 
Project Manager  $135 
Senior Consultant  $130 
Consultant  $85 
Research Analyst  $75 
Technical Support  $60 

 

Schedule 

KCI will initiate work immediately upon Notice to Proceed from the County and will work with County 
staff to develop a final timeline that meets the County’s needs and objectives.   
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KCI appreciates the opportunity to submit this proposed Scope of Work and looks forward to continuing 
to assist the County in implementing a sustainable, long‐term solid waste management system. Please 
do not hesitate to contact me if you have questions or would like additional information.  

 
Sincerely, 
 
Kessler Consulting, Inc. 

 

 
Strategic Planning 2012/PM/Scope #3/Scope TS & Coll 

 
Mitch Kessler 
President 
 
Attachment 
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AMENDMENT TO SECOND FRANCHISE EXTENSION AGREEMENT 

THIS AMENDMENT to Second Franchise Extension Agreement is made and 
entered into this 2.:1- day of Avq1 de 2012, by and between LEON 
COUNTY, a political subdivision of the State of Florida (the "County") and 
WASTE MANAGEMENT OF LEON COUNTY, INC. (the "Contractor"). 

WITNESSETH: 

WHEREAS on November 10, 1986, the parties hereto executed a Solid Waste 
Collection Franchise Agreement to commence on April21, 1987, for a term of (10) 
years; and 

WHEREAS the parties entered into Franchise Extension Agreements on 
December 30, 1996; April22, 2002; and on September 15, 2006; and 

WHEREAS, the current franchise extension agreement ends on April30, 2013; 
and 

WHEREAS the County has determined that it would be in the best interest of the 
citizens of Leon County, Florida, that the existing Franchise Extension 
Agreement should be extended for a period of five months so that it will 
terminate on September 30, 2013; and 

NOW, THEREFORE, in consideration of the promises and mutual covenants 
contained herein, and for other valuable consideration, the receipt and 
sufficiency of which are hereby acknowledged, the parties agree as follows: 

1. Capitalized Terms. Capitalized terms used herein shall have the 
meanings as set forth in the Agreement unless the context requires otherwise. 

2. Section 2.4 TERM is modified to read as follows: 

2.4.1 The initial term of this Contract shall be for the period commencing 
April22, 2007 and terminating September 30,2013. 

2.4.2 The initial term of this Contract may be extended on a five year 
basis, commencing with the expiration of the initial term based 
upon successful negotiations of the terms and rates between the 
County and the Contractor. Negotiations shall commence at least 
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nine (9) months before the expiration of the initial term and shall 
be concluded 180 days prior to the expiration of the initial term, at 
which time the County shall notify the Contractor of its desire to 
renew the Contract, if such desire exists. Any such written notice 
shall be served by certified or registered mail, return receipt 
requested. Negotiation of subsequent five-year extensions shall 
proceed in the same manner in each succeeding period of the 
Contract. 

3. All provisions not specifically modified herein shall remain in full force 
and effect. 

IN WITNESS WHEREOF, the parties hereto have executed this First 
Amendment as of the dates noted below. 

LEON COUNTY, FLORIDA 

By:~[~~ 
Chairman, Board of County Commissioners 

AITEST: 

By~~;}_ 

Witnesses: 
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. , 

Witnesses: 

By:_~~==-=~+---
Title:_..:..._L.............,~~.....,_,~~-+--
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Regular Meeting & Public Hearing Page 25 

September 18, 2012 

 

18. Request to Schedule the First and Only Public Hearing for the Consideration of an 
Ordinance Amending Chapter 2, Article XII, Entitled “Lobbyist Regulations” for 
Tuesday, October 9, 2012 at 6:00 p.m. 

 
County Attorney Thiele introduced the item.  He explained the proposed amendments 
address some minor adjustments that need to be made in the ordinance for clarity 
purposes.         
 
Commissioner Dozier moved, duly seconded by Commissioner Sauls, approval of Option 
1:  Direct County Attorney’s Office to finalize ordinance amending Chapter 2, Article XII 
entitled “Lobbyist Regulations” and to schedule same for public hearing on October 9, 
2012 at 6:00 p.m. The motion carried 7-0. 

 

 

 

 

 

 

[Remainder of Page Intentionally Left Blank] 
  



Leon County 
Board of County Commissioners 

 

Notes for Agenda Item #18 
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Leon County 
Board of County Commissioners 

Cover Sheet for Agenda #18 
 

September 18, 2012 
 
To: 

 

Honorable Chairman and Members of the Board 
  

From: Herbert W.A. Thiele, County Attorney 
  

Title: Consideration of Adopting Ordinance Amending Chapter 2, Article XII 
Entitled “Lobbyist Regulations” and Request to Schedule First and Only 
Public Hearing to Adopt Same on October 9, 2012   

 
 
 

County Attorney 
Review and Approval: 

Herbert W.A. Thiele, County Attorney 

Department/ 
Division Review: N/A 

Lead Staff/ 
Project Team: 

Herbert W. A. Thiele, County Attorney 

 
 

 
Fiscal Impact:  
There is no fiscal impact to the County. 
 
 
Staff Recommendation:   
Option # 1: Direct County Attorney’s Office to finalize ordinance amending Chapter 2, 

Article XII entitled “Lobbyist Regulations” and to schedule same for public 
hearing on October 9, 2012 at 6:00 p.m. 
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on October 9, 2012   
September 18, 2012 
Page 2 

 
Report and Discussion 

 
Background: 
In February, 2004, the Board of County Commissioners adopted a policy which regulated and 
required the registration of persons identified as “lobbyists” that come before the Board of 
County Commissioners.  That policy has been in place ever since. 
 
On December 11, 2007, the Board of County Commissioners enacted Ordinance No. 07-27 
which codified in the Leon County Code of Laws the regulations for lobbyists in Leon County.  
The lobbyist regulations have been implemented by County staff, the County Attorney’s Office, 
and the Clerk of the Court’s Office which is the collector of all of the lobbyist regulations, fees 
and filings that are necessary under the ordinance. 
 
Recently, staff from the Clerk of the Court’s Office (David Reid and Rebecca Vause) met with 
the County Attorney’s Office to overview some minor adjustments that need to be made in the 
ordinance for clarity purposes.  The proposed changes have been included in the proposed 
amended ordinance.   
 
Analysis: 
The Leon County lobbyist regulations are contained in Chapter 2, Article XII entitled “Lobbyist 
Regulations.” This section of the Code contains issues with regard to definitions, registration 
requirements, exemptions, quarterly compensation report requirements, maintenance of 
registration and prescribed certain conduct.  We are proposing the following amendments to the 
ordinance:   
 

1. It is clear that the lobbyist regulations should apply to both during County 
Commission meetings as well as outside the scope of the Commission meetings.  In 
order to clarify this applicability, the lobbyist regulations apply whether or not the 
lobbyist is approaching the various protected individuals at a meeting or not.   

 
2. With regard to the registration of lobbyists, clarification that the fee per principal is 

non-refundable, and that each person doing such lobbying is required to register, and 
not just a firm to which the lobbyist may belong.   

 
3. Section 2-704 requiring a quarterly compensation report contains no penalty for 

failure to comply or to timely file.  It is suggested that a double fee penalty be 
imposed whenever the reports are late.  Furthermore, we recommend that the 
reporting periods clearly commence with the beginning of each calendar year.   

 
4. We also wish to coordinate the prohibited communication section in Section 2-707 

with the requirements that are included in competitive bidding requirements through 
the Purchasing Department and have adjusted the language herein so as to seek 
consistency. 
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5. In addition, there are provisions regarding lobbying in the Leon County ethics policy 
of the Board which need to be modified to be also consistent with the adopted 
ordinance.   

 
With the approval of the amended ordinance and the modification to the Board ethics policies, 
the provisions herein will be consistent with the Board’s original intent from 2007 and be 
internally consistent.    
 
Options:  
1. Direct County Attorney’s Office to finalize ordinance amending Chapter 2, Article XII 

entitled “Lobbyist Regulations” and to schedule same for public hearing on October 9, 2012 
at 6:00 p.m. 

2. Do not direct County Attorney’s Office to finalize ordinance amending Chapter 2, Article 
XII entitled “Lobbyist Regulations.”   

3. Board Direction. 

 

Recommendation: 
Option # 1. 
 
Attachment:  
1. Proposed ordinance. 
 
HWAT:ea 
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ORDINANCE NO.    1 
 2 

AN ORDINANCE OF THE BOARD OF COUNTY 3 
COMMISSIONERS OF LEON COUNTY, FLORIDA, 4 
AMENDING CHAPTER 2, ARTICLE XII OF THE CODE OF 5 
LAWS OF LEON COUNTY, FLORIDA ENTITLED 6 
“LOBBYIST REGULATIONS” BY ADDING CLARIFYING 7 
LANGUAGE TO CERTAIN SUBSECTIONS; PROVIDING 8 
FOR PENALTIES; PROVIDING FOR SEVERABILITY; 9 
AND PROVIDING FOR AN EFFECTIVE DATE.  10 

 11 
 WHEREAS, the Board of County Commissioners desires to adopt an ordinance 12 

amending Chapter 2, Article XII entitled “Lobbyist Regulations” to clarify and/or amend certain 13 

subsections to said Article XII.  14 

 BE IT ORDAINED BY THE BOARD OF COUNTY COMMISSIONERS OF LEON 15 

COUNTY, FLORIDA, THAT:  16 

Section 1.  Chapter 2, Article XII of the Code of Laws of Leon County, Florida, is 17 

hereby amended to read as follows: 18 

Sec. 2-700.  Definitions. 19 
 20 

(a) Lobbying shall mean communications, whether written or oral, by a lobbyist   21 

with any member or members of the Board of County Commissioners, or any member or 22 

members of any decision-making body under the jurisdiction of the Board, or any county 23 

employee, whereby the lobbyist seeks to encourage or influence the passage, defeat, 24 

modification or repeal of any item which may be presented for vote before the Board of County 25 

Commissioners, or any decision-making body under the jurisdiction of the Board, or which may 26 

be presented for consideration by a county employee as a recommendation to the Board or 27 

decision-making body. 28 

(b) "Lobbyist" means a person who is employed and receives payment, or who 29 

contracts for economic consideration, for the purpose of lobbying, or a person who is principally 30 
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employed for governmental affairs by another person or governmental entity to lobby on behalf 1 

of that other person or governmental entity.   2 

 (c) "Lobbying firm" means a business entity, including an individual contract 3 

lobbyist, that receives or becomes entitled to receive any compensation for the purpose of 4 

lobbying, where any partner, owner, officer, or employee of the business entity is a lobbyist.  5 

 (d) Principal shall mean a person, firm, corporation, or other legal entity, which has 6 

employed or retained a lobbyist. 7 

(e) Employee shall mean the County Administrator, County Attorney, Executive 8 

Director of Tourist Development, Commission Staff, and all persons employed by the Board of 9 

County Commissioners. 10 

(f) Decision-making body shall mean any body established by the Board of County 11 

Commissioners. 12 

Sec. 2-701.  Registration of lobbyists. 13 

 All lobbyists, as defined herein, shall register with the Clerk of the Board of County 14 

Commissioners on an annual basis, including payment of a non-refundable $25.00 fee for each 15 

principal so represented, prior to engaging in any lobbying.  Registration shall be updated 16 

annually to add or withdraw principals, and at least each time a lobbyist commences lobbying on 17 

behalf of any new principle.  Each lobbyist shall be required to register on forms prepared by the 18 

Clerk of the Board.  The lobbyist shall state under oath his or her name, business address, the 19 

name and business address of each principal represented, that the principal has actually retained 20 

the lobbyist, the general and specific areas of legislative interest, and the nature and extent of any 21 

direct business association or partnership with any current member of the Board of County 22 

Commissioners, County employee, or person sitting on a decision-making body.  Each lobbying 23 

firm may register in the name of such firm, corporation, or legal entity, provided the registration 24 
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and the payment of the lobbyist fees shall be for each of the persons who engage in lobbying as 1 

defined in this Article.  Failure to register, or providing false information in the lobbyist 2 

registration form, shall constitute a violation of this Article. 3 

Sec. 2-702.  Exemptions. 4 

 The following persons are not lobbyists as defined in Section 2-700(b), and shall not be 5 

required to register as lobbyists or to keep records as lobbyists: 6 

 (1) Leon County employees discussing government business; 7 

 (2) Law enforcement personnel conducting an investigation; 8 

 (3) Persons who communicate with Board members or employees in an individual 9 

capacity for the purpose of self-representation, or on behalf of a family member, without 10 

compensation or reimbursement; 11 

 (4) Consultants under contract with Leon County who communicate with 12 

Commissioners or County employees regarding issues related to the scope of services in their 13 

contract; 14 

 (5) Any government officials or employees who are acting in their official capacity or 15 

in the normal course of their duties, unless they are proposing in a competitive procurement, or 16 

are government employees principally employed for, or whose substantial duties pertain to, 17 

governmental affairs lobbying; 18 

 (6) Persons who make purely factual informational requests to a member of the Board 19 

of County Commissioners, member of a decision-making body, or employee with no intent to 20 

affect a decision or recommendation on any item; and 21 

 (7) Persons or representatives of organizations contacted by a member of the Board 22 

of County Commissioners, member of a decision-making board, or employee when the contact is 23 
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initiated by that Board member, decision-making board member, or employee in his or her 1 

official capacity in the normal course of his or her duties to obtain factual information only. 2 

Sec. 2-703.  Validity of Action. 3 

 The validity of any decision, action, or determination made by the Commission, decision-4 

making board, or employee shall not be affected by the failure of any person to comply with the 5 

provisions of this Article. 6 

Sec. 2-704.  Quarterly Compensation Report. 7 

 Each lobbying firm shall file a compensation report, signed under oath, with the Clerk of 8 

the Board of County Commissioners for each calendar quarter during any portion of which such 9 

a lobbyist or lobbyist firm was registered under this Article to represent a principal (hereinafter 10 

“Reporting Period”).  11 

(1)  Each lobbying firm shall file a quarterly compensation report with the Clerk of the 12 

Board for each calendar quarter during any portion of which the lobbyist or one or more of the 13 

firm's lobbyists were registered to represent a principal.  The report shall include the:  14 

a.  Full name, business address, and telephone number of the lobbying firm;  15 

b.  Name of each of the firm's lobbyists; and  16 

c.  Total compensation provided or owed to the lobbying firm from all principals 17 

for the reporting period, reported in one of the following categories: $0; $1 to 18 

$49,999; $50,000 to $99,999; $100,000 to $249,999; $250,000 to $499,999; 19 

$500,000 to $999,999; $1 million or more. 20 

(2)  For each principal represented by one or more of the firm's lobbyists, the quarterly 21 

compensation report shall also include the:  22 

a.  Full name, business address, and telephone number of the principal; and b.  Total 23 

compensation provided or owed to the lobbying firm for the reporting period from such 24 
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principal, reported in one of the following categories: $0; $1 to $9,999; $10,000 to $19,999; 1 

$20,000 to $29,999; $30,000 to $39,999; $40,000 to $49,999; or $50,000 or more.  If the 2 

category "$50,000 or more" is selected, the specific dollar amount of compensation must be 3 

reported, rounded up or down to the nearest $1,000.  (3)  The quarterly compensation reports 4 

shall be filed no later than 30 days after the end of each reporting period.  The four reporting 5 

periods are from January 1 through March 31, April 1 through June 30, July 1 through 6 

September 30, and October 1 through December 31, respectively.  The quarterly compensation 7 

reports shall be filed in the form provided by the Clerk of the Board of County Commissioners, 8 

and the quarterly reporting shall commence on January 1 of each year. 9 

(4)  Failure to file a required quarterly compensation report with the Clerk of the Board 10 

shall result in the imposition of a penalty equal to twice the annual lobbyist registration fee.  11 

Sec. 2-705.  Maintaining Registrations and Compensation Reports. 12 

 The Clerk of the Board of County Commissioners shall accept and maintain the lobbyist 13 

registrations and quarterly compensation reports, which shall be open for public inspection. 14 

15 
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Sec. 2-706.  Prohibited Conduct of County Officials and Employees.  1 

 No member of the Board of County Commissioners or employee of Leon County shall 2 

solicit or accept as compensation, payment, favor, service, or thing of value from a lobbyist or 3 

principal when such member of the Board of County Commissioners or employee, as specified 4 

above, knows, or with the exercise of reasonable care, should know, that it was given to 5 

influence a vote or recommendation favorable to the lobbyist or principal. 6 

Sec. 2-707.  Prohibited Communication. 7 

 (a) Any form of communication, except for written correspondence, shall be 8 

prohibited regarding a particular request for proposal, request for qualification, bid, or any other 9 

competitive solicitation between: 10 

1. Any person or person’s representative seeking an award from such 11 

competitive solicitation; and 12 

2. Any County Commissioner or Commissioner’s staff, or any County 13 

employee authorized to act on behalf of the Commission to award a 14 

particular contract. 15 

 (b) For the purpose of this section, a person’s representative shall include, but not be 16 

limited to, the person’s employee, partner, officer, director, consultant, lobbyist, or any actual or 17 

potential subcontractor or consultant of the person.  18 

 (c) The prohibited communication shall be in effect as of the deadline to 19 

submit the proposal, bid, or other response to a competitive solicitation.   (d) The provisions 20 

of this section shall not apply to oral communications at any public proceeding, including pre-bid 21 

conferences, oral presentations before selection committees, contract negotiations during any 22 

public meetings, presentations made to the Board, and protest hearings.  Further, the provisions 23 

of this section shall not apply to contract negotiations between any employee and the intended 24 
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awardee, any dispute resolution process following the filing of a protest between the person 1 

filing the protest and any employee, or any written correspondence with any employee, County 2 

Commissioner, or decision-making board member or selection committee member, unless 3 

specifically prohibited by the applicable competitive solicitation process.(e) The provisions 4 

of this section shall not apply to any purchases made in an amount less than the competitive bid 5 

threshold of $20,000.00, as set forth in Leon County Purchasing Policy No. 96-1, as amended.   6 

 (f) The provisions of this section shall terminate at the time the Board, or a County 7 

department authorized to act on behalf of the Board, awards or approves a contract, rejects all 8 

bids or responses, or otherwise takes action, which ends the solicitation process.  9 

Sec. 2-708.  Penalties. 10 

 The penalties for an intentional violation of this article shall be those specified in 11 

§125.69(1), Florida Statutes, as amended, and shall be deemed supplemental to the penalties set 12 

forth in Section 1-9 of this Code. 13 

Section 2.  Severability.  If any provisions or portions of this Ordinance are declared by 14 

any court of competent jurisdiction to be void, unconstitutional, or unenforceable, then all 15 

remaining provisions and portions of this Ordinance shall remain in full force and effect.   16 

 17 

Section 3.  Effective Date.  This ordinance shall have effect upon becoming law.   18 

DONE, ADOPTED AND PASSED by the Board of County Commissioners of Leon 19 

County, Florida this    day of     , 2012. 20 

 21 
       LEON COUNTY, FLORIDA 22 
 23 
    24 
      By:        25 
       Akin Akinyemi, Chairman 26 
       Board of County Commissioners 27 
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 1 
 2 
ATTESTED BY: 3 
BOB INZER, CLERK OF THE COURT 4 
LEON COUNTY, FLORIDA 5 
 6 
 7 
By:       8 
 Bob Inzer, Clerk of Court 9 
 Leon County, Florida 10 
 11 
 12 
APPROVED AS TO FORM: 13 
COUNTY ATTORNEY’S OFFICE 14 
LEON COUNTY, FLORIDA 15 
 16 
 17 
By:       18 
 Herbert W. A. Thiele, Esq. 19 
 County Attorney  20 
 21 
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Regular Meeting & Public Hearing Page 26 

September 18, 2012 

 

 
19. Approval of Agreement Awarding Bid to CSI Contracting, Inc. in the Amount of 

$785,392 for Life/Safety Improvement at the Bank of America Building 
 

County Administrator Long introduced the item.  He relayed that the item is associated 
with building code requirements for the building and represents the lowest responsive 
bid.  He mentioned that funding for the project has been contemplated in the 2013 
budget.   
 
Commissioner Maddox moved, duly seconded by Commissioner Desloge, approval of 
Options 1 & 2: 1) Approve the Agreement awarding bid to CSI Contracting, Inc., in the 
amount of $791,392 for life/safety improvements at the Bank of America Building, and 
authorize the County Administrator to execute the Agreement, and 2) Approve the 
Resolution and associated Budget Amendment Request. 
 
Commissioner Proctor inquired of the vacancy level in the Bank of America and whether 
any major tenants were projected to leave.  County Administrator Long responded that 
there is very little vacancy and what is available has been spoken for.  He confirmed 
that the building “pays for itself”. 
 
The motion carried 6-0 (Commissioner Maddox out of Chambers).   

 

 

 

 

 

[Remainder of Page Intentionally Left Blank] 
  







 

Leon County 
Board of County Commissioners 

Cover Sheet for Agenda #19 
 

September 18, 2012 

To: Honorable Chairman and Members of the Board 
  

From: Vincent S. Long, County Administrator 
  

Title: Approval of Agreement Awarding Bid to CSI Contracting, Inc., in the 
Amount of $791,392 for Life/Safety Improvements at the Bank of America 
Building  

 
 

County Administrator 
Review and Approval 

Vincent S. Long, County Administrator 

Department/ 
Division Review: 

Tony Park, P.E., Director of Public Works & Community 
Development 

Tom Brantley, P.E., Director of Department of Facilities 
Management 

Lead Staff/ 
Project Team: 

Albert Sessions, Facilities Maintenance Superintendent 

 
Fiscal Impact:  
This item has a current fiscal impact.  Funding for this project is available in the tentative FY 
2013 capital improvement budget through the appropriation of existing BOA fund balance.  
However, due to the timing of the bid award, and taking into consideration the need to address 
these building code related improvements, this item appropriates the necessary Bank of America 
(BOA) fund balance to move the project forward.  Additionally, though not the primary reason 
for the project, a portion of the project provides an annual $60,000 a year in anticipated utility 
savings.   

Staff Recommendation:   
Option #1: Approve the Agreement awarding bid to CSI Contracting, Inc., in the amount of 

$791,392 for life/safety improvements at the Bank of America Building, and 
authorize the County Administrator to execute the Agreement (Attachment #1). 

 
Option #2: Approve the Resolution and associated Budget Amendment Request  

(Attachment #2). 
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Report and Discussion 

 
Background: 
The Bank of American Building was built in 1967 and met all building and life safety codes at 
the time constructed.  Throughout the years, renovations have been made within the building as 
tenants renovated or moved.  All renovations were permitted through the City of Tallahassee and 
met the building codes in effect at the time. 
 
In 2003, Leon County purchased the Bank of America Building and hired the firm of Barnett & 
Fronczak (now Barnett Fronczak & Barlowe - BFBA) Architects to perform a facilities survey of 
the building and to determine how it complied with current codes.  The report was prepared and 
presented to the County for review.  One of the major code-related items noted in the report was 
the need to provide qualified safe-havens for emergency exit in accordance with the new Florida 
high-rise building code.  One of the ways that they identified to do this is to pressurize the north 
and south stairways, and each of the elevator shafts during a fire event, while smoke is exhausted 
by fans at the building rooftop. 
 
During the subsequent years, the County has proceeded with a number of renovations to the 
facility to accommodate private tenants and County offices.  Typically, current life/safety 
improvement codes are required to be met as part of the specific renovations occurring at the 
time.  However, the County working closely with the City of Tallahassee Building Officials 
identified more cost effective and efficient life/safety improvements that could be conducted if 
approached as stand-alone projects.  In November 2011, BFBA provided an update summary to 
City Growth Management outlining the County’s anticipated approach to addressing these issues 
(Attachment #3). 
 
As a follow-up to the November letter, a meeting was conducted in January of this year to 
discuss these improvements.  In attendance at the meeting were the County, City of Tallahassee 
Chief Building Official, the City of Tallahassee Fire Marshall, and BFBA, whereupon it was 
agreed that performing these upgrades to the building would once again conform it to current 
codes.  The Fire Department’s Division Chief for Fire Prevention prepared a letter based on the 
meeting and “agrees with the need for this improvement and recommends immediate action” 
(Attachment #4).   
 
This specific project (pressurizing the north and south stair towers and elevator shafts) will 
capture and exhaust smoke away from the building exit paths.  Currently the smoke does not 
have a means of being removed from/or kept out of the stairways/pathways and thereby makes 
the exit ways unsafe.   
 
Staff is also seeking to add a preconditioned fresh air unit to the building as a sustainable 
improvement, hereinafter referred to as Alternate 1.  This system removes moisture prior to the 
air being brought into the building and thereby each of the individual air handlers in the building 
will “work less” and thereby consume less energy.  The County installed a similar system at the 
Courthouse and it has proven to be successful.  By year four, it is estimated that this 
improvement will save the County $60,000 annually in building operating costs. 
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Analysis: 
This project as developed for bid consisted of six rooftop fans for pressurization during fire, a 
fan unit for outside air intake, two new window assemblies at full height of building with integral 
louvers, and all related electrical and mechanical connections described.  Alternate 1 consists of 
adding coils to the outside air intake unit to convert it to a preconditioned air unit.  
 
The Purchasing Division advertised this bid locally and 207 vendors were notified through the 
automated procurement system.  A total of 31 vendors requested the bid package, which resulted 
in four bids being received on June 19, 2012.  The bid tabulation sheet is provided as  
Attachment #5.  CSI Contracting, Inc. submitted the lowest Base Bid of $744,422; their bid for 
Alternate 1 is $46,970 for a total bid of $791,392.  CSI Contracting, Inc. met the M/WBE 
aspirational targets placed in this bid (Attachment #6). 
 
Funding for this project is available in the FY 2013 capital improvement budget using Bank of 
America fund balance.  However, due to the timing of the bid award, and taking into 
consideration the need to address building code related improvements, staff seeks approval of a 
budget amendment to appropriate fund balance, in an effort to move the project forward.  Any 
necessary adjustments to the FY2013 budget will be addressed as part of the capital project carry 
forward process.   
 
Options:  
 
1. Approve the Agreement awarding bid to CSI Contracting, Inc., in the amount of 

$791,392 for life/safety improvements at the Bank of America Building, and authorize 
the County Administrator to execute the Agreement (Attachment #1). 
 

2. Approve the Resolution and associated Budget Amendment Request (Attachment #2). 
 

3. Do not approve the Agreement awarding bid to CSI Contracting, Inc., in the amount of 
$791,392 for life/safety improvements at the Bank of America Building. 
. 

4. Board direction. 
 
Recommendation: 
Option #1 and #2 
 
Attachments: 
1. Agreement 
2. Resolution and Budget Amendment Request 
3. Barnett Fronczak Barlowe Architects November 24, 2011 memorandum 
4. City of Tallahassee Division Chief Fire Prevention January 26, 2012 letter 
5. Bid Tabulation Sheet 
6. M/WBE Analysis Sheet 
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THIS AGREEMENT dated this 11th day of September, 2013, by and between LEON COUNTY, a charter 
county and a political subdivision of the State of Florida, hereinafter referred to as the "County" and CSI 
CONTRACTING, INC., hereinafter referred to as the "Contractor." 

WHEREAS, the County has determined that it would be in the best interest of the citizens of Leon 
County, Florida, that the County be able to utilize the services of private persons when such services 
cannot be reasonably provided by the County; and 

WHEREAS, the County has determined that it would be better to contract for these services than 
to hire the necessary personnel to satisfy the needs of the County: and 

WHEREAS, in order to secure the lowest cost for these services, the County has sought and 
received competitive bids from contractor for such services. 

NOW, THEREFORE, the parties hereto agree as follows: 

1. SERVICES TO BE PROVIDED 

The Contractor hereby agrees to provide the following services to the County: Bank of America 
Building, Stair, ElevatorShaft & General Building Pressurization in accordance with: 1) Bank of 
America Building, Stairwell, Elevator Shaft & General Building Pressurization, Bid# BC-06-12-12-
66 with Alternate #1, which is attached hereto and incorporated herein as Exhibit A, to the extent 
that it is not inconsistent with this Agreement; and .2) the Contractor's bid submission, which is 
attached hereto and incorporated herein as Exhibit B, to the extent that it is not inconsistent with 
this Agreement or with Exhibit A. 

2. WORK 

Any work to be performed shall be upon the written request of the County Administrator or his 
representative, which request shall set forth the commencing date of such work and the time 
within which such work shall be completed. 

The performance of Leon County of any of its obligations under this Agreement shall be subject to 
and contingent upon the availability of funds lawfully expendable for the purposes of this 
Agreement for the current and any future periods provided for within the bid specifications. 

3. TIME AND LIQUIDATED DAMAGES 

The work to be performed under this contract shall be commenced within fifteen (15) days of the 
Notice to Proceed. All work to be performed under this Contract shall be completed within one 
hundred and twenty (120) consecutive calendar days of the Notice to Proceed. If the work to be 
performed under this Contract is not completed within the time set forth above, or within such 
extra time as may be granted by the County, the Contractor shall be deemed to be in default. For 
each day the Contractor is in default, the Contractor or its Surety shall pay to the County, not as a 
penalty, but as liquidated damages, the sum of$ 250.00. 

Permitting the Contractor to continue and finish the work or any part of it after the expiration of the 
contract time allowed, including extensions, if any, shall in no way act as a waiver on the part of 
County of the liquidated damages due under the contract. 
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The Contractor agrees that for the performance of the Services as outlined in Section 1 above, it 
shall be remunerated by the County for a tolal sum of $785.083.53 on completion of the work and 
acceptance as satisfaclory 

5. PAYMENTS 

Payments lo the Contractor shall be made according to the requirements of the Local Government 
Prompl Pay Act, sections 218.70-218.79, Florida Statutes. 

6. PROMPT PAYMENT INFORMATION REQUIREMENTS 

A. The County Project Manager is: 

Albert Sessions 
1907 S. Monroe Street: 
Tallahassee, Fl 32301 
Telephone:850-606-5000 
E-mail: sessionsa@leoncountyfl.gov 

B. The Contractor's Project Manager is: 

Name: 
Street Address: 
City, Stale, Zip Code 
Telephone: 
E-mail: 

C. Nolices to the Contractor are to be submitted to: 

Name: 
Street Address: 
City, State, Zip Code 
Telephone: 
E-mail: 

D. Payment requests are to be submitled to: 

Albert Sessions 
1907 S. Monroe Street: 
Tallahassee, Fl 32301 
Telephone:850-606-5000 
E-mail: sessionsa@leoncountyfl.gov 
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F. Proper form for a payment request for this contract is the Application and Certificate for 
Payment, AlA Document G702 (1992 Edition). 

G. Payment Dispute Resolution: Section 14.1 of the Leon County Purchasing and Minority, 
Women and Small Business Enterprise Policy details the policy and procedures for 
payment disputes under the contract. 

7. STATUS 

The contractor at all times relevant to this Agreement shall be an independent contractor and in no 
event shall the Contractor nor any employees or sub-contractors under it be considered to be 
employees of Leon County. 

8. INSURANCE 

Contractor shall procure and maintain for the duration of the contract insurance against claims for 
injuries to persons or damages to property which may arise from or in connection with the 
performance of the work hereunder by the Contractor, his agents, representatives, employees or 
subcontractors. The cost of such insurance shall be included in the Contractor's bid. 

A. Minimum Limits of Insurance. Contractor shall maintain limits no less than: 

1. General Liability: $1,000,000 Combined Single Limit for bodily injury and property 
damage per occurrence with a $2,000,000 annual aggregate. Completed 
operati0ns coverage will be provided for a period of three (3) years beyond 
termination and/o(completion.ofthe !)reject. C<!>verage must include bodily injury 
and property damage, iricluding Preniise/Operations: a per location aggregate, 
Broad Form Contractual liability; Broad Form Property Damage; Fire Legal 
liability; Independent Contractors coverage; Cross Liability & Severability of 
Interest Clauses; and Personal Injury (deleting employee and contractual 
exclusions), and coverage for explosion, collapse, and underground {X,C,U). 

2. Automobile Liability: $1,000,000 combined single limit per accident for bodily 
injury and property damage. (Non-owned, Hired Car). 

3. Workers' Compensation and Employers Liability: Insurance covering all 
employees meeting Statutory Limits in compliance with the applicable state and 
federal laws and Employer's Liability with a limit of $500,000 per accident, 
$500,000 disease policy limit, $500,000 disease each employee. Waiver of 
Subrogation in lieu of Additional Insured is required. 

B. Deductibles and Self-Insured Retentions 

Any deductibles or self-insured retentions must be declared to and approved by the 
County. At the option of the County, either: the insurer shall reduce or eliminate such 
deductibles or self-insured retentions as respects the County, its officers, officials, 
employees and volunteers; or the Contractor shall procure a bond guaranteeing payment 
of losses and related investigations, claim administration and defense expenses. 

C. Other Insurance Provisions The policies are to contain, or be endorsed to contain, the 
following provisions: 
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1. General Liability and Automobile Liability Coverages (County is to be named as 
Additional Insured). 

a. The County, its officers, officials, employees and volunteers are to be 
covered as insureds as respects; liability arising out of activities 
performed by or on behalf of the Contractor, including the insured's 
general supervision of the Contractor; products and completed operations 
of the Contractor; premises owned, occupied or used by the Contractor; 
or automobiles owned, leased, hired or borrowed by the Contractor. The 
coverage shall contain no special limitations on the scope of protections 
afforded the County, its officers, officials, employees or volunteers. 

b. The Contractor's insurance coverage shall be primary insurance as 
respects lhe County, it officers, officials, employees and volunteers. Any 
insurance of self-insurance maintained by the County, ils officers, 
officials, employees or volunteers shall be excess of the Contractor's 
insurance and shall not contribute with it. 

c. Any failure to comply with reporting provisions of the policies shall not 
affect coverage provided to the county, its officers, officials, employees or 
volunteers. 

d. The Contractor's insurance shall apply separately to each insured against 
whom claims is made or suit is brought, except with respect to the limits 
of the insurer's liability: 

2. All Coverages 

Each insurance policy required by this clause shall be endorsed to state that 
coverage shall not be suspended, voided, canceled by either party, reduced in 
coverage or in limits except after thirty (30) days' prior written notice by certified 
mail, return receipt requested, has been given to the County. 

D. Acceptability of Insurers. Insurance is to be placed with insurers with a Best's rating of no 
less than A:VII. 

E. Verification of Coverage. Contractor shall furnish the County with certificates of insurance 
and with original endorsements effecting coverage required by this clause. The 
certificates and endorsements for each insurance policy are to be signed by a person 
authorized by that insurer to bind coverage on its behalf. All certificates and 
endorsements are to be received and approved by the County before work commences. 
The County reserves the right to require complete, certified copies of all required 
insurance policies at any time. 

F. Subcontractors. Contractors shall include all subcontractors as insureds under its policies 
or shall furnish separate certificates and endorsements for each subcontractor. All 
coverages for subcontractors shall be subject to all of the requirements stated herein. 

9. PERMITS 

The Contractor shall pay for all necessary permits as required by law not specifically identified to 
be provided by Leon County. 
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The Contractor shall be responsible for obtaining and maintaining his city or county occupational 
license and any licenses required pursuant to the laws of Leon County, the City of Tallahassee, or 
the State of Florida. Should the Contractor, by reason of revocation, failure to renew, or any other 
reason, fail to maintain his license to operate, the contractor shall be in default as of the date such 
license is lost. 

11. ASSIGNMENTS 

This Agreement shall not be assigned or sublet as a whole or in part without the written consent of 
the County nor shall the contractor assign any monies due or to become due to him hereunder 
without the previous written consent of the County. 

12. PAYMENT AND PERFORMANCE BOND 

A Payment and Performance Bond in the amount of 1 00% of the estimated project cost shall be 
supplied by the Contractor at the time of Agreement execution. Also, a Payment and Material 
Bond for the Agreement amount shall be supplied by the Contractor at the same time. 

Payment and Performance and Material Bonds shall provide that, in the event of non-performance 
on the part of the Contractor the bond can be presented for honor and acceptance at an 
authorized representative or institution located in Tallahassee, Florida. The Payment and 
Performance Bond shall be in the following form: 

PUBLIC CONSTRUCTION BOND 
Bond No:( enter bond nlimberl 

BY THIS BOND, We , as Principal and---,----,,---::--,--
a corporation, as Surety, are bound to , herein called 

Owner, in the sum of $ , for payment of which we bind ourselves, our heirs, 
personal representatives, successors, and assigns, jointly and severally. 

THE CONDITION OF THIS BOND is that if Principal: 

1. Performs the contract dated , between Principal and Owner for 
construction of , the contract being made a party of this bond by reference, at the 
time and in the manner prescribed in the contract; and 

2. Promptly makes payments to all claimants, as defined in Section 255.05(1), Florida 
Statutes, supplying Principal with labor, materials, or supplies, used directly or indirectly by 
Principal in the prosecution of the work provided for in the contract; and 

3. Pays Owner all losses, damages, expenses, costs, and attorney's fees, including 
appellate proceedings, that Owner sustains because of a default by Principal under the contract; 
and 

4. Performs the guarantee of all work and materials furnished under the contract for the time 
specified in the contract, then this bond is void; otheJWise it remains in full force. 

Any action instituted by a claimant under this bond for payment must be in accordance with the 
notice and time limitation provisions in Section 255.05(2), Florida Statutes. 
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Any changes in or under the contract documents and compliance or noncompliance with any 
formalities connected with the contract or the changes does not afFect Surety's obligation under 
this bond. 

DATED on this the day of ,20_. 

(Name of Principal) 

By: 
(As Attorney-In-Fact) 

(Name of Surety) 

Payment bonds executed as a result of the requirements herein by a surety shall make reference 
to Section 255.05, Florida Statutes, by number and shall contain reference to the notice and time 
limitation provisions in Section 255.05, Florida Statutes. 

13. INDEMNIFICATION 

The Contractor agrees to indemnify and hold harmless the County, its ofFicials, officers and 
employees, from and against any and all liabilities, damages, losses and costs, including, but not 
limited to reasonable attorney's fees, to the extent caused by the negligence, recklessness, or 
intentional wrongful misconduct.of the Contractor and persons employed or utilized by the 
Contractor in the performance of this agreement. 

The County may, at its sole option, defend itself or req~ired the Contractor to provide the defense. 
The Contractor acknowledges that the sum of ten dollars ($1 Q.OO) of the amount paid to the 
Contractor constitutes sufFicient consideration for the Contractor's indemnification of the County, 
its ofFicials, ofFicers and employees. 

It is understood that the Contractors responsibility to indemnify and defend the County, it ofFicials, 
ofFicers and employees is limited to the Contractors proportionate share of liability caused by the 
negligent acts or omissions of the Contractor, its delegates, agents or employees. 

14. MINORITY BUSINESS ENTERPRISE (MIWBE) PARTICIPATION 

The Contractor shall meet or exceed the MIWBE participation levels stated in the Contractor's 
MIWBE Participation Statement included as part of the Contractor's response for this project, see 
Exhibit B, attached hereto and made a part hereof except when the County Good Faith Committee 
approves an exception. 

The Contractor shall provide a monthly report to the Leon County Minority, Women and Small 
Business Enterprise Division in a format and manner prescribed by the Division. The report shall, 
at a minimum, indicate the business name of each certified Minority Business Enterprise or 
Women Business Enterprise sub-contractor utilized, the amount paid, the type of work performed, 
the appropriate invoice date, and the payment date to the Division. 

Should Contractor's sub-contractor utilization fall below the level required in this Agreement or 
should Contractor substitute MWBE sub-contractors without prior written approval of the Division, 
the Contractor may be in breach of the Agreement. Contractors found in breach of their 
Agreement with the County may be suspended from bidding on and/or participation in any future 
County projects for up to three (3) years as provided in Section 15 of the Purchasing and Minority, 
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Any change in the subcontractor utilization as listed on the participation plan (Exhibit B ), must be 
approved by the MWSBE Division. Should the Contractor determine that the MWBE named in 
their participation plan submittal is unavailable or cannot perform the work, the Contractor shall 
request a change order. Such change order must be submitted to the MWSBE Division in writing 
at 1800-3 Blairstone Road, Tallahassee, Florida or by facsimile to (850) 606-1651. 

15. AUDITS. RECORDS, AND RECORDS RETENTION 

The Contractor agrees: 

a. To establish and maintain books, records, and documents (including electronic storage 
media) in accordance with generally accepted accounting procedures and practices, 
which sufficiently and properly reflect all revenues and expenditures of funds provided by 
the County under this Agreement. 

b. To retain all client records, financial records, supporting documents, statistical records, 
and any other documents (including electronic storage media) pertinent to this Agreement 
for a period of five (5) years after termination of the Agreement, or if an audit has been 
initiated and audit findings have not been resolved at the end of five (5) years, the records 
shall be retained until resolution of the audit findings or any litigation which may be based 
on the terms of this Agreement. 

c. Upon completion or termination of the Agreement and at the request of the County, the 
Contractor will cooperate with the County bfacilitate the 'duplication and transfer of any 
said records or documents during the required ·.retention period as specified in paragraph 
1 above. 

d. To assure that these records shall be subject at all reasonable times to inspection, review, 
or audit by Federal, state, or other personnel duly authorized by the County. 

e. Persons duly authorized by the County and Federal auditors, pursuant to 45 CFR, Part 
92.36(1)(1 0}, shall have full access to and the right to examine any of provider's 
Agreement and related records and documents, regardless of the form in which kept, at 
all reasonable times for as long as records are retained. 

f. To include these aforementioned audit and record keeping requirements in all approved 
subcontracts and assignments. 

16. MONITORING 

To permit persons duly authorized by the County to inspect any records, papers, documents, 
facilities, goods, and services of the provider which are relevant to this Agreement, and interview 
any clients and employees of the provider to assure the County of satisfactory performance of the 
terms and conditions of this Agreement. 

Following such evaluation, the County will deliver to the provider a written report of its findings and 
will include written recommendations with regard to the provider's performance of the terms and 
conditions of this Agreement. The provider will correct all noted deficiencies identified by the 
County within the specified period of time set forth in the recommendations. The provider's failure 
to correct noted deficiencies may, at the sole and exclusive discretion of the County, result in any 
one or any combination of the following: (1) the provider being deemed in breach or default of this 
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Agreement; (2) the withholding of payments to the provider by the County; and (3) the termination 
of this Agreement for cause. 

17. TERMINATION 

Leon County may terminate this Agreement without cause, by giving the Contractor thirty (30) 
days written notice of termination. Either party may terminate this Agreement for cause by giving 
the other party hereto thirty (30) days written notice of termination. The County shall not be 
required to give Contractor such thirty (30) day written notice if, in the opinion of the County, the 
Contractor is unable to perform its obligations hereunder, or if in the County's opinion, the services 
being provided are not satisfactory. In such case, the County may immediately terminate the 
Agreement by mailing a notice of termination to the Contractor. 

18. PUBLIC ENTITY CRIMES STATEMENT 

In accordance with Section 287.133, Florida Statutes, Contractor hereby certifies that to the best 
of his knowledge and belief neither Contractor nor his affiliates has been convicted of a public 
entity crime. Contractor and his affiliates shall provide the County with a completed public entity 
crime statement form no later than January 15 of each year this Agreement is in effect. Violation 
of this section by the Contractor shall be grounds for cancellation of this Agreement by Leon 
County. 

19. UNAUTHORIZED ALIEN(Sl 

The Contractor agrees that unautlilprized aliens shall not be employed nor utilized in the 
performance of the requirements of this solicitation. The County shall consider the employment or 
utilization of unauthorized aliens a vi,olatibn ofSection'274A{e).ofthe Immigration and 
Naturalization Act (8 U.S.C. 1324a). Such violation shall be cause for unilateral termination of this 
Agreement by the County. 

20. EMPLOYMENT ELIGIBILITY VERIFICATION 

a. Contractor agrees that it will enroll and participate in the federal E-Verify Program for 
Employment Verification under the terms provided in the "Memorandum of 
Understanding" governing the program. Contractor further agrees to provide to the 
County, within thirty days of the effective date of this contract/amendment/extension, 
documentation of such enrollment in the form of a copy of the E-Verify "'Edit Company 
Profile' screen", which contains proof of enrollment in theE-Verify Program (this page can 
be accessed from the "Edit Company Profile" link on the left navigation menu of the E
Verify employer's homepage). 

b, Contractor further agrees that it will require each subcontractor that performs work under 
this contract to enroll and participate in theE-Verify Program within sixty days of the 
effective date of this contract/amendment/extension or within sixty days of the effective 
date of the contract between the Contractor and the subcontractor, whichever is later. 
The Contractor shall obtain from the subcontractor(s) a copy of the "Edit Company Profile" 
screen indicating enrollment in theE-Verify Program and make such record(s) available to 
the Agency upon request. 

c. Contractor will utilize the U.S. Department of Homeland Security's E-Verify system to 
verify the employment eligibility of: (a) all persons employed during the term of the 
Agreement by Contractor to perform employment duties within Florida; and (b) all persons 
(including subcontractors) assigned by Contractor to perform work pursuant to the 
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Agreement. 

1) Conlractor must use E-Verify to initiate verification of employment eligibility for all 
persons employed during the term of the Agreement by Contractor to perform 
employment duties within Florida within 3 business days after the date of hire. 

2) Contractor must initiate verification of each person (including subcontractors) 
assigned by Contractor to perform work pursuant to the Agreement within 60 
calendar days after the date of execution of this contract or within 30 days after 
assignment to perform work pursuant to the Agreement, whichever is later. 

d. Contractor further agrees to maintain records of its participation and compliance with the 
provisions of the E-Verify program, including participation by its subcontractors as 
provided above, and to make such records available to the County or other authorized 
state entity consistent with the terms of the Memorandum of Understanding. 

e. Compliance with the terms of this Employment Eligibility Verification provision is made an 
express condition of this contract and the County may treat a failure to comply as a 
material breach of the contract. 

21. NON-WAIVER 

Failure by the County to enforce or insist upon compliance with any of the terms or conditions of 
this Agreement or failure to give notice or declare this Agreementterminated shall not constitute a 
general waiver or relinquishment of the same, 'or of any other terms, conditions or acts; but the 
same shall be and remain at all times in full force and .effect. 

22. DELAY 

No claim for damages or any claim other than for an extension of time shall be made or asserted 
against the County by reason of any delays. The Contractor shall not be entitled to an increase in 
the contract sum or payment or compensation of any kind from the County for direct, indirect, 
consequential, impact or other costs, expenses or damages, including but limited to costs of 
acceleration or inefficiency, arising because of delay, disruption, interference or hindrance from 
any cause whatsoever, whether such delay, disruption, interference or hindrance be reasonable or 
unreasonable, foreseeable or unforeseeable, or avoidable or unavoidable; provided, however, that 
this provision shall not preclude recovery of damages by the Contractor for hindrances or delays 
due solely to fraud, bad faith, or active interference on the part of the County or its agents. 
Otherwise, the Contractor shall be entitled only to extensions of the contract time as the sole and 
exclusive remedy for such resulting delay, in accordance with and to the extent specifically 
provided above. 

23. REVISIONS 

In any case where, in fulfilling the requirements of this Agreement or of any guarantee, embraced 
in or required thereby it is necessary for the Contractor to deviate from the requirements of the 
bid, Contractor shall obtain the prior written consent of the County. 

24. VENUE 

Venue for all actions arising under this Agreement shall lie in Leon County, Florida. 
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The validity, construction, and effect of this Agreement shall be governed by the laws of the State 
of Florida. 

26. CONFLICTING TERMS AND CONDITIONS 

In the instance that any other agreement exists concerning the matters herein, then the terms and 
conditions in this Agreement shall prevail over all other terms and conditions. 

ATTACHMENTS 

Exhibit A - Bid Document 
Exhibit B - Contractor's Bid Submission 

The remainder of this page intentionally left blank. 

Page 797 of 959 Posted at 9:00 p.m. on September 11, 2012



Attachment #1 
Page 11 of 50 

AGREEMENT BETWEEN LEON COUNTY AND CSI CONTRACTING, INC. 
BC-06-12-12-66 

WHERETO, the parties have set their hands and seals effective the date whereon the last party 
executes this Agreement. 

CONTRACTOR 

WITNESS: ___________ _ 

President 

WITNESS: __________ __ 

STATE OF-;:------
COUNTY OF-------

BY: ----------------------

DATE ____________ _ 

(CORPORATE SEAL) 

The foregoing instrument was acknowledged before meJhis ______ .day of ______ ,, 20 __ . 

By_-,_,.--,---:::-----..,..,.,----,------'' of ______________ , 
(Name of officer or agent, title of officer or agent) (Name of corporation acknowledging) 

a ---;;;=-=-======::;----corporation, on behalf of the corporation. He/she is personally 
(State or place of incorporation) 

known to me or has produced --------------:=,...,.,====---'as identification. 
(type of identification) 

Signature of Notary 

Print, Type or Stamp Name of Notary 

Title or Rank 

Serial Number, If Any 
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BY:·--------~----------------
Vincent S. Long 
County Administrator 

ATTEST: 
BOB INZER, CLERK OF THE COURT 
LEON COUNTY, FLORIDA 

By: _____________ _ 

APPROVED AS TO FORM: 
LEON COUNTY ATTORNEY'S OFFICE 

By:_-..,.,---,---,-,-,,.,..,--=-:-:---=---,---
Herbert W.A. Thiele, Esq. 
County Attorney 

DATE: ___________ _ 
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Bid Title: Bank of America Building, Stairwell, Elevator Shaft &General Building 
Pressurization 
Bid No: BC-06-12-12-66 
Opening Date: June 12, 2012 at 2:00 PM 
Location: 1800-3 N. Blair Stone Road, Tallahassee, Florida 32308 

I. INSTRUCTION TO BIDDERS 

To Insure Acceptance of Your Bid, Please Follow These Instructions: 

1. Items listed on the bid checklist in this form and all other items required within this 
invitation to bid must be executed and/or submitted in a sealed envelope. 
Address your sealed envelope as follows: 

Bid No. BC-06-12-12-66 
Board of County Commissioners 
Leon County Purchasing Division 
1800-3 N. Blair Stone Road 
Tallahassee, Florida 32308 

2. Bid must be typed or printed in ink. All corrections made by the bidder prior to the 
opening must be initialed and dated by the bidder. No changes or corrections will 
be allowed after bids are opened. 

3. Bid must contain an original, manual signature of an authorized representative of 
the company. 

4. The bid opening shall be public on the date and time specified on the bid. It is the 
bidder's responsibility to assure that the bid is delivered at the proper time and 
location. Bids which are received after the bid opening time will be returned 
unopened to the bidder. 

5. Bidders are expected to examine the specifications, delivery schedule, bid prices 
and extensions and all general and special conditions of the bid prior to 
submission. In case of error in price extension, the unit price will govern. 

6. If you are not submitting a bid but wish to remain on our bid list, please return the 
"Statement of No Bid" form and provide an explanation in detail where requested. 

7. Special Accommodation: Any person requiring a special accommodation at a 
Pre-Bid Conference or Bid opening because of a disability should call the Division 
of Purchasing at (850) 606-1600 at least five (5) workdays prior to the Pre-Bid 
Conference or Bid opening. If you are hearing or speech impaired, please 
contact the Purchasing Division by calling the County Administrator's Office using 
the Florida Relay Service which can be reached at1 (800) 955-8771 (TDD). 

NOTE: ANY AND ALL CONDITIONS OR REQUIREMENTS ATTACHED HERETO 
WHICH VARY FROM THE INSTRUCTIONS TO BIDDERS WILL BE PRECEDENT. 
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Bid Title: Bank of America Building, Stairwell, Elevator Shaft &General Building Pressurization 
Bid No: BC-06-12-12-66 
Opening Date: June 12, 2012 at 2:00 PM 

PURPOSE: 

Leon County is seeking the services of a qualified contractor to perform pressurization of the Bank of 
America Building stairwells, elevator shafts, and other areas as identified in the plans and specifications 
developed by Barnett Fronczak Barlowe Architects, dated May 2, 2012. 

The work includes but is not limited to interior demolition of ceiling, partitions, glazing, mechanical, 
electrical, and fire protection devices. The installation of new HVAC ducts, lighting fixtures and fire 
protection devices. Re-connection of this interior suite to the building's HVAC and fire suppression system 
and electrical wiring associated with the re-purposing the generator. An interior partition wall will be added 
along with an access door to the public corridor, creating an electrical closet. 

Owner will occupy the site and building during all phases of the construction period. Coordination of work 
space shall be required on all portions of the facility during the construction period. Contractors must not 
interfere with normal conduct of business during operating hours and include all costs associated with any 
possible premium time and scheduling as a part of their bid submission. 

Plans and Specifications are available on-line and may be downloaded at: 

http://cms.leoncountyfl.gov/Home/Departments/OfficeofFinanciaiStewardship/Purchasinq/PiansSpecificati 
ons 

These are large files, please allow sufficient time for downloading when browsing depending on the 
capabilities of your computer system. 

MANDATORY PRE-BID CONFERENCE: 

A MANDATORY Pre-Bid Conference is scheduled for Wednesday, May 23, 2012 at 10:00 AM. The Pre
Bid Conference will be held in the Leon County Courthouse, P3 Level, Room P335, 301 S. Monroe 
Street, Tallahassee, Florida. Please enter through the employee parking garage on Pensacola Street and 
ask the attendant for directions to the pre-bid room. 

QUESTIONS: 

The last day to submit questions for clarifications is May 29, 2012. 

BID DEADLINE: 

Bid must be submitted no later than June 12, 2012 at 2:00PM. 

BID INFORMATION AND CLARIFICATION: 

Questions pertaining to bid procedures or regarding the specifications should be addressed to Don Tobin 
or Wendi Sellers, phone(850) 606-1600; fax (850) 606-1601; E-mail tobind@leoncountyfl.gov or 
sellersw@leoncountyfl.gov. Written inquiries are preferred. 

Each Bidder shall examine the solicitation documents carefully; and, no later than seven days prior to the 
date for receipt of bids, he shall make a written request to the County for interpretations or corrections of 
any ambiguity, inconsistency or error which he may discover. All interpretations or corrections will be 
issued as addenda. The County will not be responsible for oral clarifications. No negotiations, decisions 
or actions shall be initiated or executed by the proposer as a result of any discussions with any County 
employee prior to the opening of proposals. Only those communications which are in writing from the 
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Bid Title: Bank of America Building, Stairwell, Elevator Shaft &General Building Pressurization 
Bid No: BC-06-12-12-66 
Opening Date: June 12, 2012 at 2:00 PM 

County may be considered as a duly authorized expression on the behalf of the Board. 

Also, only communications from firms which are in writing and signed will be recognized by the Board as 
duly authorized expressions on behalf of proposers. 
ADDENDA TO SPECIFICATIONS 

If any addenda are issued after the initial specifications are released, the County will post the addenda on 
the Leon County website at: http://cms.leoncountyfl.gov/Home/Departments/OfficeofFinanciaiStewardship/ 
Purchasing/Addenda. For those projects with separate plans, blueprints, or other materials that cannot be 
accessed through the internet, the Purchasing Division will make a good faith effort to ensure that all 
registered bidders (those who have been registered as receiving a bid package) receive the documents. It 
is the responsibility of the bidder prior to submission of any bid to check the above website or contact the 
Leon County Purchasing Division at (850) 606-1600 to verify any addenda issued. The receipt of all 
addenda must be acknowledged on the bid response sheet. 

PROHIBITED COMMUNICATIONS 

Any Form of communication, except for written correspondence, shall be prohibited regarding a particular 
request for proposal, request for qualification, bid, or any other competitive solicitation between: 

1. Any person or person's representative seeking an award from such competitive solicitation; and 

2. Any County Commissioner or Commissioner's staff, or any county employee authorized to act on 
behalf of the Commission to award a particular contract. 

For the purpose of this section, a person's representative shall include, but not be limited to, the person's 
employee, partner, officer, director, consultant, lobbyist, or any actual or potential subcontractor or 
consultant of the person. 

The prohibited communication shall be in effect as of the deadline to submit the proposal, bid, or other 
response to a competitive solicitation. 

The provisions of this section shall not apply to oral communications at any public proceeding, including 
pre-bid conferences, oral presentations before selection committees, contract negotiations during any 
public meetings, presentations made to the Board, and protest hearings. Further, the provisions of this 
section shall not apply to contract negotiations between any employee and the intended awardee, any 
dispute resolution process following the filing of a protest between the person filing the protest and any 
employee, or any written correspondence with any employee, County Commissioner, or decision-making 
board member or selection committee member, unless specifically prohibited by the applicable competitive 
solicitation process. 

The provisions of this section shall terminate at the time the Board, or a County department authorized to 
act on behalf of the Board, awards or approves a contract, rejects all bids or responses, or otherwise takes 
action which ends the solicitation process. 

The penalties for an intentional violation of this article shall be those specified in §125.69(1 ), Florida 
Statutes, as amended, and shall be deemed supplemental to the penalties set forth in Section 1-9 of the 
Code of Laws, Leon County, Florida. 

REGISTRATION: 

Bidders obtain solicitation documents from sources other than the Leon County Purchasing Division or 
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Bid Title: Bank of America Building, Stairwell, Elevator Shaft &General Building Pressurization 
Bid No: BC-06-12-12-66 
Opening Date: June 12, 2012 at 2:00 PM 

Demandstar.com MUST officially register with the County Purchasing Division in order to be placed on the 
planholders list for the solicitation. Bidders should be aware that solicitation documents obtained from 
sources other than those listed above may be drafts, incomplete, or in some other fashion different from 
the official solicitation document(s). Failure to register through the Purchasing Division or online through 
Demandstar.com may cause your submittal to be rejected as non-responsive. 

PREPARATION AND SUBMISSION OF BID: 

Each Bidder shall submit Bid Prices and other requested information, including alternates or substitutions 
if allowed by this invitation to bid, on the proper forms and in the manner herein prescribed. Any erasures 
or other corrections in the Bid must be explained or noted over the signature of the Bidder. Bids 
containing any conditions or irregularities of any kind may be rejected by the County. All bids must be 
submitted in a sealed envelope or other appropriate container. Facsimiles will not be accepted. It is the 
intention of the County to award this bid based on the low total bid price and/or other criteria herein 
contained meeting all specifications. 

REJECTION OF BIDS: 

The County reserves the right to reject any and/or all bids when such rejection is in the best interest of the 
County. 

RECEIPT AND OPENING OF BIDS: 

Bids will be opened publicly at the time and place stated in the Invitation to Bid. The person whose duty it 
is to open them will decide when the specified time has arrived and no bids received thereafter will be 
considered. No responsibility shall be attached to any person for the premature opening of a Bid not 
properly addressed and identified. At the time fixed for the opening of bids, the will be made public and 
will posted on the Purchasing Division website at: http://cms.leoncountyfl.gov/Home/Departments/Officeof 
FinanciaiStewardship/Purchasing/TabulationSheets 

A bidder may request, in their bid submittal, a copy of the tabulation sheet to be mailed in a bidder 
provided, stamped self-addressed envelope for their record. 

Sealed bids, proposals, or replies received by the County pursuant to a competitive solicitation are exempt 
from public records requirements until such time as the County posts an intended decision or until 30 days 
after opening of the documents, whichever is earlier. 

WITHDRAWAL OF BIDS: 

Bids may be withdrawn by written or telegraphic request received from Bidders prior to the time fixed for 
opening. Negligence on the part of the Bidder in preparing the Bid confers no right for the withdrawal of 
the bid after it has been opened. 

AWARD OF BIDS/BID PROTEST: 

The bid will be awarded to the lowest responsive, responsible bidder, unless otherwise stated elsewhere 
in this document. The County reserves the right to waive any informality in bids and to award a bid in 
whole or in part when either or both conditions are in the best interest of Leon County. 

Notice of the Intended Decision will be posted on the Leon County website at: http://cms.leoncountyfl.gov/ 
Home/Departments/OfficeofFinanciaiStewardship/Purchasing/lntendedDecisions for a period of seventy
two (72) consecutive hours, which does not include weekends or County observed holidays. Failure to file 
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a protest within the time prescribed in Leon County Policy No. 96-1, Purchasing and Minority, Women and 
Small Business Enterprise Policy, or failure to post the bond or other security required by law within the 
time allowed for filing a bond shall constitute a waiver of proceedings. Notice of intent of bid protest shall 
be made in writing to the Purchasing Director, 1800-3 N. Blair Stone Road, Tallahassee, Florida 32308. 
The bidder shall be responsible for inquiring as to any and all award recommendation/postings. 

Should concerns or discrepancies arise during the bid process, bidders are encouraged to contact the 
Purchasing Division prior to the scheduled bid opening. Such matters will addressed and/or remedied 
prior to a bid opening or award "'{he never practically possible. Bidders are not to contact departments or 
divisions regarding the bidder complaint. 
PLANHOLDERS 

As a convenience to bidders, Leon County has made available via the internet lists of all registered 
planholders for each bid or request for proposals. The information is available on-line at: 
http://www.leoncountyfl.gov/Purchasing/Bid.asp by simply clicking the planholder link to the right of the 
respective solicitation. A listing of the registered bidders with their telephone and fax numbers is designed 
to assist bidders in preparation of their responses. 

BID GUARANTEE: 

Bids shall be accompanied by a 5% bid guarantee which shall be a Bid Bond, Certified or Cashier's Check 
or Bank Draft (no cash, company. or personal checks will be accepted), made payable to the Board of 
County Commissioners, Leon County, Florida. Such check, bank draft, or bond shall be submitted with 
the understanding that the bonds will be held until award of bid. 

The County reserves the right to hold the Bid Guarantee until after a contract has been entered into or a 
purchase order has been executed. The accepted Bidders bid bond will be held until execution of this 
contract and may be forfeited due to non-performance. 

The check or bond shall be submitted with the understanding that it shall guarantee that the Bidder will not 
withdraw his bid for a period of 90 days after the scheduled closing time for the receipt of bids. It shall 
also guarantee that the successful bidder will enter into a contract within ten (1 0) days after he has 
received notice of acceptance of his bid. In the event of withdrawal of bid, or failure to enter into and fully 
execute the contract within ten (1 0) days the contractor may be deemed in to be in default. In such an 
event, the contractor shall be liable to the County for the full amount of the default. 

OCCUPATIONAL LICENSES AND REGISTRATIONS: 

The contractor shall be responsible for obtaining and maintaining throughout the contract period any 
required occupational license and other licenses required pursuant to the laws of Leon County, the City of 
Tallahassee, or the State of Florida. The bidder shall submit with the bid a copy of the company's local 
business or occupationallicense(s) or a written statement on letterhead indicating the reason no license 
exists. 

If the bidder is operating under a fictitious name as defined in Section 865.09, Florida Statutes, proof of 
current registration with the Florida Secretary of State shall be submitted with the bid. A business formed 
by an attorney actively licensed to practice law in this state, by a person actively licensed by the 
Department of Business and Professional Regulation or the Department of Health for the purpose of 
practicing his or her licensed profession, or by any corporation, partnership, or other commercial entity that 
is actively organized or registered with the Department of State shall submit a copy of the current licensing 
from the appropriate agency and/or proof of current active status with the Division of Corporations of the 
State of Florida or such other state as applicable. 
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Failure to provide the above required documentation may result in the bid being determined as non
responsive. 

UNAUTHORIZED ALIEN($) 

The Contractor agrees that unauthorized aliens shall not be employed nor utilized in the performance of 
the requirements of this solicitation. The County shall consider the employment or utilization of 
unauthorized aliens a violation of Section 274A(e) of the Immigration and Naturalization Act (8 U.S.C. 
1324a). Such violation shall be cause for unilateral termination of this Agreement by the County. As part 
of the response to this solicitation, please complete and submit the attached form "AFFIDAVIT 
CERTIFICATION IMMIGRATION LAWS." 

MINORITY and WOMEN BUSINESS ENTERPRISE AND EQUAL OPPORTUNITY POLICIES 

A. Minority Business Enterprise (MBE) and Women (WBE) Business Enterprise Requirements 

1. The purpose of the Minority and Women-Owned Business Enterprise (MWBE) Program is 
to effectively communicate Leon County procurement and contracting opportunities, 
through enhanced business relationships, to end disparity and to increase participation 
opportunities for certified minority and women-owned business enterprises in a 
competitive environment. This program shall: 

a. Eliminate any policies and/or procedural barriers that inhibit MBE and WBE 
participation in our procurement process. 

b. Established targets designed to increase MBE and WBE utilization proportionate 
to documented under utilization. 

c. Provide increased levels of information and assistance available to MBE's and 
WBEs. 

d. Implement mechanisms and procedures for monitoring MBE and WBE 
compliance by prime contractors. 

2. The term "Certified Minority Women Business Enterprise" (MWBE) is defined as Minority 
Business Enterprise (MBE) and Women Business Enterprise (WBE) firms certified by 
Leon County or the City of Tallahassee. Some firms with MBE or WBE certification by the 
State of Florida may be accepted under a reciprocal agreement but those from other 
governmental organizations are not accepted by Leon County. 

3. Each Respondent is strongly encouraged to secure MBE and WBE participation through 
purchase(s) of those goods or services to be provided by others. Firms responding to this 
bid are hereby made aware of the County's targets for MBE and WBE utilization. 
Respondents that require assistance or guidance with these MBE or WBE requirements 
should contact: lranetta Dennis, Leon County Minority, Women, and Small Business 
Enterprise Director, by telephone at (850) 606-1650; fax (850) 606-1651 or by e-mail 
dennisi@leoncountyfl.gov. 

Respondent must complete and submit the attached Minority and Women Business 
Enterprise Participation Plan form. Failure to submit the completed Minority and Women 
Business Enterprise Participation Plan form may result in a determination of non-
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responsiveness for the bid. 

If the aspiration a I target is not met, you must denote your good faith effort on the 
Participation Plan Form. All respondents, including MBE's, and WBE's shall either meet 
the aspirational target(s), or if not met, demonstrate in their bid response that a good faith 
effort was made to meet the aspirational target(s). Failure to complete such good faith 
effort statement may result in the bid being non-responsive. Below, are policy examples 
of good faith efforts that respondents can use if they are not meeting the aspirational 
target. These examples can be used to demonstrate the good faith effort. 

a. Advertised for participation by MIWBEs in non-minority and minority publications 
within the Market area, including a copy of the advertisement and proof of the 
date(s) it appeared- or by sending correspondence, no less than ten (10) days 
prior to the submission deadline, to all MIWBEs referred to the respondent by the 
MWSBE Division for the goods and services to be subcontracted and/or supplied 

b. Documented that the bidding Prime Contractor provided ample time for potential 
MBE and/or WBE subcontractors to respond to bid opportunities, including a 
chart outlining the schedule/time frame used to obtain bids from MBE and WBE 
Vendors as applicable to the aspirational Target. 

c. Contacted the MWSBE Division for a listing of available MIWBEs who provide the 
services needed for the bid or proposal. 

d. Contacted MBEs and/or WBEs who provide the services needed for the bid or 
proposal. 

e. Documented follow-up telephone calls with potential M/WBE subcontractors 
seeking participation. 

f. Allowed potential M/WBE Subcontractors to review bid specifications, blueprints 
and all other Bid/RFP related items at no charge to the M/WBEs. 

g. Contacted the MWSBE Division, no less than five (5) business days prior to the 
Bid/RFP deadline, regarding problems the with respondent is having in achieving 
and/or reaching the aspirational targets. 

h. Other documentation indicating their Good Faith Efforts to meet the aspirational 
targets. Please provide details below. 

4. For goods and/or services to be performed in this project, the following are the 
aspirational targets for participation by certified MBE's and/or WBE's. 

Construction Sub-Contractor Targets: 

5. Definitions for the above targets follow: 

Minority Business Enterprise - 17% 
Woman Business 

Enterprise - 9% 

a. Minority/Women Business Enterprise (MWBE) - a business that is owned and 
controlled by at least 51% by one or more minority persons or by at least 51% by 
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one or more women, and whose management and daily operations are controlled 
by one or more such persons shall constitute a Minority/Women business 
Enterprise. No business owned or controlled by a white female shall be 
considered a minority business for the purpose of this program if the ownership 
was brought about by transfer of ownership interest to the woman or women, 
other than by decent, within two (2) years following the sale or transfer of 
ownership. For the purpose of this program, all applicants for certification as a 
bona fide MWBE shall be an independent business entity which provides a 
commercially useful function. No business owned and controlled by a white male 
and transferred or sold to a minority or woman/women, for the purpose of 
participation in the County's MWBE Program, shall be considered eligible for 
MWBE Certification. 

b. Minority Person- an individual who is a citizen of the United States or a lawfully 
admitted permanent resident and who is a(n): 

1) African/Black Americans -All persons having origins in any of the Black 
African racial groups not of Hispanic origins and having community 
identification as such. 

2) Hispanic Americans- All persons (Mexican, Puerto Rican, Cuban, 
Central or South American or other Spanish Culture or origin, regardless 
of race) reared in a Hispanic environment and whose surname is 
Hispanic and having community identification as such. 

3) Asian American -All persons having origins in any of the original peoples 
of the Far East, Southeast Asia, the Indian Subcontinent, or the Pacific 
Islands and having community identification as such. 

4) American Indians, Alaskan Natives and American Aleuts- All persons 
having origins in any of the original people of North America, maintaining 
identifiable tribal affiliations through membership and participation and 
having community identification as such. 

c. Women -American Woman 

6. Prime contractors will negotiate in good faith with interested MWBE's, not rejecting a 
MWBE as unqualified or unacceptable without sound business reasons based on a 
through investigation of their capabilities. The basis for rejecting any MWBE deemed 
unqualified or unacceptable by the Prime Contractor shall be included in the Good 
Faith Effort documentation. The Prime Contractor shall not impose unrealistic 
conditions of performance on MWSBE's seeking subcontracting opportunities. 

7. Leon County reserves the right to request supporting documentation as evidence of good 
faith efforts indicated above at any time. Failure to provide supporting documentation 
when requested shall deem your bid/proposal as non-responsive. 

B. Equal Opportunity/Affirmative Action Requirements 

The contractors and all subcontractors shall agree to a commitment to the principles and practices 
of equal opportunity in employment and to comply with the letter and spirit of federal, state, and 
local laws and regulations prohibiting discrimination based on race, color, religion, national region, 
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sex, age, handicap, marital status, and political affiliation or belief. 

For federally funded projects, in addition to the above, the contractor shall agree to comply with 
Executive Order 11246, as amended, and to comply with specific affirmative action obligations 
contained therein. 

In addition to completing the Equal Opportunity Statement, the Respondent shall include a copy of 
any affirmative action or equal opportunity policies in effect at the time of submission. 

LOCAL PREFERENCE IN PURCHASING AND CONTRACTING 

1. Preference in bidding. In purchasing of, or letting of contracts for procurement of, personal 
property, materials, contractual services, and construction of improvements to real property or 
existing structures in which pricing is the major consideration, the authorized purchasing authority 
of Leon County may give a preference to local businesses in making such purchase or awarding 
such contract, as follows: 

a) Individuals or firms which have a home office located within Leon, Gadsden, Wakulla, or 
Jefferson County, and which meet all of the criteria for a local business as set forth in this 
article, shall be given a preference in the amount of five percent of the bid price. 

b) Individuals or firms which do not have a home office located within Leon, Gadsden, 
Wakulla, or Jefferson County, and which meet all of the criteria for a local business as set 
forth in this article, shall be given a preference in the amount of three percent of the bid 
price. 

The maximum cost differential shall not exceed $20,000.00. Total bid price shall include the base 
bid and all alternatives or options to the base bids which are part of the bid and being 
recommended for award by the appropriate authority. 

2. Preference in bidding for construction services in projects estimated to exceed $250,000. Except 
where otherwise prohibited by federal or state law or other funding source restrictions, in the 
purchasing of, or letting of contracts for procurement of construction services for improvements to 
real property or existing structures that are estimated to exceed $250,000 in value, the County 
may give preference to local businesses in the following manner: 

a) Under a competitive bid solicitation, when the lowest responsive and responsible bid is 
submitted by an individual or firm that is not a local business , then the local business that 
submitted the lowest responsive and responsible bid shall be offered the opportunity to 
perform the work at the lowest bid amount, if that local business's bid was not greater 
than 110% of the lowest responsive and responsible bid amount. 

b) All contractual awards issued in accordance with the provisions of this subsection 
(paragraph 2) shall contain aspirational trade contractor work targets, based on market 
and economic factors, of 85 percent as follows: The successful individuals or firms shall 
agree to engage not less than 85 percent of the dollar value of trade contractor work with 
local businesses unless the successful individuals or firms prove to the County's 
satisfaction, that the trade contractor work is not available locally with the Leon, Gadsden, 
Wakulla or Jefferson County area. The tenm "trade contractor" shall mean a 
subcontractor who contracts with the prime contractor and whose primary activity is 
performing specific activities (e.g., pouring concrete, masonry, site preparation, framing, 
carpentry, dry wall installation, electrical, plumbing, painting) in a construction project but 
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is not responsible for the entire project. 

3. Local business definition. For purposes of this section, "local business" shall mean a business 
which: 

a) Has had a fixed office or distribution point located in and having a street address within 
Leon, Gadsden, Wakulla, or Jefferson County for at least six (6) months immediately prior 
to the issuance of the request for competitive bids or request for proposals by the County; 
and 

b) Holds any business license required by the County, and, if applicable, the City of 
Tallahassee; and 

c) Is the principal offeror who is a single offeror; a business which is the prime contractor 
and not a subcontractor; or a partner or joint venturer submitting an offer in conjunction 
with other businesses. 

3. Certification. Any bidder claiming to be a local business as defined, shall so certify in writing to 
the Purchasing Division. The certification shall provide all necessary information to meet the 
requirements of above. The Local Vendor Certification Form is enclosed. The purchasing agent 
shall not be required to verify the accuracy of any such certifications, and shall have the sole 
discretion to determine if a bidder meets the definition of a "local business." 

INSURANCE: 

Bidders' attention is directed to the insurance requirements below. Bidders should confer with their 
respective insurance carriers or brokers to determine in advance of bid submission the availability of 
insurance certificates and endorsements as prescribed and provided herein. The Insurance Certification 
Form attached hereto is to be completed and submitted as part of your bid response. If an apparent low 
bidder fails to comply strictly with the insurance requirements, that bidder may be disqualified from award 
of the contract. 

Contractor shall procure and maintain for the duration of the contract insurance against claims for injuries 
to persons or damages to property which may arise from or in connection with the performance of the 
work hereunder by the Contractor, his agents, representatives, employees or subcontractors. The cost of 
such insurance shall be included in the Contractor's bid. 

1. Minimum Limits of Insurance. Contractor shall maintain limits no less than: 

a. General Liability: $1,000,000 Combined Single Limit for bodily injury and property damage 
per occurrence with a $2,000,000 annual aggregate. Completed operations coverage will 
be provided for a period of three (3) years beyond termination and/or completion of the 
project. Coverage must include bodily injury and property damage, including 
Premise/Operations: a per location aggregate, Broad Form Contractual liability; Broad 
Form Property Damage; Fire Legal liability; Independent Contractors coverage; Cross 
Liability & Severability of Interest Clauses; and Personal Injury (deleting employee and 
contractual exclusions), and coverage for explosion, collapse, and underground (X,C,U) 

b. Automobile Liability: $1,000,000 combined single limit per accident for bodily injury and 
property damage. (Non-owned, Hired Car). 

c. Workers' Compensation and Employers Liability: Workers' Compensation insurance 
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covering all employees and meeting stalutory requirements in compliance with the 
applicable state and federal laws and Employer's Liability with a limit of $500,000 per 
accident, $500,000 disease policy limit, $500,000 disease each employee. Waiver of 
Subrogation in lieu of Additional Insured is required. 

2. Deductibles and Self-Insured Relentions 

Any deductibles or self-insured retentions must be declared to and approved by the County. AI the 
option of the County, either: the insurer shall reduce or eliminate such deductibles or self-insured 
retentions as respects the County, its officers, officials, employees and volunteers; or the 
Contractor shall procure a bond guaranteeing payment of losses and related investigations, claim 
administration and defense expenses. 

3. Other Insurance Provisions The policies are to contain, or be endorsed to contain, the following 
provisions: 

a. General Liability and Automobile Liability Coverages (County is to be named as Additional 
Insured). 

1. The County, its officers, officials, employees and volunteers are to be covered as 
insureds as respects; liability arising out of activities performed by or on behalf of 
the Contractor, including the insured's general supervision of the Contractor; 
products and completed operations of the Contractor; premises owned, occupied 
or used by the Contractor; or automobiles owned, leased, hired or borrowed by 
the Contractor. The coverage shall contain no special limitations on the scope of 
protections afforded the County, its officers, officials, employees or volunteers. 

2. The Contractor's insurance coverage shall be primary insurance as respects the 
County, it officers, officials, employees and volunteers. Any insurance of self
insurance maintained by the County, its officers, officials, employees or 

. volunteers shall be excess of the Contractor's insurance and shall not contribute 
with it. 

3. Any failure to comply with reporting provisions of the policies shall not affect 
coverage provided to the county, its officers, officials, employees or volunteers. 

4. The Contractor's insurance shall apply separately to each insured against whom 
claims is made or suit is brought, except with respect to the limits of the insurer's 
liability. 

b. All Coverages 

Each insurance policy required by this clause shall be endorsed to state that coverage 
shall not be suspended, voided, canceled by either party, reduced in coverage or in limits 
except after thirty (30) days' prior written notice by certified mail, return receipt requested, 
has been given to the County. 

4. Acceptability of Insurers. Insurance is to be placed with insurers with a Best's rating of no less 
than A:VII. 

5. Verification of Coverage. Contractor shall furnish the County with certificates of insurance and 
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with original endorsements effecting coverage required by this clause. The certificates and 
endorsements for each insurance policy are to be signed by a person authorized by that insurer to 
bind coverage on its behalf. All certificates and endorsements are to be received and approved 
by the County before work commences. The County reserves the right to require complete, 
certified copies of all required insurance policies at any time. Certificates of Insurance acceptable 
to the County shall be filed with the County prior to the commencement of the work. These 
policies described above, and any certificates shall specifically name the County as an additional 
Insured and shall contain a provision that coverage afforded under the policies will not be 
canceled until at least thirty (30) days prior to written notice has been given to the County. 

Cancellation clauses for each policy should read as follows: Should any of the 
above described policies be canceled before the expiration date thereof, the 
issuing company will mail thirty (30) days written notice to the Certificate Holder 
named herein. 

6. Subcontractors. Contractors shall include all subcontractors as insureds under its policies or shall 
furnish separate certificates and endorsements for each subcontractor. All coverages for 
subcontractors shall be subject to all of the requirements stated herein. 

AGREEMENT: 

After the bid award, the County will, at its option, prepare a purchase order or an agreement specifying the 
terms and conditions resulting from the award of this bid. Every procurement of contractual services shall 
be evidenced by a written agreement. The bidder will have five calendar days after receipt to 
acknowledge the purchase order or execute the agreement. 

The performance of Leon County of any of its obligations under the purchase order or agreement shall be 
subject to and contingent upon the availability of funds lawfully expendable for the purposes of the 
purchase order or agreement for the current and any future periods provided for within the bid 
specifications. 

PENALTIES: 

BIDS MAY BE REJECTED AND/OR Bidder(S) DISQUALIFIED FOR THE FOLLOWING REASONS: 

1. Consistent failure to respond to bid invitation for three (3) consecutive instances. 

2. Failure to update the information on file including address, product, service or business 
descriptions. 

3. Failure to perform according to contract provisions. 

4. Conviction in a court of law of any criminal offense in connection with the conduct of business. 

5. Clear and convincing evidence of a violation of any federal or state anti-trust law based on the 
submission of bids or proposals, or the awarding of contracts. 

6. Clear and convincing evidence that the bidder has attempted to give a Board employee a gratuity 
of any kind for the purpose of influencing a recommendation or decision in connection with any 
part of the Board's purchasing activity. 

7. Other reasons deemed appropriate by the Board of County Commissioners. 
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PUBLIC ENTITY CRIMES STATEMENT: 

A person or affiliate who has been placed on the convicted vendor list following a conviction for a public 
entity crime may not submit a bid on a contract to provide any goods or services to a public entity, may not 
submit a bid on a contract with a public entity for the construction or repair of a public building or public 
work, may not submit bids on leases of real property to a public entity, may not be awarded or perform 
work as a contractor, subcontractor, or consultant under a contract with any public entity, and may not 
transact business with any public entity in excess of the threshold amount provided in Section 287.017, for 
CATEGORY TWO for a period of 36 months from the date of being placed on the convicted vendor list. 
By submission of a proposal in response to this document, the vendor certifies compliance with the above 
requirements as stated in Section 287.133, Florida Statutes. 

MANUFACTURERS' NAME AND APPROVED EQUIVALENTS: 

Manufacturers' names, trade names, brand names, information and/or catalog numbers listed in a 
specification are for information and not intended to limit competition. The bidder may offer any brand for 
which he is an authorized representative, which meets or exceeds the specifications for any item(s). If 
bids are based on equivalent products, indicate on the bid form the manufacturer's name and catalog 
number. Bidder shall submit with his bid, cuts, sketches, and descriptive literature and/or specifications. 
The bidder should also explain in detail the reason(s) why and submit proof that the proposed equivalent 
will meet the specifications and not be considered an exception thereto. The Leon County Board of 
County Commissioners reserves the right to be the sole judge of what is equal and acceptable. Bids 
which do not comply with these requirements are subject to rejection. If Bidder fails to name a substitute it 
will be assumed that he is bidding on, and he will be required to furnish goods identical to bid standard. 

IDENTICAL TIE BIDS: 

Preference shall be given to businesses with drug-free workplace programs. Whenever two or more bids 
which are equal with respect to price, quality, and service are received by the State or by any political 
subdivision for the procurement of commodities or contractual services, a bid received from a business 
that certifies that it has implemented a drug-free workplace program shall be given preference in the 
award process. Established procedures for processing tie bids will be followed if none of the tied vendors 
have a drug-free workplace program. Bidder must complete and submit as part of the bid response the 
attached "IDENTICAL TIE BID" form. Failure to submit a completed form may result in the bid being 
determined as non-responsive. 

ETHICAL BUSINESS PRACTICES 

A. Gratuities. It shall be unethical for any person to offer, give, or agree to give any County 
employee, or for any County employee to solicit, demand, accept, or agree to accept from another 
person, a gratuity or an offer of employment in connection with any decision, approval, 
disapproval, recommendation, or preparation of any part of a program requirement or a purchase 
request, influencing the content of any specification or procurement standard, rendering of advice, 
investigation, auditing, or performing in any other advisory capacity in any proceeding or 
application, request for ruling, determination, claim or controversy, or other particular matter, 
subcontract, or to any solicitation or proposal therefor. 

B. Kickbacks. It shall be unethical for any payment, gratuity, or offer of employment to be made by 
or on behalf of a subcontractor under a contract to the prime contractor or higher tier 
subcontractor or any person associated therewith, as an inducement for the award of a 
subcontract or order. 
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C. The Board reserves the right to deny award or immediately suspend any contract resulting from 
this proposal pending final determination of charges of unethical business practices. At its sole 
discretion, the Board may deny award or cancel the contract if it determines that unethical 
business practices were involved. 

II. CONTRACT PROVISIONS 

PAYMENT AND PERFORMANCE BOND 

A Payment and Performance Bond in the amount of 1 00% of the estimated project cost shall be supplied 
by the Contractor at the time of Agreement execution. Also, a Payment and Material Bond for the 
Agreement amount shall be supplied by the Contractor at the same time. 

Payment and Performance and Material Bonds shall provide that, in the event of non-performance on the 
part of the Contractor the bond can be presented for honor and acceptance at an authorized 
representative or institution located in Tallahassee, Florida. The Payment and Performance Bond shall be 
in the following form: 

PUBLIC CONSTRUCTION BOND 
Bond No.(enter bond number) 

BY THIS BOND, We , as Principal and--:--::----::-::----
a corporation, as Surety, are bound to , herein called Owner, in the sum of$ 

, for payment of which we bind ourselves, our heirs, personal representatives, successors, and 
assigns, jointly and severally. 

THE CONDITION OF THIS BOND is that if Principal: 

1. Performs the contract dated , between Principal and Owner for 
construction of , the contract being made a party of this bond by reference, at the time 
and in the manner prescribed in the contract; and 

2. Promptly makes payments to all claimants, as defined in Section 255.05(1), Florida 
Statutes, supplying Principal with labor, materials, or supplies, used directly or indirectly by Principal in the 
prosecution of the work provided for in the contract; and 

3. Pays Owner all losses, damages, expenses, costs, and attorney's fees, including 
appellate proceedings, that Owner sustains because of a default by Principal under the contract; and 

4. Performs the guarantee of all work and materials furnished under the contract for the time 
specified in the contract, then this bond is void; otherwise it remains in full force. 

Any action instituted by a claimant under this bond for payment must be in accordance with the 
notice and time limitation provisions in Section 255.05(2), Florida Statutes. 

Any changes in or under the contract documents and compliance or noncompliance with any 
formalities connected with the contract or the changes does not affect Surety's obligation under this bond. 

DATED on this the day of '2012. 

(Name of Principal) 
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By: 
(As Attorney-In-Fact) 

(Name of Surety) 

Payment bonds executed as a result of the requirements herein by a surety shall make reference to 
Section 255.05, Florida Statutes, by number and shall contain reference to the notice and time limitation 
provisions in Section 255.05, Florida Statutes. 

TIME AND LIQUIDATED DAMAGES 

The work to be performed under this contract shall be commenced within fifteen (15) days of the Notice to 
Proceed. All work to be performed under this Contract shall be completed within one hundred and twenty 
(120) consecutive calendar days of the Notice to Proceed. If the work to be performed under this Contract 
is not completed within the time set forth above, or within such extra time as may be granted by the 
County, the Contractor shall be deemed to be in default. For each day the Contractor is in default, the 
Contractor or its Surety shall pay to the County, not as a penalty, but as liquidated damages, the sum of 
$250.00. 

Permitting the Contractor to continue and finish the work or any part of it after the expiration of the contract 
time allowed, including extensions, if any, shall in no way act as a waiver on the part of County of the 
liquidated damages due under the contract. 

EMPLOYMENT ELIGIBILITY VERIFICATION 

1. Contractor agrees that it will enroll and participate in the federal E-Verity Program for Employment 
Verification under the terms provided in the "Memorandum of Understanding" governing the 
program. Contractor further agrees to provide to the County, within thirty days of the effective date 
of this contract/amendment/extension, documentation of such enrollment in the form of a copy of 
theE-Verity "'Edit Company Profile' screen", which contains proof of enrollment in theE-Verify 
Program (this page can be accessed from the "Edit Company Profile" link on the left navigation 
menu of the E-Verity employer's homepage). 

2. Contractor further agrees that it will require each subcontractor that performs work under this 
contract to enroll and participate in the E-Verity Program within sixty days of the effective date of 
this contract/amendment/extension or within sixty days of the effective date of the contract 
between the Contractor and the subcontractor, whichever is later. The Contractor shall obtain 
from the subcontractor(s) a copy of the "Edit Company Profile" screen indicating enrollment in the 
E-Verity Program and make such record(s) available to the Agency upon request. 

3. Contractor will utilize the U.S. Department of Homeland Security's E-Verity system to verify the 
employment eligibility of: (a) all persons employed during the term of the Agreement by Contractor 
to perform employment duties within Florida; and (b) all persons (including subcontractors) 
assigned by Contractor to perform work pursuant to the Agreement. 

a. Contractor must useE-Verity to initiate verification of employment eligibility for all persons 
employed during the term of the Agreement by Contractor to perform employment duties 
within Florida within 3 business days after the date of hire. 

b. Contractor must initiate verification of each person (including subcontractors) assigned by 
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Contraclor to perform work pursuant to the Agreement within 60 calendar days after the 
date of execution of this contract or within 30 days after assignment to perform work 
pursuant to the Agreement, whichever is later. 

4. Contractor further agrees to maintain records of its participation and compliance with the 
provisions of theE-Verity program, including participation by its subcontractors as provided above, 
and to make such records available to the County or other authorized state entity consistent with 
the terms of the Memorandum of Understanding. 

5. Compliance with the terms of this Employment Eligibility Verification provision is made an express 
condition of this contract and the County may treat a failure to comply as a material breach of the 
contract. 

PAYMENTS TO THE GENERAL CONTRACTOR 

Payments to the Contractor shall be made according to the requirements of the Local Government Prompt 
Pay Act, sections 218.70-218.79, Florida Statutes. 

STATUS 

The Contractor shall at all times, relevant to this contract, be an independent contractor and in no event 
shall the Contractor, nor any employees or sub-contractors under it, be considered to be employees of 
Leon County. 

AUDITS, RECORDS, AND RECORDS RETENTION 

The Contractor agrees: 

1. To establish and maintain books, records, and documents (including electronic storage media) in 
accordance with generally accepted accounting procedures and practices, which sufficiently and 
properly reflect all revenues and expenditures of funds provided by the County under this contract. 

2. To retain all client records, financial records, supporting documents, statistical records, and any 
other documents (including electronic storage media) pertinent to this contract for a period of five 
(5) years after termination of the contract, or if an audit has been initiated and audit findings have 
not been resolved at the end of five (5) years, the records shall be retained until resolution of the 
audit findings or any litigation which may be based on the terms of this contract. 

3. Upon completion or termination of the contract and at the request of the County, the Contractor 
will cooperate with the County to facilitate the duplication and transfer of any said records or 
documents during the required retention period as specified in paragraph 1 & 2 above. 

4. To assure that these records shall be subject at all reasonable times to inspection, review, or audit 
by Federal, state, or other personnel duly authorized by the County. 

5. Persons duly authorized by the County and Federal auditors, pursuant to 45 CFR, Part 
92.36(1)(1 0), shall have full access to and the right to examine any of provider's contract and 
related records and documents, regardless of the form in which kept, at all reasonable times for as 
long as records are retained. 

6. To include these aforementioned audit and record keeping requirements in all approved 
subcontracts and assignments. 

Page 815 of 959 Posted at 9:00 p.m. on September 11, 2012



Attachment #1 
Page 29 of 50 

Exhibit 1 
Page 17 of 19 

Bid Title: Bank of America Building, Stairwell, Elevator Shaft &General Building Pressurization 
Bid No: BC-06-12-12-66 
Opening Date: June 12, 2012 at 2:00 PM 

MONITORING 

To permit persons duly authorized by the County to inspect any records, papers, documents, facilities, 
goods, and services of the provider which are relevant to this contract, and interview any clients and 
employees of the provider to assure the County of satisfactory performance of the terms and conditions of 
this contract. 

Following such evaluation, the County will deliver to the provider a written report of its findings and will 
include written recommendations with regard to the provider's performance of the terms and conditions of 
this contract. The provider will correct all noted deficiencies identified by the County within the specified 
period of time set forth in the recommendations. The provider's failure to correct noted deficiencies may, 
at the sole and exclusive discretion of the County, result in any one or any combination of the following: (1) 
the provider being deemed in breach or default of this contract; (2) the withholding of payments to the 
provider by the County; and (3) the termination of this contract for cause. 

RIGHT TO INSPECT PLANT 

The County may, at its discretion, inspect the part of the plant or place of business of a contractor or any 
subcontractor which is related to the performance of any contract awarded, or to be awarded, by Leon 
County. The right expressed herein shall be included in all contracts or subcontracts that involve the 
performance of any work or service involving Leon County. 

TERMINATION 

Leon County may terminate this Contract without cause, by giving the Contractor thirty (30) days written 
notice of termination. Either party may terminate this Contract for cause by giving the other party hereto 
thirty (30) days written notice of termination. The County shall not be required to give Contractor such . 
thirty (30) day written notice if, in the opinion of the County, the Contractor is unable to perform its 
obligations hereunder, or if in the County's opinion, the services being provided are not satisfactory. In 
such case, the County may immediately terminate the Contract by mailing a notice of termination to the 
seller. 

WARRANTIES: 

Bidder will warrant title to all goods sold as provided for in Section 672, Florida Statutes. 

Contractor understands that no amount of work is guaranteed to it nor is the County under an obligation to 
utilize the services of the Contractor in those instances where the work to be performed can be done by 
County personnel or under separate contract. Any work to be performed shall be upon the written request 
of the County Administrator or his representative, which request shall set forth the commencing date of 
such work and the time within which such work shall be completed. 

PERMITS 

The Contractor shall pay for and obtain all necessary permits as required by law. 

ASSIGNMENT 

This contract shall not be assigned or sublet as a whole or in part without the written consent of the 
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County, nor shall the Contractor assign any monies due or to become due to him hereunder without the 
previous writlen consent of the County. 

INDEMNIFICATION 

The Contractor agrees to indemnify and hold harmless the County, its officials, officers and employees, 
from and against any and all liabilities, damages, losses and costs, including, but not limited to reasonable 
atlorney's fees, to the extent caused by the negligence, recklessness, or intentional wrongful misconduct 
of the Contractor and persons employed or utilized by the Contractor in the performance of this 
agreement. 

The County may, at its sole option, defend itself or required the Contractor to provide the defense. The 
Contractor acknowledges that the sum of ten dollars ($10.00) of the amount paid to the Contractor 
constitutes sufficient consideration for the Contractor's indemnification of the County, its officials, officers 
and employees. 

It is understood that the Contractors responsibility to indemnify and defend the County, it officials, officers 
and employees is limited to the Contractors proportionate share of liability caused by the negligent acts or 
omissions of the Contractor, its delegates, agents or employees. 

BID CHECKLIST: 

Please submit the items on the following list AND any other items required by any section of this invitation 
for bids. The checklist is provided as a courtesy and may not be inclusive of all items required within this 
invitation for bids. 

Completed Bid Response Sheet with Manual Signature 
Affidavit Immigration Laws 
Minority/Women Business Enterprise Participation Plan/Good Faith Statement 
Identical Tie Bid Statement 
Insurance Certification Form 
Contractor's Business Information Form 
Non Collusion Affidavit 
Certification/Debarment Form 
Applicable Licenses/Registrations 
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BID RESPONSE SHEET 

The Board of County Commissioners, Leon County, reserves the right to accept or reject any and/or all 
bids in the best interest of Leon County. 

Wendi W. Sellers 
Purchasing Director 

Akin S. Akinyemi 
Chairman 

This proposal is submitted by the below named firm/individual by the undersigned authorized 
representative. 

(Firm Name) 

BY 
(Authorized Representative) 

(Printed or Typed Name) 

ADDRESS 

TELEPHONE 

FAX 

ADDENDA ACKNOWLEDGMENTS: (IF APPLICABLE) 

Addendum #1 dated _____ Initials 

Addendum #2 dated _____ Initials 

Addendum #3 dated _____ Initials 

BASE BID: 
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The Board of County Commissioners, Leon County, reserves the right to accept or reject any and/or all 
bids in the best interest of Leon County. 

Kim Dressel 
Purchasing Director 

Akin S. Akinyemi 
Chairman 

This proposal is submitted by the below named firm/Individual by the undersigned authorized 
representative. 

BY 

(Printed or Typed Name) 

ADDRESS 1131 DADE STREET 

QUINCY, FL. 32351 

TELEPHONE 888-875-1471 

FAX A++ 

ADDENDA ACKNOWLEDGMENTS: (IF APPLICABLE) 

Addendum #1 dated 23 MAY 2012 Initials SW 
Addendum #2 dated 11 JUNE 2012 Initials SW 

BASE BID: ~~ 79'£ L(z.2., 00 

Alternate #1 $4/:y '170. "'~ 
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MINORITY AND ENTERPRISE (MWBE) PARTICIPATION PLAN FORM 

Respondent: ---

All respondents, including Minority Business Enterprises (MBEs) and Women Business Enterprtses 
(WBEs), shall complete and submit this MIWBE Participation Plan with their proposal. Through 
submission of its bid/proposal, Respondent certifies, acknowledges and agrees that the Participation Level 
and the Good Faith Efforts herein designated are accurate and true; and, that the Individual whose manual 
signature is on this submission is duly authorized on behalf of the respondent to make such certification. 

For the purposes of MWBE participation on Leon County projects, the following definition applies: 

"Certified Minority Business Enterprise (MBE) and Women Business Enterprise (WBE)" are 
firms certified by Leon County or the City of Tallahassee. Some firms with MBE or WBE 
certification by the State of Florida may be accepted under a reciprocal agreement but, those 
from other governmental organizations are not accepted by Leon County" 

DIRECTIONS: Each respondent must designate In Section 31ts level of MWBE participation. lfthe 
aspiratlonal targets are not met or exceeded, Section 2 must be completed. All Respondents are 
to list subcontractors as appropriate in Sections 3 and 4. 

SECTION 1 • ASPIRATIONAL TARGET FOR M/WBE PARTICIPATION 

The aspirational target for this project Is: 

The following i 
Women, and 
contractor has 
unqualified 
Good Faith 

1. 

that 

0 

; 

o b. Documented that the bidding Prime Corlfra,r:for orovld••d 
and/or WBE subcontractors to respond to bid opportunities, IOCIUOIClg 
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scheduleltime frame used to obtain bids from M BE and WBE Vendors as applicable to the 
aspirational Target. 

o c. Contacted the MWSBE Division for a listing of available MWBEs who provide the services 
needed for the bid or proposal. 

o d. Contacted MBEs and/or WBEs who provide the services needed for the bid or proposal. 

o e. Documented follow-up telephone calls with potential M/WBE subcontractors seeking 
participation. 

o f. Allowed potential MIWBE Subcontractors to review bid specifications, blueprints and all 
other Bid/RFP related ~ems at no charge to the MIWBEs. 

o g. Contacted the MWSBE Division, no less than five (5) business days prior to the Bid/RFP 
deadline, regarding problems the with respondent is having In achieving and/or reaching 
the aspirational targets. 

o h. Other documentation indicating their Good Faith Efforts to meet the aspirational targets. 
Please provide details below. 

2. Prime contractors will negotiate in good faith with interested MWSBE's, not rejecting a MWSBE as 
unqualified or unacceptable without sound business reasons based on a through investigation of their 
capabilities. The basis for rejecting any MWBE deemed unqualified or unacceptable by the Prime 
Contractor shall be included in the Good Faith Effort documentation. The Prime Contractor shall 
not impose unrealistic conditions of performance on MWSBE's seeking subcontracting opportunities. 

3. Leon County reserves the light to request supporting documentation as evidence of good faith efforts 
indicated above at any time. Failure to provide supporting documentation when requested shell deem 
your bid/proposal as non-responsive. 

PARTICIPATION PLAN FORM continued on following pages. 
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SECTION 3- RESPONDENT'S PROPOSED MWBE PARTICIPATION 

Respondent shall complete the following Table identifying each certified MWBE firm they intend to use on this project. Attach additional sheets as 
necessary. 

(Requires Leon County or 
City of Tallahassee MWBE 
certification) 1 

Address 
(Must be in Leon, 

Gadsden, Jefferson or 
Wakulla Counties, Fl 

Telephone 
Number 

Group' 
(B,A, H, 
N, F) 

Amount of 
MWBE 

Participation 

y=-_JII~~'""· tlf? 

t;,, 

Total MWBE Participation $ 

~6. r~t. ?.Q. 
'Certification -Attach and submit a copy of each MBE and WBE certification with the proposal. 

MBE Participation % 
WBE Participation % 

(MBE or WBE Participation.$ 
-.-_ < I '""'--' -~ 

'Ethnic Grcuo- Use following abbreviations- for MBE's: African American (B); Asian American (A); Hispanic American (H); and Native 

22 

/1-S":Z 
. /0.1/.: 

"lJ ~~ 
ID <C ID 
"' rnn 
romw3 
.j:t.~Oim 
S.Q:S.:a 
__,_ ....... 01~ 
<CillO-"-
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SECTION 4- NON-MWBE SUBCONTRACTORS 

Respondent shall complete the following Table identifying non-MBE's or WBE's subcontractors it anticipates utilizing on the project. 

Non-MBE and WBEintended Utilization 
Firm's Name Arm's Address I Firm's I Total Dollar 

Phone# Amount 
Type on3ervlcetoProvide 

a.~ ~&. #JI.d-C-. 
b. n J.. un r CJW\A J LVJ'iAJ\ ~Co-~ ~ r 

c1 hr J l Ji~.,ft'A f,.\. ., EFZ-5 
d~ ru:: . ..,. ."' ~a:r:,~ . 
e. vo v u 
f. 

g. 

h. 

i. 
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-u ~~ 
m "'m "' "n Cllmw3 
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EQUAL OPPORTUNITY/AFFIRMATIVE ACTION STATEMENT 

1. The contractors and all subcontractors hereby agree to a commitment to the principles and practices 
of equal opportunity in employment and to comply with the letter and spirit of federal, state, and local 
laws and regulations prohibiting discrimination based on race, color, religion, national region, sex, age, 
handicap, marital status, and political affiliation or belief. 

2. The contractor agrees to comply with Executive Order 11246, as amended, and to comply with specific 
affirmative action obligations contained therein. 

Signed: 
) 

Title: /V.P. 

Firm: 

Address: 

24 
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IDENTICAL TIE BIDS 

Preference shall be given to businesses with drug-free workplace programs. Whenever two or more bids 
which are equal with respect to prlce, quality, and service are received by the State or by any political 
subdivision for the procurement of commodities or contractual services, a bid received from a business that 
certifies that it has implemented a drug-free workplace program shall be given preference in the award 
process. Established procedures for processing tie bids will be followed if none of the Ued vendors have a 
drug-free workplace program. in order to have a drug-free workplace program, a business shall: 

1) Publish a statement notifying employees that the unlawful manufacture, distribution. dispensing, 
possession, or use of a controlled substance is prohibited in the workplace and specifying the actions 
that will be taken against employees for violations of such prohibition. 

2) Inform employees about the dangers of drug abuse in the workplace, the business's policy of 
maintaining a drug-free workplace, any available drug counseling, rehabilitation, and employee 
assistance programs, and the penalties that may be imposed upon employees for drug abuse violations. 

3) Give each employee engaged in providing the commodities or contractual services that are under bid 
a copy of the statement specified in subsection (1). 

4) In the statement specified in subsection (1 ), notify the employees that, as a condition of working on the 
commodities or contractual services that are under bid, the employees will abide by the terms of the 
statement and will notify the employer of any conviction of, or plea of guilty or nolo contendere to, any 
violation of chapter 893 or of any controlled substance law of the United States or any state, for a 
violation occurring in the workplace no later than five (5) days after such conviction. 

5) Impose a sanction on, or require the satisfactory participation in a drug assistance or rehabilitation 
program if such is available in the employee's community, by any employee who is so convicted. 

6) Make a good faith effort to continue to maintain a drug-free workplace through Implementation of this 
section. 

As the person authorized to sign the statement, I certify the following: 

(Check one and sign in the space provided.) 

_X _____ This firm complies fully with the above requirements: 

------.This firm does not have a drug free work place program at this time. 

V.P. 
Bidder'S SIGNATURE TITLE 
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CONTRACTOR'S BUSINESS INFORMATION 

COMPANY INFORMATION 

Name: 

Street Address: 1131 DADE STREET 

City, State, Zip: QUINCY, FL. 32351 

Taxpayer ID Number: 59-3026130 

Telephone: 888-875-1471 Fax: 850-627-9673 

Trade Style Name: SAME AS ABOVE 

TYPE OF BUSINESS ORGANIZATION (check one) 

Sole Proprietorship Limited Liability Company 

General Partnership Joint Venture 

Limited Partnership Trust 

Corporation Other (specify) 

[v"] Sub-chapterS Corporation 

State of lncorporatlon:_F_L_O_R_I_D_A _____ Date Established:._1_9_9_0 ______ _ 

AUTHORIZED SIGNATORIES/NEGOTIATORS 

The Bidder represents thatthe following persons are authorized to sign and/or negotiate contracts and related 
documents to which the bidder will be duly bound: 

Name Title Telephone E-Mail 

SCOTT WATSON VICE PRESIDENT 875-1471 SW@CSI-CONTRACTING.COM 

NORMAN MCMILLAN VICE PRESIDENT 875-1471 NM@CSI-CONTRACTING:COM 

SABRINA MCMILLAN PRESIDENT 875-1471 SM@CSI-CONTRACTING.COM 

FLORIDA CONSTRUCTION INDUSTRIES LICENSING BOARD 

Please provide the following Information for all licenses required by Florida statutes of the Prime Contractor 
for the performance of the work in this project. 

Primary Licensee: W. NORMAN MCMILLAN 

license Type: CERTIFIED GENERAL CONTRACTOR 

license Number: CGC-1513092 I Expiration Date: AUGUST 2012 

Qualified Business License (certificate of authority) number: 060010122 

Alternate Licensee: WILLIAM N. MCMILLAN JR. 
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License Type: CERTIFIED GENERAL CONTRACTOR 

License Number: CGC 060133 I Expiration Date: AUGUST 2012 
Bidder may use additional. sheets to provide infonnation for all applicable licenses and shall provide copies 
of each license as a part of the bid submittal. 

LIST COMPANIES FROM WHOM YOU OBTAIN SURETY BONDS 

Suretv Company 1 

Company Name BB&T/LANDRUM-YAEGER 

Contact's Name CHIP CAMPBELL 

Telephone 850-386-2143 

Fax 1-888-328-1326 

Address 33758 CAP. CIRCLE N.E. TALLAHASSEE, FL. 32308 

Surety Company 2 

Company Name N/A 

Contact's Name 

Telephone 

Fax 

Address 

Present Amount of Has your application for surety During the past 2 years, have you been 
Bonding Coverage ($): bond ever been declined? (If charged with a failure to meet the claims 

6-8 MIL. yes, please provid~ detafled of your subcontractors or suppliers? (II 
information on reverse) yes, please provided detailed information on 

reverse) 

[l}Jo DYes l{}lo DYes 

THE UNDERSIGNED, A DULY AUTHORIZED OFFICER OR EMPLOYEE, HEREBY CERTIFIES THAT THE 
ABOVE INFORMATION IS TRUE AND CORRECT AND HAS HEREUNTO SET HIS SIGNATURE 

THIS 19 OAYOF JUNE 2012. 

By: w~ -Title: V.P. / --------------
Printed Name and Title: SCOTT WATSON, VICE-PRESIDENT 
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Bid Title: Bank of America Building, Stairwell, Elevator Shaft &General Bulldmg Pressur~zat1on 
Bid No: BC-06-12-12-66 
Opening Date: June 12, 2012 at 2:00PM 

NON-COLLUSION AFFIDAVIT 

The undersigned being first duly sworn as provided by law, deposes and says: 

1. This Affidavit is made with the knowledge and Intent that it is to be filed with the Board of County 
Commissioners, Leon County, Florida and that it will be relied upon by said County, in any consideration 
which may give to and any action it may take with respect to this Proposal. 

(Name of Individual, etc.) 

a CORPORATION , tormedunderthelawsof FLORIDA 
--~--~~--~----- ~~~~~----------(Type of Business) (State or Province) 

of which he is VICE-PRESIDENT 
(Sole Owner, partner, president, etc.) 

3. Neither the undersigned nor any other person, firm or corporation named in above Paragraph 2, nor 
anyone else to the knowledge of the undersigned, have themselves solicited or employed anyone else 
to solicit favorable action for this Proposal by the County, also that no head of any department or 
employee therein, or any officer of Leon County, Florida is directly interested therein. 

4. This Proposal is genuine and not collusive or a sham; the person, firm or corporation named above in 
Paragraph 2 has not colluded, conspired, connived or agreed directly or indirectly with any bidder or 
person, firm or corporation, to put in a sham Proposal, or that such other person, firm or corporation, 
shall refrain from bidding, and has not in any manner, directly or indirectly, sought by agreement or 
collusion, or communication or conference with any person, firm or corporation, to fix the prices of said 
proposal or proposals of any other bidder; and all statements contained in the proposal or proposals 
described above are true; and further, neither tine undersigned, nor the person, firm or corporation 
named above in Paragraph 3, has directly or indirectly submitted said proposal or the contents thereof, 
or divulged information or data relative thereto, to any association or to any member or agent thereof. 

AFFIANT'S TITLE 

TAKEN, SWORN AND SU/IBED TO BEFORE ME this~ Day of JUNE ,20_!3_. 

Personally Known Or Produced Identification---------~ 

Type of Identification -----(__...,...-..=1-!~"-----'"<---t-1---¥•-----

l ""'"'"'"' 
(Print, Type or Stamp Commissioned Name of Notary Public) 
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Bid Title: Bank of America Building, Stahwell, Elevator Shaft &General Building Pressurization 
Bid No: BC-06·12-12-66 
Opening Date: June 12, 2012 at 2:00 PM 

INSURANCE CERTIFICATION FORM 

To indicate that Bidder/Respondent understands and is able to comply with the required insurance, as stated 
in the bid/RFP document, Bidder/Respondent shall submit this insurances sign-off form, signed by the 
company Risk Manager or authorized manager with risk authority. 

A. Is/are the insurer(s) to be used for all required insurance (except Workers' Compensation) listed by Best 
with a rating of no less than A: VII? 

0 NO 

Commercial General 
Liability: 

Business Auto: 

Indicate Best Rating: 
Indicate Best Financial Classification: 

Indicate Best Rating: 
Indicate Best Financial Classification: 

A<+ 

A++ 

... ·-
1. Is the insurer to be used for Workers' Compensation insurance listed by Best with a rating of no less 

than A:V/1? 

[{}es 0 NO 

Indicate Best Rating: A+• 

Indicate Best Financial Classification: "'A.-.--
If answer Is NO, provide name and address of insurer: 

N/A 

2. Is the Respondent able to obtain insurance in the following limits (next page) as required for the 
services agreement? 

0 NO 

Insurance will be placed with Florida admitted insurers unless otherwise accepted by Leon County. Insurers 
will have A.M. Best ratings of no less than A:VII unless otherwise accepted by Leon County. 

Required Coverage and Limits 

The required types and limits of coverage for this bid/requestforproposals are contained within the solicitation 
package. Be sure to carefully review and ascertain that bidder/proposer either has coverage or will place 
coverage at these or higher levels. 

29 

Page 829 of 959 Posted at 9:00 p.m. on September 11, 2012



Attachment #1 
Page 43 of 50 

Exhibit B 
Page 12 of 19 

Bid Title: Bank of America Building, Stairwell, Elevator Shaft &General Building Pressurization 
Bid No: BC-06-12-12-66 
Opening Date: June 12, 2012at2:00 PM 

Required Policy Endorsements and Documentation 

Certificate of Insurance will be provided evidencing placement of each Insurance policy responding to 
requirements of the contract. 

Deductibles and Self-Insured Retentions 

Any deductibles or self-insured retentions must be declared to and approved by the County. At the option of 
the County, either: the insurer shall reduce or eliminate such deductibles or self-insured retentions as respects 
the County, its officers, officials, employees and volunteers; or the Contractor shall procure a bond 
guaranteeing payment of losses and related investigations, claim administration and defense expenses. 

Endorsements to insurance policies will be provided as follows: 

Additional insured (Leon County, Florida, tts Officers, employees and volunteers)
General Liability & Automobile Liability 

Primary and not contdbuting coverage
General Liability & Automobile Liability 

Waiver of Subrogation (Leon County, Florida, its officers, employees and volunteers)- General Liability, 
Automobile Liability, Workers' Compensation and Employer's Liability 

Thirty days advance written notice of cancellation to Countv • General Liability, 
Automobile Liability, Worker's Compensation & Employer's Liability. 

Please mark the appropriate box: 

Coverage is in place 0 Coverage will be placed, without exceptio~ I' I 

The undersigned declares under penalty of perjury that all ofthe above insurer information is true and correct. 

Name SCOTT WATSON Signature ~ 
Typed or Printed / 

Date 19 JUNE 2012 Title V.P 
(Comp"a""ny""R"'Is"'k"'M"'a:::na""g"e::-r o"r7M;:a""na"g"er"w::;;lt"'h"R"Is"'k A7u::;;lh:-:o::;rlty"'):---
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Bid Title: Bank of America Building, Stairwell, Elevator Shaft &General Building Pressurization 
Bid No: BC-06-12-12-66 
Opening Date: June 12, 2012 at 2:00PM 

CERTIFICATION REGARDING 
DEBARMENT, SUSPENSION, 

And OTHER RESPONSIBILITY MATTERS 
PRIMARY COVERED TRANSACTIONS 

1) The prospective primary participant certifies to the best of its knowledge and belief, that it and its 
principals: 

a) Are not presently debarred, suspended, proposed for debarment, declared ineligible, or voluntarily 
excluded from covered transactions by any Federal department or agency; 

b) Have not within a three-year period preceding this been convicted of or had a civ" judgement 
rendered against them for commission of fraud or a criminal offense in connection wHh obtaining, 
attempting to obtain, or performing a public (Federal, State or local) transaction or contract under 
a public transaction; violation of Federal or State antitrust statues or commission of 
embezzlement, theft, forgery, bribery, falsification or destruction of records, making false 
statements, or receiving stolen property; 

c) Are not presently indicted for or otherwise criminally or civilly charged by a governmental entity 
(Federal, State or local) with commission of any of these offenses enumerated in paragraph (1)(b) 
of this certification; and 

d) Have not wHhin a three-year period preceding this application/proposal had one or more public 
transactions (Federal, State or local) terminated for cause or default. 

2) Where the prospective primary participant Is unable to certify to any of the statements in this 
certification, such prospective participant shall attach an explanation to this proposal. 

3) No subcontract will be issued for this project to any party which is debarred or suspended from 
eligibility to receive federally funded contracts. 

~ 
Si§nature 

/V.P 
Title 

Contractor/Firm 

1131 DADE STREET I QUINCY, FL. 32351 
Address 
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Bid Title: Bank of America Building, Stairwell, Elevator Shaft &General Building Pressurization 
Bid No: ec-os-12-12-66 
Opening Date: June 12, 2012 at 2:00PM 

CERTIFICATION OF TRADES WORK 

This bid has an asplrational trade contractor work target of 85 percent of the dollar value of trade 
contractor work with local businesses unless the bidder provides proof to the County's satisfaction, that 
the trade contractor work is not available locally with the leon, Gadsden, Wakulla or Jefferson County 
area. 

The following definitions shall apply for purposes of this section: 

a. "local business" shall mean a business which has had a fixed office or distribution point located in 
and having a street address within leon, Gadsden, Wakulla, or Jefferson County for at least six (6) 
months immediately prior to the issuance of the request for competitive bids or request for proposals 
by the County. 

b. The term "trade contractor" shall mean a subcontractor who contracts with the prime contractor and 
whose primary activity is performing specific activities (e.g., pouring concrete, masonry, site 
preparation, framing, carpentry, dry wall installation, electrical, plumbing, painting) in a construction 
project but is not responsible for the entire project. 

The successful contractor, at the time of development of the project schedule of values, shall provide a 
listing ofthe trade contractor work to be performed. As the project progresses, the names of the trade 
contractors performing the work and the dollar value and percentage participation of each shall be 
provided in a manner to be prescribed by the County. 

The Bidder shall complete the following section designating the commitment to trade contractor 
participation for this project. If the aspirational target of 85 percent of the dollar value of trade contractor 
work cannot be met, the Bidder shall provide such information necessary to establish that the work is not 
available from local trade contractors. 

I v" !Bidder agrees to engage not less than 85 percent of the dollar value of trade contractor work with 
local businesses. 

o Bidder agrees to engage not less than ___ percent of the dollar value of trade contractor work 
with local businesses and has explained why the aspirational target cannot be met. 

The undersigned is an authorized signatory for the bidder and understands that the commitment made 
herein shall be a contractual provision of the for the successful contractor and, further, that if bidder 
is the successful contractor all will be done in an accurate and timely manner. 

·BY 
(Authorized Representative) 

SCOTT WATSON 
(Printed or Typed Name) 

DATE' 19 JUNE 2012 
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LOCAL VENDOR CERTIFICATION 
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Exhibit B 
Page 15 of 19 

The undersigned, as a duly authorized representative of the vendor listed herein, certifies to the best of his/her knowledge 
and belief, that the vendor meets the definition of a "Local Business." For purposes of this section, "local business" shall 
mean a business which: 
a) Has had a fixed office or distribution point located In and having a street address within Leon, Gadsden, Wakulla, or 

Jefferson County for at least six (6) months immediately prior to the Issuance of the request for competitive bids or 
request for proposals by the County; and 

b) Holds any business license required by Leon County (or one of the other local counties), and, If applicable, the City of 
Tallahassee; and 

c) Is the principal offeror who is a single offeror; a business which is the prime contractor and not a subcontractor; or a 
partner or joint venturer submitting an offer in conjunction with other businesses. 

Please complete the following in support of the self-certification and submit copies of your County and City business 
licenses. Failure to nrovide the information requested will result in denial of certification as a local business. 

Business Name: 
ffi1l.Ji~~~:~~~,~~~~,~~i;: 

Current Local Address: Phone: 

1131 DADE STREET 875-1471 
QUINCY, FL. 32351 Fax: 

627-9673 
If the above address has been for less than six months, please provide the prior address. 

Length oftime at this address: 

Home Office Address: Phone: 

SAME AS ABOVE 

Fax: 

/) , 

/~6uthorized Representative 
19 JUNE 2012 

Date 

STATE OF FLORIDA 
COUNTY O..;,F;G:::::.A::;D::S~D-E-N~~-

The foregoing instrument was acknowledged before me this " day of JUNE , 20_1f,. 
By sconwATsoN,v.P. , of.:CS=I·CO~NT:::RA::c::.:r:.::'"::::G·c:'":::c::... ---------

(Name of officer or agent, title of officer or agartt) {Name of corporation acknowledging) 
a FLORIDA corporation, on behalf of the corporation . .,!;!.eishe.is persgnallv kngwn.to me 

(State or place of Incorporation) 

or has produced ---------,,.,-=-.,.-,------1r----+~ar-1A! 
(type of Identification) 

Return Completed form with 
supporting documents to: 

Leon County Purchasing Division 
1800·3 N. Blair Stone Road 
Tallahassee, Florida 32308 

Title or Rank 
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Business License for the City of Quincy Number: 263 

License issued to: Concrete Services of Quincy, Inc. 

Operating at: 1131 Dade Street in Quincy, Florida 32351 

Mailing address: 1131 Dade Street 

Quincy, FL 32351 

Doing Business As: Concrete Services of Quincy, Inc. 
The above is hereby Licensed to engage in or manage the business, profession, or occupation of: 

Concrete Contractor Having received the sum of: $25.00 

2012 Issued on: 13-0ct-11 

' 

Authorized Signature 

Issued by the City Clerk for the City of Quincy. Wlid for 2011-2012 fiscal year only. This license will expire on September 30, 2012 

This license is valid for business in the City of Quincy only. The issue of this license does not constitute permission for the use of any property, public or prtvate 

www.myquincy.net "J1 ;;?~ 
"' "' " "' "'0 -.>.~.jl>.3 
<»::r-..lm 
9.Q:9.ia 
............ 01'*1:: 
«>CIIO-'" 
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Bid Title: Bank of America Building, Stairwell, Elevator Shaft &General Building Pressurization 
Bid No: BC.06·12-12·66 
Opening Date: June 12, 2012 at 2:00PM 

AFFIDAVIT CERTIFICATION 
IMMIGRATION LAWS 

Leon County will not intentionally award County contracts to any contractor who knowingly employs 
unauthorized alien workers, constituting a violation of the employment provisions contained in 8 U.S. C. 
Section 1324 A( e) {Section 274a(e) of the Immigration and Nationality Act ("INA"). 

Leon County may consider the employment by any Contractor of Unauthorized Aliens a violation of 
Section 274A(e) of the INA. Such violation by the Recipient ofthe employment provision contained 
in Section 274A(e) of the INA shall be ground for unilateral cancellation of the contract by Leon 
County. 

BIDDER ATTESTS THAT THEY ARE FULLY COMPLIANT WITH ALL APPLICABLE IMMIGRATION 
LAWS (SPECIFICALLY TO THE 1986 TION ACT AND SUBSEQUENT AMENDMENTS). 

Company Name: [ h• ~ f~i~~Jt4~~~l~~{~f~~ 

Signature: ~ Title:_V_._P_. ______ _ 

I 

STATE OF FLORIDA 
COUNTYOF GADSDEN 19 JUNE 12 

Sworn to and subscribed before me this __ dayof ~ ~::LL~_f: 

Personally known / _ _:(__:::::-=Jc~(~~;...;~~l-),..:....:.__:_..!.,-
OTARY PUBLIC 'd 

OR Produced Identification Notary Public- State of 'f101 Q,__ 

{Type of identification) 

The signee of this Affidavit guarantees, as evidenced by the sworn affidavit required herein, the truth and 
accuracy of this affidavit to interrogatories hereinafter made. 

LEON COUNTY RESERVES THE RIGHT TO REQUEST SUPPORTING DOCUMENTATION, 
AS EVIDENCE OF SERVICES PROVIDED, AT ANY TIME. 
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Attachment #1 

THE AMERICAN INSTITUTE OF ARCHITECT89·E~h~it
5

~ 'i?.ge 18 of 19 

AlA Document A310 
Bid Bond 

KNOW ALL MEN BY THESE PRESENTS, THAT WE __,C""S"'-1-"'C""on""tr"'a""ct"'in"'-g,'-'1'-"nc"'-. --------------
1131 Dade Street, Quincy, FL 32351 

as Principal, hereinafter called the Principal, andW "-"'e"'s"-'tf,ie,ld'-"-ln"'s"'ur"'a"'n"'ce"-"C"'o"'m""p"'a'"n"-y---------------
3375-B Capital Circle. NE. Tallahassee, FL 32308 

a corporation duly organized under the laws of the State of __________ O=H,_ _________ _ 

as Surety, hereinafter called the surety, are held and firmly bound unto. Leon County Board of County Commissioners 

1800-3 N. Blair Stone Road, Tallahassee, FL 32308 

as Obligee, hereinafter called the Obligee, in the sum of -'Fwiv-"'e._,_Pe,.r"'c"'en'"t'-'o"'f-"-A'-"m"'o"'u"'n,_t B"'i"'d'-------------
Dollars ($ 5% ), 

-:f;::o7r t;;:h:-:e-:p:-::a-:y=m7e=nt:-:o:-:;f-:w-:;:hc;:ic:;:h-:s:-u-:m:-w=el;;-l a7 n:::d:;-t;::ru:-.l-y7to"'b::-e::-::m-:a::-de-,-:th::-e:-s:-:aid Principal and the said Surety, bind ourselves, our heirs, 
executors, administrators, successors and assigns, jointly and severally, firmly by these presents. 

WHEREAS, the Principal has submitted a bid for BOA Building/Building Pressurization BC-06-12-12-66 

NOW, THEREFORE, if the Obligee shall accept the bid of the Principal and the Principal shall enter into a Contract with 
the Obligee in accordance with the terms of such bid, and give such bond or bonds as may be specified in the bidding or 
Contract Documents with good and sufficient surety tor the faHhful performance of such Contract and for the prompt 
payment of labor and materials furnished in the prosecution thereof, or in the event of the failure of the Principal to enter 
such Contract and give such bond or bonds, if the Principal shall pay to the Obligee the difference not to exceed the 
penalty hereof between the amount specified In said bid and such larger amount for which the Obligee may in good faith 
contract with another party to perform the Work covered by said bid, then this obligation shall be null and void, otherwise 
to remain in full force and effect. 

Signed and sealed this ___ .:..19'-'t'-h ___ day of June 

Westfield Insurance Company 
(Surety) 

AlA DOCUMENT AJIO • BID BOND 0 AlA 0 FEBRUARY 1970 ED. • THE AMERICAN 
INSTITUTE OF ARCHI'fECTS,l735 N.Y. AVE., N.W., WASIIINGTON, D.C. 20006 

2012 

(Seal) 

(1lffe) 

(Seal) 

(rille) 
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Exhibit B 
POWER N~e 1l!l41J71ll22 00 Power Westfield Insurance Co. of Attorney Westfield National Insurance Co. 

Ohio Farmers Insurance Co. 
Westneld Center, Ohio 

CERTIFIED COPY 

Know All Men tW The$s Pr~sents, That WESTFIELD INSURANCE: COMPANY, WESTFII:LD NATIONAL INSU~ANCE COMPANY ana Oli!O 
FARMERS INSURANCE COMPANY,. cor13Qrations, hereinafter referred t(l Individually as a "'Company"' and collet..tlvely as ·companies,~ duly 
organized and oxlstlng undf:".r the IBWS of tho Stale or Ohio, and having lls prlnclpll!ll office In We~tfleld Center, Medlne CoUnty, OhiO,' do by these 
present~ maka •. consntuta and appoint 
B~NJAMfN R. CAMPBELL, WflUAM R- VAN LANDINGHAM, JOINTLY OR SE:VERAUY 

or TAI..LAHASSEE and Slate ot FL lis true Bnd iawfUI Atlorney(s}-ln~Fact, wlth fUll power encJ authority hereby cot1ferred !n 113 name, 
place end stead, to execute, acknowledge and dellver any and 1111 bond~ reaognJzqilces, underlalelngs, or other lnslrumenls or ormtraots of 
surelyship~ ~ -. - ~ - - - - - - .: - _ _ _ _ _ - • ~ ~ • • • . _ • • _ - .. • .. • .. • • • • • ~ • • • _ • . • • • _ • • • • ~ • • _ .- • _ • YWITA'[!ON: ·"tHIS POWER. OF ATTORNEiY CANNOT BE USED T6 EKEOUTE: NOtE GUARANTE~, MORTGAGE DEFICIIS'NCY, MORTGAGE 
GUAJiAN'fE!, o1i BANK DEPOSITORY BONOS. . . 

. . 
and to bind any of th!!! Companlei.s tht:lreby as tUlly and to the same extenf as If such bonds wore $'1Qned by lha President, sealed with the corporate 
$'eal of the appflcabla Company and duly auested by Its Secretary, hereby ratifying and oonnrmlng all that the said Attorney(s)·ln-Fact msy do In 
the premises. Said appointment Is. made under and by authorfly or the roflowlng resolution adoptod by th6 Soerd of Dlrecto~ of each of the 
WESTFIELD INSURANCE COMPANY, WESTFIELD NATIONAL INSURANCe COMPANY and OHIO FARMCRS INSURANCE COMPANY; 

·ae It /t(J:solvect, that the President, any Senior Executlve1 any secretary or any Fidelity & surety Operations Executive ar other Executive s11af1 
be and is hereby vested with run .power end eulllorlty to appoint any one or more suitable persons as Attorney{s)-in~Facl to represent and act for 
and an behalf of the Company subject to the folloWing provJsicms: · . TluJ Anorney-ln·Fac(. may be given full power and authority ror and In the name of and on behelrqf the Company, to execute. acknowledge and .. 
deliver, any and a_JI bonds, recognizances, contracts, agreements of Indemnity and other conditional or Obligatory uno'ert~kings and any and all 
notices and docoumenl5 canceling or terminating the Company-'! liability thereunder, and any :such lnstrumen(s so executed by any such 
Attorney-in-Fact shall be as binding upon the Company as If signed by the President and sealed and attested by the Corporate Secretary."' 

"'Ee It Furlher Re:solved, that the slgnaUJre. of any such deslgllated person ll'ind f,he seal ot the Company heretofore or rrereafter alflxed to any 
power of attorm!ly or any cerunoate relating thereto b:y racslmlla; and any power of attorney or csrtlfl.cate bearing facsimile signatures or facsltnlle 
seal shall be \leHd and binding upon the company With respect to any bond or undertaking to wtllct1 It Is attached." (Each adopted af a meetlng 
held on February 8, 2000), 

• · /11 Wllness Wllereof, WESTFIELD INSURANCE COMPAI~Y, WESTriELD NATlONAL INSURANC~ COMPANY Etnd OHIO FARME!i:S INSU~ANCE 
COMPANY have caused these pre::licnhs to be signed bY tnetr' Senior Execullvs anti their corporate se~:tla to bt~ horeto .artlxed lllls 19111 day of 
MARCH A.D., 2003 . 

' ............... ,.... ...~ ........ ,, Corpo!<ilet;"' o.~~UH-4f.j -..,"'ft. ,,•• \ONAt ''••..-Suals 'Q '~··-·····~c-f" '.- ::-··~:f.. •••••••• :.ft\t,s.''.-. 
Aflhilld ~~-·"' ~ ....... <'" \ /'~······ ···~t? ~\ 
. · (~( .. SEALl'~} H':i SEAL l~i \~ ~J \~ ~l '{'··-..::-......-7 \:::.>· ................ :·:/ 

State or Ohio ·~ ....... ti/' .. ,,,,.,..,7, ...... ·••' 
Coun!}t of Medina ss.; 

, ... •'""'""'•• WESTFIELD INSURANCE COMPANY . /~'!!!~~~~1k:"', WESTFIELD NATIONAl. INSURANCE COMPANY {l!t~r.P.flREiP~\ OHIO FARMERS INS. URANce COMPA:Y . #z ·~1. J ·~c0~' .... \ 1848 •• · § • . ·~. ·· ... ~ .... -·· " ..,::-
'1:...-, ... , ' ••• $' • ' . ~~.,,._,....... By. 

Richard l. Kinnaird, Jr., Senior Executive 
on this 19lh day of MARCH A.D., 2n03 , before me personally came Richard L Kinnaird, Jr. to me khown, who, being by me duty 

sworn, dld depose and say, thai he resides In Medina, Ohio; thi!ll he Is Senior Executive of WESTFIELD INSURANCE COMPANY, WESTFIELD. 
NATIONAL INSURANCE COMPANY and OHIO FARMERS INSURANC~ COMPANY, thE! oompi:mle~ tle:u:;rlbed In and Whtcn executed lhe above 
Instrument; that he knows the seal:::i or said Cdmpanles; that me seals affixed tc said Instrument are su1::h corporate seal-5; th.at they were so affixed 
by order of lhe. aoards of 01r~ctors of said Companies; and that he signed his n.ad/ttne theroiQ b~ ll~es order. ~ 

:~~~:. h~;jf;fiiw ... 
St.'. Of Q

. 
1
,
10 l ~--·::"~ WUIIarn J. KaheUn, A rney at Law, Notary Public 

_1- ,.. 1': My CominlssJon Does .. Not Expire (Sec. 147.03 Ohio Revlsl9d Code] 
County of Medina ss.: ·-. ;... •• -t-' ~ .,.__ '1'-,.. 0 ~ ... • ........ ~ .. ~.~ ........ . 

1, FrSilk A. Carrlnn, Se<:retary or WESTFIElD INSURANCE COMPANY, WESTFIELD NATIONAL INSURANCE COMPANY and OHIO FARME~S 
INSURANCE COMPANY, do hereby ccrtlry lhal the above and foregoing Is a true and corro~t copy of a Power of AttornP..y, executed by s<!lld 
Companies, wfll~ll 15 slilll11 full Ioree and errect; and furthermore, the resoluUon:s of the Bocsrds or Directors, set out In t·he Power of Altorney are 
111 full force and effect. 

Jn Witm.~~s Whereof, 1 have hereunto set" my nand and alrlxed the Seals of said ccirnpanles at WesUield Center, Ohio; this 19th day ·or 
June A.D., 2012 .... -............ .. 

A~~.!~~!.;;." 
. I""'~' - .... Q.,.. !~/ '\c\ 
I~~ SEJU.. j~ I 
\ ~'··~ "" /.f) \. ...... _....... J' 

" .>"' • ......,,..,,..n,_,. 

........ 1 ......... ,, 
, ._••' o€ \0 HAl. flo '•,, 
~·~' .... ······.'1'& •• /5'.····· ····.c.i., 

~·tui \z;. ;u:-, ·SEAL ,,; 

~··~· ............. ···:~1 
-~ ......... :., ........ . 

BPOAC2 (combined) (06-02) 

C..A_j··~ r ~ . SeCITia Frank A. Carrino, ecret . ry 
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`       
 
 RESOLUTION NO.                 
 
 

WHEREAS, the Board of County Commissioners of Leon County, Florida, approved a 
budget for fiscal year 2011/2012; and, 
 

WHEREAS, the Board of County Commissioners, pursuant to Chapter 129, Florida 
Statutes, desires to amend the budget. 
 

NOW, THEREFORE, BE IT RESOLVED, that the Board of County Commissioners of 
Leon County, Florida, hereby amends the budget as reflected on the Departmental Budget 
Amendment Request Form attached hereto and incorporated herein by reference.   

 
Adopted this 18th day of September, 2012.  

 
 

LEON COUNTY, FLORIDA 
 

BY: _________________________ 
 Akin S. Akinyemi, Chairman 

Board of County Commissioners 
ATTEST:  
Bob Inzer, Clerk of the Court 
Leon County, Florida 
 
BY:  _________________________ 
         
 
Approved as to Form: 
Leon County Attorney’s Office 
 
BY:  _________________________ 
Herbert W. A. Thiele, Esq. 
County Attorney 
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No:

Date: 9/18/2012

Current Budget Change Adjusted Budget

Fund Org Acct Prog Title

165 000 399900 000 Appropriated Fund Balance 934,351            791,392    1,725,743             

Subtotal: 791,392    

Current Budget Change Adjusted Budget

Fund Org Acct Prog Title

165 086025 56200 519 BOA Renovations 690,125            791,392    1,481,517             

Subtotal: 791,392    

                        Scott Ross, Director, Office of Financial Stewardship

9/4/2012 Agenda Item Date:

FISCAL YEAR 2011/2012

BUDGET AMENDMENT REQUEST

BAB12040 Agenda Item No:

County Administrator Deputy County Administrator

This amendment appropriates $791,392 in fund balance to provide adequate funding for the building pressurization 
project at the Bank of America building. Funding for this project was contemplated in the FY 2013 capital improvement 
budget. However, due to the timing of the bid award, and taking into consideration the need to address these building 
code related improvements, staff seeks approval of a budget amendment to appropriate fund balance now to move the 
project forward.  

Vincent S. Long Alan Rosenzweig

Request Detail:

Revenues
Account Information

Expenditures
Account Information

Purpose of Request:

Approved By:                              Resolution                             Motion                              Administrator

Group/Program Director

Senior Analyst

X 

BAB12040
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MEMORANDUM

Date: 24 November 2011

To: Bob Tredik/Babette Barnes
       Growth Management

435 North Macomb Street
Tallahassee, FL 32301

       
Project: Leon County Courthouse Annex  (Bank of America Building)

   BFBA Project # 12064

Life/Safety History of the Bank of America/Courthouse Annex
 
The Bank of America was built in 1965-66 and at the time was to tallest, fanciest, state of the art
office building in Tallahassee.  As constructed, it met all current building and life safety codes. 
It should be noted that the building was constructed with an automatic sprinkler system.  Over
the years renovations have been done within the building as tenants expanded, contracted or
moved in our out.  All of these renovations were permitted through COT and met the current
codes at that time.

In late 1999 Leon County purchased the BOA Building and asked our firm to do an assessment
of the building and how it complied with current codes.  The report was prepared and presented
to Leon County Facilities for review.  The major code related items that were noted in the report
included the following:

1 Modify the north and south stair towers so that exiting can occur directly to the outside
on the P2 Level.

2 The north and south stair towers needed to be pressurized for emergency exiting.

3 Add an exit stair on the southeast corner of the parking deck that provides a second
means of egress from all levels of the parking deck

4 Bring public restrooms up to current code requirements.

5 Upgrade exit lighting and signage on all levels.

6 Numerous handicap accessibility issues.
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Upon occupancy by the County the south stair tower was extended to the P2 level as a part of
MIS partially occupying P2.  In the space that the County initially occupied the exit signage and
lighting was upgraded.

In 2002-03 the County planned a major relocation of County Constitutional Officers from the
Courthouse to the Bank of America Building.  The Supervisor of Elections would occupy a
portion of the 1st and P1 Levels.  The Tax Collector would occupy a portion of the 2nd Level. 
The Property Appraiser would occupy all of the 3rd Level and the Clerk of Court would occupy a
portion of the 5th Level.  These moves were planned over several years as space was being
reassigned in the Courthouse for additional courtrooms.

A meeting occurred prior to beginning this work between Carl Morgan, LC Facilities; Ronnie
Spooner, COT Building Inspector; Ben McLin, COT Fire Marshal and myself.  The purpose of
the meeting was to notify the City of the proposed work that the County was planning and to
discuss the life/safety improvements that were reasonable and achievable upgrades within the
existing building.  A copy of the report that BFBA had done several years earlier was presented
and discussed.  The parties agreed that as the County implemented total floor upgrades these
floors would be brought into compliance with current codes. For improvements to partial floors,
renovation of these areas would be brought into compliance to the extent possible.  This
understanding has been in place to the present.

The following is describes the work done by the County to date: 

1 The south stair tower has been extended to the P2 level and opens directly to the
outside.  The County recently reached an agreement with Bank of America to extend the north
stair through their leased space to the P2 Level.  This work has to be funded by the County to be
implemented.  Hopefully it will be in next year’s budget.

2 BFBA has Documents ready to be submitted to COT that pressurize the north and
south stair towers.  This project is funded and ready for implementation.

3 BFBA has prepared Documents that will provide an exit stair in the southeast corner of
the parking deck.  This project was funded several years ago but the funding was canceled at the
beginning of the financial crisis and has not been re-authorized.  

4 The public restrooms have been brought into compliance with current code on Level 3. 
This is the only floor that has been totally renovated.

5 Emergency lighting and signage have been upgraded on Levels P1, P2, 1, 2, 5, 6, 7 and
8, in the areas on these floors where renovations work has been completed.  When renovations
were done to P1 it was determined by the County and COT that the fire control station for the
building would be located in the elevator lobby on P1.  Level 3 has been completely renovated
and meet all the requirements of the code that were achievable, given the existing building. 

The project team believes that pressurizing the elevator shafts, in a similar manner to the
stairwells, will improve the life/safety of the building.  The manner in which the original stair
exiting scheme was derived the means of egress between the two exit stairs has to pass in front
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of the two elevator shafts.  Since we cannot overcome this design feature we believe that
pressurizing the elevator shafts will make this passage safer.  Currently, no standby or
emergency power generator serves the buildings life safety loads.

Our engineer, along with the County Facilities staff has discovered that the fire pump,that came
with the building is wired into the main electrical service.  We are proposing that this be
modified as follows:

1          Modify the pump electrical power supply so that is connected ahead of the main breaker.

2         Connect the pump to the standby power generator.

The County cannot determine the pumping capacity of the fire original fire pump.  The
equipment is at least 46 years old and its reliability is questionable.  Their intent is to replace it
with a new pump.  We are proposing that this pump be wired into the buildings electrical system
as described above.

The County has acquired an emergency generator (250kVA diesel) from a former building tenant
that they intent to power the stairwell and elevator pressurization fans along with emergency
power to one elevator.  The emergency lighting for the entire building is currently served by
battery packs.  We are proposing that this system of providing backup power be allowed to
remain.

Please don’t hesitate to call with any questions.
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CITY HALL 

January 26, 2012 

Kathryn Stivers, LEED AP BD+C 
Project Manager/ Architectural Designer 
Barnett Fronczak Barlowe Architects, LLP 
225 South Adams Street 
Tallahassee, FL 32308 

RE: Bank of America Building 

Dear Ms. Stivers: 

Thank you again for meeting with us on January 17 to discuss the current status and future plans to the 
Bank of America Building located at 315 South Calhoun Street, as related to fire and life safety features. 
We have had an opportunity to review the Memorandum dated November 24, 2011 as well as conduct a 
walk-through of the Bank of America building. This letter is to serve as our position as to the currently 
planned projects as well as to identify the need for future fire and life safety projects. 

Stairwell and Elevator Pressurization- We understand that the north and south stairways will be 
pressurized for emergency exiting as well as the building's elevator shafts. The Department agrees with 
the need for this improvement and recommends immediate action. 

Implementation of the Emergency Generator- Understanding that the current generator in unable to 
supply the necessary power to operate all current and planned fire and life safety features, the Department 
supports using the current generator's capabilities to supply the stairwell/elevator shaft pressurization 
systems as well as emergency power to one elevator. The existing emergency lighting may remain on 
battery packs. Future plans should include upgrading the buildings emergency power options in order to 
supply all required fire and life safety systems. 

Fire Pump- The building's current fire pump is in question as to its ability to provide needed pressures 
and flows as its current design does not allow for accurate testing. Additionally, the current fire pump is 
wired behind the building service panel bringing into question the reliability of power in the event of an 
emergency. It was stated there was a desire to replace the current fire pump and modifY the current fire 
pumps power supply to be ahead of the building services. Based on our evaluation of the current fire 
pump there is an immediate need for testing of the fire pump in accordance with the applicable NFPA 
standards. Ifthe fire pump is not performing to an acceptable level then immediate action to 
replace/repair this pump is necessary. As related to rewiring, as a temporary improvement the 
Department supports moving the power supply ahead of the building service with future plans to include 
providing emergency power to the fire pump. 

Exit Stairs- The memorandum identifies the need for the north stair tower to be modified to open to the 
outside at the P2 level. As well as the addition of an exit stair on the southeast corner of the parking deck 
that provides a second means of egress from all levels of the parking deck. The Department agrees this is 
a necessary modification and should be a priority in future planning. 

JOHN R. MARKS, III ANDREW GILLUM NANCY }.!ILLER MARK l\tUSTIAN GIL D. ZIFFER 

300 South Adams Street 1\layor Commissioner Commissioner Commissioner Commissioner 

Tallahassee, FL 32301-1 731 
850-891-0000 ANITA E THOMPSON JAMES R. ENGLISH GARY HERNDON SAM l\L l\lcCALL 

TDD: 711 • Talgov.com City Manager Cit}' Attorney City Treasurer-Clerk Cit}' Auditor 
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As previously mentioned, our Department conducted a walk-through the building on January 25 for the 
purpose of evaluating the items within the memorandum. During this walk-through several additional fire 
and life safety concerns were identified. These items need immediate attention. 

The following items were noted: 

• Exit signage leading away from closest exit. (Property Appraisers Office- 3rd floor) 

• Stairwell landings need proper labeling/signage 

• Emergency two-way communication system within building needed 

• Elevator mechanical room has only smoke detectors with no sprinkler system in place 

• Perform required inspections and testing for sprinkler system and standpipe systems 

• Secure all protective system OS& Y valves with chains or tamper devices 

As discussed in our meeting, our position remains that as floor and area modifications are made and 
brought to current code, consideration should be given for future planned ftre and life safety projects. 

If you have any questions or need further information please do not hesitate to contact me. 

Sincerely, 

Bill Ekwall 
Division Chief I Fire Prevention 
Tallahassee Fire Department 
327 N. Adams St. 
Tallahassee, FL 32301 

cc: Bob Tredik, Growth Management, City of Tallahassee 
Albert Sessions, Leon County 
Babette Barnes, Plans Review, City of Tallahassee 
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LEON COUNTY PURCHASING DIVISION 
BID TABULATION SHEET 

BC-06-19-12-66 

RFP Title: Bank of America Building, Stairwell, Elevator Shaft & General Building Pressurization Opening Date: Tuesday, June 19, 2012 at 2:00PM 

ltemNendor 

Manual Siqnature 

Addendum # 1 &2 

lmmioration 

MSWBE 

Equal Opportunity 

Tie Bid Form 

Contractor Business 

Non-Collusion 

Insurance Certification 

Certification of Debarment 

Certification of Trades Work 

Bid Bond 

Price Totals: 

Base Bid 

Alternate #1 

No Bid Document 

I 
\!B.s 

've5 

f 

v~s 1./~s U 

, 've<. 
( 

'75&, 8'00-00 
1.f f, ' 17 D. Do 

I 
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LEON COUNTY PURCHASING DIVISION 
BID TABULATION SHEET 

BC-Q6-19-12-66 

RFP r I 8 k f Am . 8 'ld' St . II El t Sh ft & G rte: an o errca Ul 1ng, a1rwe , eva or a en era Ul rng ressurrz I B 'ld' P 'ati on 0 

ltemNendor ~ /l/] M'},. ft AAJ;,. _d) 

Manual Signature Lve:-s 
Addendum # 1 &2 1veJ 
Immigration rva 
MSWBE ~ 
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Contractor Business ve.s 
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Insurance Certification 'vef!. 
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I 
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I 

No Bid Document 
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' 
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BOARD OF COUNTY COMMISSIONERS 
Inter-Office Memorandum 

Date: June 20, 2012 

To: Albert Sessions, Facilities Management Division 

From: Shanea Y. Wilks, MWSBE Director 

Subject: M/WBE Analysis for the Bank of America Building, Stairwell, Elevator Shaft, & General 
Building Pressurization Project (BC-06-19-12-66) 

The MWSBE Division reviewed the M/WBE participation plans forfour ( 4) firms to determine if the 17% MBE and 9% 
WBE Aspirational Targets were achieved for the Bank of America Building, Stairwell, Elevator Shaft, & General 
Buildiug Pressurization Project. CSI Contracting, Inc met the 17% MBE and the 9% WBE Aspirational Targets 

placed iu this bid; therefore, accordiug to policy, no Good Faith Effort form was reqnired. Vause Mechanical 
Contracting, Inc did not meet the M/WBE Aspirational Targets placed iu this bid, but did commit to utiliziug a WBE 

firm at 4.05%. Vause Mechanical Contractiug, Inc. completed the Good Faith Effort form as reqnired. Oliver 
Renovation did not meet the WBE Aspirational Target placed iu this bid, butmetthe MBE Aspirational Target placed 
iu this bid and committed to utiliziug an MBE frrm at 19.24%. Oliver Renovation completed the Good Faith Effort form 

as required. Air Mechanical & Service Corporation did not meet the M/WBE Aspirational Targets placed iu this 
bid, but did commit to utiliziug an MBE frrm at 15.51% and WBE firm at 2.29%. Air Mechanical & Service Corporation 
completed the Good Faith Effort form as reqnired. 

The MIWBE participation for each respondent is as follows: 

CSI Contracting, Inc. -Quincy, FL 
CSI Contracting, Inc. met the MIWBE Aspirational Targets placed iu this bid. The M/WBE frrms listed below are 
the firms CSI Contractiu , Inc. iutends to utilize on this ro ·eel. 

Base Bid 

Name ofM/WBE 

ional Electrical System, Inc. 
Tallahassee, FL 

ne Diambra Landscaping, Inc. 
Tallahassee, FL 

1eld Building Specialties 
Tallahassee, FL 

Race/Gender 

African 
American 

Female 

Female 

Female 

Certifying Agency 

City of Tallahassee 

City of Tallahassee 

Leon County 

City of Tallahassee 

$7 44,422.00 

Goods and 
Services 

Electrical 

Demolition 

$145,575.00 

$21,210.00 

Steel/Crane/Towers $45,018.40 

Door 
Hardware/Closers 

$14,685.30 

19.56% 

2.85~•11! 

6.05~·111 

1.97% 

Total M!WBE Dollars $226,488.70 

M/WBEs 
30.43% 
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Vause Mechanical Contracting, Inc. - Tallahassee, FL 
Vause Mechanical Contracting, Inc. did not meet the M!WBE Aspirational Targets placed in this bid. The WBE firm 
listed below is the Mechanical Inc. on this · 

Race/Gender Agency 
Services 

llahassee Shop, Inc. 
Female City of Tallahassee Structural Steel 

4.05% 

Oliver Renovation - Tallahassee, FL 
Oliver Renovation did not meet the WBE Aspirational Target placed in this bid. The MBE frrm listed below is the 
firm · · · 

Race/Gender Certifying Agency 

City of Tallahassee Electrical 

19.24% 

Air Mechanical & Service Corporation - Tallahassee, FL 
Air Mechanical & Service Corporation did not meet the MIWBE Aspirational Targets placed in this bid. The 
M/WBEf r db! th fi k M hani l&S C .. d T thi . mns tste e ow are e rrms IT ec ca ervtce orporation mten s to utliZe on s proJect. 

Base Bid $938,564.00 

~ Name of MIWBE Race/Gender Certifying Agency Goods and 
Services 

Jackson-Cook 
Tallahassee, FL Female City of Tallahassee Structural Steel $21,500.00 2. 

Professional Electrical System, Inc. African 
City of Tallahassee Electrical $145,575.00 15.51% Tallahassee, FL American 

Total M!WBE Dollars $167,075.00 

Total Percent Utilization of 
17.80% M/WBEs 

-2-
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Regular Meeting & Public Hearing Page 27 

September 18, 2012 

 

 
20. Consideration of Full Board Appointments to the Canopy Road Citizens Committee and 

Tallahassee Sports Council 
 
Canopy Roads Citizens Committee 

 Commissioner Desloge moved, duly seconded by Commissioner Dozier, the 
appointment of Robert Farley to the Canopy Roads Citizen Advisory Committee.  The 
motion carried 6-0 (Commissioner Maddox out of Chambers). 

 
Tallahassee Sports Council 

 Commissioner Sauls moved, duly seconded by Commissioner Dailey, the appointment 
of Tim Randolph to the Tallahassee Sports Council.  The motion carried 6-0 
(Commissioner Maddox out of Chambers). 

 Commissioner Desloge moved, duly seconded by Commissioner Dailey, the 
appointment of Chuck Davis to the Tallahassee Sports Council.  The motion carried 6-
0 (Commissioner Maddox out of Chambers). 

 Commissioner Dailey moved, duly seconded by Commissioner Dozier, the appointment 
of Patti Hilaman to the Tallahassee Sports Council.  The motion carried 6-0 
(Commissioner Maddox out of Chambers).  

 Commissioner Desloge moved, duly seconded by Commissioner Sauls, the 
appointment of Kip West to the Tallahassee Sports Council.  The motion carried 6-0 
(Commissioner Maddox out of Chambers).  

 

 

 

 

 

[Remainder of Page Intentionally Left Blank] 
  



 

Leon County 
Board of County Commissioners 

Cover Sheet for Agenda #20 
 

September 18, 2012 
 
To: 

 

Honorable Chairman and Members of the Board 
  

From: Vincent S. Long, County Administrator 
  

Title: Consideration of Full Board Appointments to the Canopy Roads Citizens 
Committee and Tallahassee Sports Council 

 
 

County Administrator 
Review and Approval: 

Vincent S. Long, County Administrator 

Department/ 
Division Review: 

Alan Rosenzweig, Deputy County Administrator 

Lead Staff/ 
Project Team: 

Christine Coble, Agenda Coordinator 

 
 
Fiscal Impact:  
This item has no fiscal impact to the County. 
 
 
Staff Recommendation:   
Option #1: Make appointments to the Canopy Roads Citizens Committee and Tallahassee 

Sports Council. 
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Title: Consideration of Full Board Appointments to the Canopy Roads Citizens Committee and 
Tallahassee Sports Council 
September 18, 2012 
Page 2 
 

Report and Discussion 
 
Background: 
At its August 23, 2011 meeting, the Board approved the revised process for Advisory Committee 
appointments by having a General Business agenda item written for full Board appointments, 
since those appointments require a majority vote of the Board. 
 
Analysis: 
 
Canopy Roads Citizens Committee (CRCC) 
The CRCC functions as a standing committee that makes recommendations to the City and 
County Commissions on matters related to Canopy Road preservation.  There are nine members: 
four appointed by the Board, four appointed by the City Commission, and one ex-officio, non-
voting member appointed by the Board’s Chairman.  Members should consist of a balance of 
persons who have expertise in fields of forestry, local history, who live along a Canopy Road, or 
who have demonstrated a willingness to serve for the enhancement of the community 
(Attachment #1).  According to the CRCC bylaws, members may not serve more than two 
consecutive three-year terms. 
 
Mr. Christopher Riley was appointed to the CRCC at the Board’s April 24, 2012 meeting to 
replace Ms. Elaine Suber, who had resigned.  A letter of appointment was sent to Mr. Riley; 
however, staff has not been successful in contacting Mr. Riley and he has not attended any 
CRCC meetings (Attachment #2); therefore, an appointment is needed to fill the vacancy, which 
would fill the unexpired term (October 31, 2013).  An applications has been submitted by  
Robert Farley (Attachment #3).  Mr. Eduardo Robles, Chairman of the CRCC, submitted a 
recommendation for Mr. Farley’s appointment (Attachment #4). 
Full Board to make one appointment. 
 
Tallahassee Sports Council (TSC)  
The TSC focuses on the economic benefits of visitor-generating events to support sports tourism 
for the betterment of the Tallahassee-Leon County community.  The TSC provides a fact-finding 
source of community input and technical resources regarding sports tourism-related matters to be 
considered by the Tourist Development Council.  THE TSC consists of 18 members, of which 
six are at-large members to be appointed by the full Board.  Applicants must demonstrate 
experience and interest in aspects of sports within Leon County (Attachment #5).  Currently, 
there are four vacancies on the TSC.  Staff has received applications from Chuck Davis 
(Attachment #6), Patti Hilaman (Attachment #7), Tim Randolph (Attachment #8), Kip West 
(Attachment #9); all applicants are eligible to serve. 
Full Board to make three appointments. 
 
Options:  
1. Make appointments to the Canopy Roads Citizens Committee and Tallahassee Sports 

Council. 
2. Board direction. 
 
Recommendation: 
Option #1. 
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Title: Consideration of Full Board Appointments to the Canopy Roads Citizens Committee and 
Tallahassee Sports Council 
September 18, 2012 
Page 3 
 
Attachments:  
1. Eligibility & Criteria – Canopy Road Citizens Committee (CRCC) 
2. Email from Brian Wiebler regarding CRCC appointment 
3. Application –  Robert Farley (CRCC) 
4. Email from Eduardo Robles, Chairman of the CRCC 
5. Eligibility & Criteria – Tallahassee Sports Council 
6. Application – Chuck Davis (TSC) 
7. Application – Patti Hilaman (TSC) 
8. Application - Tim Randolph (TSC) 
9. Application – Kip West 

 
 
VSL/AR/CC 
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Canopy Roads Citizens Committee 

 PURPOSE: 
1. Function as a standing committee that will make recommendations to the City and County 
Commissions on matters related to Canopy Road preservation. 

2. Assist in coordinating efforts of government, private sector, civic groups and individuals in an effort to 
protect, maintain, enhance and where applicable, re-evaluate Canopy roads.   
 
CREATED BY: 
October 8, 1991- Created as an ad hoc committee 
January 1993 - Made standing committee by City and County Commissions   
 
APPOINTMENTS: 
8 members 
 
4 - BCC 
4 - City Commission 
1 - Chairman appointment (ex -officio)   
 
TERMS: 
Terms expire October 31; Number of terms allowed - Two consecutive three-year terms.   
Vacancies filled for remainder of unexpired term.   
 
ELIGIBILITY CRITERIA: 
Members should consist of a balance of persons who have expertise in fields of forestry, local history, 
who live along a Canopy Road or who have demonstrated a willingness to serve for the enhancement of 
the community.  An ex-officio, non-voting member shall be included from the Apalachee Land 
Conservancy.  Members of other groups may also be included as non-voting, ex-officio members at the 
discretion of the committee (Source: Bylaws approved 7/27/93.) 
   
SCHEDULE: 
Third Monday of every other month (September, November, January, March, May & July) at 6 pm,  
Renaissance Center, 2nd floor, Conference Room 
435 N. Macomb Street 
   
CONTACT PERSON/STAFF: 
Brian Wiebler, Senior Planner 
Planning Dept. 
891-6400 
891-6404 - Fax 
email: wieblerb@talgov.com 
email: 
 
Beth Perrine 
Recording Secretary 
Planning Dept. 
891-6400 
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MEMBERS: 

Taylor-Fischer, Judy  

  

Begin Term: 8/1/2009 
End Term: 8/1/2012  
Type: three years 

Original Date: 9/1/2006 

Appointed by:  
Tallahassee City 
Commission  

Email: 

fisherhood@centurylink.net 

  

Robles, Eduardo  

  

Begin Term: 4/1/2009 
End Term: 8/31/2012  
Type: three years 
  

Original Date: 3/1/2008 
 
Appointed by:  
Tallahassee City 
Commission  

Email:erobles51@yahoo.com 
  

McGrath, Kelly  

  

Begin Term: 2/9/2010 
End Term: 10/31/2012  
Type: three years 

  

Original Date: 2/9/2010 

Appointed by:  
Board of County 
Commissioners 

Email: 

kellyannmcgrath@gmail.com 

  

Frazier, Tabitha  

  

Begin Term: 6/14/2011 
End Term: 10/31/2012  
Type: unexpired term 
  

Original Date: 
6/14/2011 
 
Appointed by:  
Board of County 
Commissioners 
  

Email: 
fraziertabitha@gmail.com 
  

Akinyemi, Akin  
Board of County 
Commissioners 
  

Begin Term: 
12/13/2011 
End Term: 12/31/2012  
Type: one year 
  

Original Date: 
12/13/2011 
 
Appointed by:  
Board of County 
Commissioners 
  

Board liaison 
Email: 
akinyemia@leoncountyfl.gov 
 
 
  

Alvi, Elizabeth  

  

Begin Term: 4/1/2010 
End Term: 8/31/2013  
Type: three years 
  

Original Date: 4/1/2010 
 
Appointed by:  
Tallahassee City 
Commission 
  

Email: 
elizabeth.alvi@dep.state.fl.us 
  

Koos, Mary Anne  

  

Begin Term: 
10/19/2010 
End Term: 10/31/2013  
Type: three years 
  

Original Date: 
2/26/2008 
 
Appointed by:  
Board of County 
Commissioners  

Email: mkoosfl@aol.com 
  

 

*Christopher Riley appointed 4/10/2012; however, unable to contact and did not attend any 
meetings. 
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From:  "Wiebler, Brian T." <Brian.Wiebler@talgov.com> 
To: "Coble, Christine" <CobleC@leoncountyfl.gov> 
CC: "Eduardo Robles <erobles51@yahoo.com> (erobles51@yahoo.com)" 
<erobles51@yahoo.com>, "Bryant, Cherie (Planning)" <Cherie.Bryant@talgov.com>, "Manning, 
Roxanne" <Roxanne.Manning@talgov.com> 
Date:  8/27/12 2:21 PM 
Subject:  CRCC Appointment Request 
 
Christine, 
This is a request to move forward with a new County appointment to the Canopy Road Citizen 
Committee to replace Christopher Riley.  Mr. Riley was appointed by the Board in April 2012 and was 
absent from the regularly scheduled Committee meetings on May 21st and July 16th.  Additionally, I 
have never successfully contacted Mr. Riley.  I have left several voice mails and sent numerous e-mails 
messages to the address provided on his application and he has never responded.  CRCC bylaws call for 
a vacancy to be declared when a member is absent from three consecutive regularly scheduled meetings 
in a given calendar year.  The upcoming September 17th meeting will be the third consecutive absence at 
a regularly scheduled meeting. 
 
A non-participating committee member places a higher burden on the other seven Committee members to 
be available for meetings to ensure that a quorum of five members can be achieved.  Unfortunately, 
during Mr. Riley's term on the Committee we have lost quorum at a regular meeting and a special 
meeting, resulting in delays for the private and public construction projects seeking review by the 
Committee as part of the permitting process. 
 
Anything you can do to help us move forward with appointment of a new member in a timely manner is 
greatly appreciated. 
 
Thank you, 
 
Brian Wiebler 
Senior Planner 
(850) 891-6416 
 

Attachment #2 
Page 1 of 1

Page 855 of 959 Posted at 9:00 p.m. on September 11, 2012



ADVISORY COMMITTEE APPLICATION FOR BOARD APPOINTMENT

It is the applicant’s responsibility to keep this information current.

To advise the County of any changes please contact Christine Coble 

by telephone at 606-5300 or by e-mail at CobleC@leoncountyfl.gov

Applications will be discarded if no appointment is made after two years.

Name: Date: 

Home Phone: Work Phone: Email:

Occupation: Employer:

Preferred mailing location:

Work Address:

City/State/Zip:

Home Address

City/State/Zip:

Do you live in Leon County? If yes, do you live within the City limits?

Do you own property in Leon County? If yes, is it located within the City limits?

For how many years have you lived in and/or owned property in Leon County? years

Are you interested in serving on any specific Committee(s)? If yes, please indicate your preference

Are you currently serving on a County Advisory Committee?

If yes, on what Committee(s) are you a member?

If yes, on what Committee(s) are you a member?

Have you served on any previous Leon County committees?

1st Choice: 2nd Choice:

If not interested in any specific Committee(s), are you interested in a specific subject matter? If yes, please 

note those areas in which you are interested:

If you are appointed to a Committee, you are expected to attend regular meetings.

How many days permonth would you be willing to commit for Committee work?

And for how many months would you be willing to commit that amount of time?

What time of day would be best for you to attend Committee meetings?

(OPTIONAL)  Leon County strives to meet its goals, and those contained in various federal and state laws, of 

maintaining a membership in its Advisory Committees that reflects the diversity of the community.  Although 

strictly optional for Applicant, the following information is needed to meet reporting requirements and attain 

those goals.

Race: Sex: Age: 

Disabled? District:

In the space below briefly describe or list the following:  any previous experience on other 

Committees; your educational background; your skills and experience you could contribute to a 

Committee; any of your professional licenses and/or designations and indicate how long you have 

held them and whether they are effective in Leon County; any charitable or community activities in 

which you participate; and reasons for your choice of the Committee indicated on this Application.  

Robert Farley 16-Feb-2012

(850) 685-0237 (850)580-7864X robert.farley@atkinsglobal.com

LANDSCAPE ARCHITECT ATKINS

Work Address

2639 NORTH MONROE STREET  BUILDING C

TALLAHASSEE FL 32303

394 RIDGELAND RD.

FL 32312

Yes No

Yes No

 5.00

No

No

Canopy Roads Citizens Committee Miccosukee Canopy Road Greenways Citizen's Advisory Committee

2 to 3

6 or more

Day

Caucasian Male  63 

No

I HAVE BEEN ASKED BY AN OUTGOING MEMBER TO APPLY AS A REPLACEMENT BECAUSE OF MY 

TECHNICAL EXPERTISE AND EXPERIENCE IN ARBORICULTURE, LANDSCAPE ARCHITECTURE, AND 

GENERAL CONSTRUCTION.  I AM A CERTIFIED ARBORIST AND STATE REGISTERED LANDSCAPE 

ARCHITECT; PLEASE SEE ENCLOSED RESUME FOR FURTHER DETAILS.

References (you must provide at least one personal reference who is not a family member):

MR. JEFF CASTERName: 850-414-5267Telephone:

605 SUWANNEE STREEET MS 37 TALLAHASSEE, FL 32399Address:

Telephone:

Address:

Name:

TALLAHASSEE

District 3
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Will you be receiving any compensation that is expected to influence your vote, action, or 

participation on a Committee?

IMPORTANT LEGAL REQUIREMENTS FOR ADVISORY COMMITTEE MEMBERSHIP
AS A MEMBER OF AN ADVISORY COMMITTEE, YOU WILL BE OBLIGATED TO FOLLOW ANY 

APPLICABLE LAWS REGARDING GOVERNMENT-IN-THE-SUNSHINE, CODE OF ETHICS FOR PUBLIC 

OFFICERS, AND PUBLIC RECORDS DISCLOSURE.  THE CONSEQUENCES OF VIOLATING THESE 

APPLICABLE LAWS INCLUDE CRIMINAL PENALTIES, CIVIL FINES, AND THE VOIDING OF ANY 

COMMITTEE ACTION AND OF ANY SUBSEQUENT ACTION BY THE BOARD OF COUNTY 

COMMISSIONERS.  IN ORDER TO BE FAMILIAR WITH THESE LAWS AND TO ASSIST YOU IN 

ANSWERING THE FOLLOWING QUESTIONS, YOU MUST COMPLETE THE ORIENTATION PUBLICATION 

www.leoncountyfl.gov/bcc/committees/training.asp BEFORE YOUR APPLICATION IS DEEMED 

COMPLETE.

Have you completed the Orientation? No

Are you willing to complete a financial disclosure form and/or a background check, if applicable? Yes

No

If yes, from whom?

Do you anticipate that you would be a stakeholder with regard to your participation on a Committee?

If yes, please explain.

No

Do you know of any circumstances that would result in you having to abstain from voting on a Committee due 

to voting conflicts? No

Do you or your employer, or your spouse or child or their employers, do business with Leon County? Yes

If yes, please explain.

Do you have any employment or contractual relationship with Leon County that would create a continuing or 

frequently recurring conflict with regard to your participation on a Committee? No

If yes, please explain.

All statements and information provided in this application are true to the best of my knowledge.

Signature: Robert L. Farley

This application was electronically sent: 2/16/2012   2:57:52PM
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August 31, 2012 
 
Vince Long 
County Administrator 
Leon County, Florida 
 
 
Dear Mr. Long: 
 
The Canopy Roads Citizens Committee is again in need of replacing a board member. We 
recently went through this process and once more after reviewing all present possibilities I am 
recommending Mr. Robert Farley of Leon County, Florida to serve in our committee. He is a 
certified arborist and a registered Landscape Architect with many years of experience in the 
field. Mr. Farley will be an asset to our Committee with his personal and professional expertise, 
and his willingness to serve for the enhancement of our community. 
 
Please forward this recommendation to the Board of County Commissioners so they can consider 
the new appointment at their next meeting. 
 
If you have any questions, please do not hesitate in contacting me. 
 
 
Sincerely 

 
 
Eduardo Robles, Chair 
Canopy Roads Citizens Committee 
(850) 412-7052 (w) 
(850) 841-1234 (h) 
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Tallahassee Sports Council 

  Responsibility: 
To focus on the economic benefits of visitor-generating events to support sports tourism for the 
betterment of the Tallahassee-Leon County community. 
 
Provide a fact-finding source of community input and technical resources for use by Staff in 
developing a Staff recommendation regarding a sports tourism-related matter to be considered 
by the Tourist Development Council. Additionally, the Tallahassee Sports Council shall be 
charged with the responsibility of providing essential information to the Tourist Development 
Council regarding potential events, dates/date conflicts, and venue availability of proposed 
sporting events in Leon County. 
   

Created By: 
Originally created in 1989 by hospitality industry and business community 
 
Formally established as focus group by Enabling Resolution, adopted by the Board on February 
28, 2012   

Appointments: 
Eighteen Members consisting of: 
 
One representative from each of the following:: 
1) Florida A&M University, Athletics 
2) Florida A&M University, Campus Recreation 
3) Florida State University, Athletics 
4) Florida State University, Campus Recreation 
5) Board of County Commissioners(Chairman's appointment) 
6) Leon County Division of Parks & Recreation 
7) Leon County School Board 
8) Leon County Schools, Activities & Athletics 
9) Tallahassee Community College Athletics 
10) Tallahassee/Leon County Civic Center 
11) Tallahassee Orthopedic & Sports Physical Therapy  
12) Tallahassee Parks, Recreation, and Neighborhood Affairs 
 
13 - 18) Six at-large members who have demonstrated experience and interest in aspects of 
sports within Leon County to be appointed by the full Board) 
 
Additionally, the Tallahassee Sports Council shall grant emeritus status to volunteer citizens 
who have completed fifteen (15) years of service to the County's sports tourism programs.  
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Terms: 
The At-large committee appointments will be made initially for staggered one-, two-, and three-
year terms; after the initial appointments, all terms will be for three-year terms.  
 
At-large committee appointees may not serve more than three consecutive terms. 
   

Eligibility Criteria: 
Refer to Positions.   

Contact Person/Staff: 
Brian Hickey, Director 
Tallahassee Sports Council 
Leon County Division of Tourism d/b/a Visit Tallahassee 
106 E. Jefferson Street 
Tallahassee, FL 32301 
 
Ph: 850-606-2300 
Fax: 850-606-2304 
 
 Members: 

Horne, Derek  
FAMU Athletics 

  

Begin Term: 
4/10/2012 
Type: unlimited 

  

Original Date: 
4/10/2012

Appointed by:  
Florida A & M  

Notes: Email: 
derek.horne@famu.edu 

  

Carroll, Robert  
Florida A & M 
University 

  

Begin Term: 
4/10/2012 
Type: unlimited 

  

Original Date: 
4/10/2012

Appointed by:  
Florida A & M  

Notes: Email: 
robert.carroll@famu.edu 

  

Chaney, Rob  
Tallahassee 
Community College 

  

Begin Term: 
4/10/2012 
Type: unlimited 

  

Original Date: 
4/10/2012

Appointed by:  
Tallahassee 
Community College  

Notes: Email: 
chaneyr@tcc.fl.edu 
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Waxman, Bernard  
Florida State 
University Athletics 

  

Begin Term: 
4/10/2012 
Type: unlimited 

  

Original Date: 
4/10/2012

Appointed by:  
Florida State 
University  

Notes: Email: 
bwaxman@fsu.edu 

  

Collins, Michael  
FSU - Campus 
Recreation 

  

Begin Term: 
4/10/2012 
Type: unlimited 

  

Original Date: 
4/10/2012

Appointed by:  
Florida State 
University  

Notes: Email: 
mjcollins2@admin.fsu.edu 

  

Crumpler, Dee  
City of Tallahassee 
Parks & Recreation 

  

Begin Term: 
4/10/2012 
Type: unlimited 

  

Original Date: 
4/10/2012

Appointed by:  
Tallahassee City 
Commission  

Notes: Email: 
dee.crumpler@talgov.com 

  

Youngblood, Ronnie  

  

Begin Term: 
4/10/2012 
Type: unlimited 

  

Original Date: 
4/10/2012

Appointed by: 
Jackie Pons 
Leon County School 
School Board  

Notes: Email: 
youngbloodr@leonschools.net 

  

Watson, James  
TOSPT 

  

Begin Term: 
4/10/2012 
Type: unlimited 

  

Original Date: 
4/10/2012

Appointed by:  
Board of County 
Commissioners  

Notes: Email: 
watson@tospt.com 
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Davis, Leigh  
Leon County Parks 
& Recreation 

  

Begin Term: 
4/10/2012 
Type: unlimited 

  

Original Date: 
4/10/2012

Appointed by:  
Board of County 
Commissioners  

Notes: Email: 
davisle@leoncountyfl.gov 

  

Englert, Roger  
Tallahassee-Leon 
County Civic Center 

  

Begin Term: 
4/10/2012 
Type: unlimited 

  

Original Date: 
4/10/2012

Appointed by:  
Board of County 
Commissioners  

Notes: Email: 
renglert@tlccc.org 

  

Bell, Richard  
Leon County School 
Board 

  

Begin Term: 
4/10/2012 
Type: unlimited 

  

Original Date: 
4/10/2012

Appointed by: 
Jackie Pons 
Leon County School 
Board  

Notes: bellr@leonschools.net 

  

Wilcox, Andrew  

  

Begin Term: 
4/10/2012 
End Term: 
4/30/2015  
Type: three years 

  

Original Date: 
4/10/2012

Appointed by:  
Board of County 
Commissioners  

Notes: Email: 
andrewjwilcox@aol.com 

  

Alexander, Judy  

  

Begin Term: 
4/10/2012 
End Term: 
4/30/2015  
Type: three years 

  

Original Date: 
4/10/2012

Appointed by:  
Board of County 
Commissioners  

Notes: Email: 
jalexander98@comcast.net 
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ADVISORY COMMITTEE APPLICATION FOR BOARD APPOINTMENT

It is the applicant’s responsibility to keep this information current.

To advise the County of any changes please contact Christine Coble 

by telephone at 606-5300 or by e-mail at CobleC@leoncountyfl.gov

Applications will be discarded if no appointment is made after two years.

Name: Date: 

Home Phone: Work Phone: Email:

Occupation: Employer:

Preferred mailing location:

Work Address:

City/State/Zip:

Home Address

City/State/Zip:

Do you live in Leon County? If yes, do you live within the City limits?

Do you own property in Leon County? If yes, is it located within the City limits?

For how many years have you lived in and/or owned property in Leon County? years

Are you interested in serving on any specific Committee(s)? If yes, please indicate your preference

Are you currently serving on a County Advisory Committee?

If yes, on what Committee(s) are you a member?

If yes, on what Committee(s) are you a member?

Have you served on any previous Leon County committees?

1st Choice: Tallahassee Sports Council 2nd Choice:

If not interested in any specific Committee(s), are you interested in a specific subject matter? If yes, please 

note those areas in which you are interested:

If you are appointed to a Committee, you are expected to attend regular meetings.

How many days permonth would you be willing to commit for Committee work?

And for how many months would you be willing to commit that amount of time?

What time of day would be best for you to attend Committee meetings?

(OPTIONAL)  Leon County strives to meet its goals, and those contained in various federal and state laws, of 

maintaining a membership in its Advisory Committees that reflects the diversity of the community.  Although 

strictly optional for Applicant, the following information is needed to meet reporting requirements and attain 

those goals.

Race: Sex: Age: 

Disabled? District:

Chuck Davis 05-Sep-2012

(850) 385-8611 (850)717-3120X davis.charles@mail.dc.state.fl.us

IAD COORDINATOR FL DEPT OF CORRECTIONS

Home Address

501 S CALHOUN

TALLAHASSEE FL 32399

3021 HUNTINGTON DRIVE

FL 32308

Yes Yes

No Yes

 29.00

No

No

4 or more

6 or more

Night

Caucasian Male

No

TALLAHASSEE

District 1

In the space below briefly describe or list the following:  any previous experience on other 

Committees; your educational background; your skills and experience you could contribute to a 

Committee; any of your professional licenses and/or designations and indicate how long you have 

held them and whether they are effective in Leon County; any charitable or community activities in 

which you participate; and reasons for your choice of the Committee indicated on this Application.  

BA IN PUBLIC RELATIONS VALDOSTA STATE COLLEGE, BOARD MEMBER GULF WINDS TRACK 

CLUB, COMMITTEE MEMBER YMCA, TMH RIDE FOR HOPE,THOMASVILLE ROAD BAPTIST 

10K,VOLUNTEER TALL TIMBERS, TALLAHASSEE YOUTH TRIATHLON SERIES,CAPITAL CITY 

CHRISTIAN CRUISERS TRACK CLUB, RACE DIRECTOR- CORRECTIONS FOUNDATION DOGGIE DASH 

8K, JEFFERSON COUNTY HUMANE SOCIETY BARKTOBERFEST. VOLUNTEER GUARDIAN AD LITEM.
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Will you be receiving any compensation that is expected to influence your vote, action, or 

participation on a Committee?

References (you must provide at least one personal reference who is not a family member):

BRAD HAMILTONName: 850-893-3453Telephone:

CITY OF TALLAHASSEEAddress:

Telephone:

Address:

Name: ROBERT PEARSON

TALLAHASSEE PODIATRY

IMPORTANT LEGAL REQUIREMENTS FOR ADVISORY COMMITTEE MEMBERSHIP

AS A MEMBER OF AN ADVISORY COMMITTEE, YOU WILL BE OBLIGATED TO FOLLOW ANY 

APPLICABLE LAWS REGARDING GOVERNMENT-IN-THE-SUNSHINE, CODE OF ETHICS FOR PUBLIC 

OFFICERS, AND PUBLIC RECORDS DISCLOSURE.  THE CONSEQUENCES OF VIOLATING THESE 

APPLICABLE LAWS INCLUDE CRIMINAL PENALTIES, CIVIL FINES, AND THE VOIDING OF ANY 

COMMITTEE ACTION AND OF ANY SUBSEQUENT ACTION BY THE BOARD OF COUNTY 

COMMISSIONERS.  IN ORDER TO BE FAMILIAR WITH THESE LAWS AND TO ASSIST YOU IN 

ANSWERING THE FOLLOWING QUESTIONS, YOU MUST COMPLETE THE ORIENTATION PUBLICATION 

www.leoncountyfl.gov/bcc/committees/training.asp BEFORE YOUR APPLICATION IS DEEMED 

COMPLETE.

Have you completed the Orientation? Yes

Are you willing to complete a financial disclosure form and/or a background check, if applicable? Yes

No

If yes, from whom?

Do you anticipate that you would be a stakeholder with regard to your participation on a Committee?

If yes, please explain.

No

Do you know of any circumstances that would result in you having to abstain from voting on a Committee due 

to voting conflicts? No

Do you or your employer, or your spouse or child or their employers, do business with Leon County? No

If yes, please explain.

Do you have any employment or contractual relationship with Leon County that would create a continuing or 

frequently recurring conflict with regard to your participation on a Committee? No

If yes, please explain.

All statements and information provided in this application are true to the best of my knowledge.

Signature: Chuck Davis

This application was electronically sent: 9/5/2012   8:56:37AM
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ADVISORY COMMITTEE APPLICATION FOR BOARD APPOINTMENT

It is the applicant’s responsibility to keep this information current.

To advise the County of any changes please contact Christine Coble 

by telephone at 606-5300 or by e-mail at CobleC@leoncountyfl.gov

Applications will be discarded if no appointment is made after two years.

Name: Date: 

Home Phone: Work Phone: Email:

Occupation: Employer:

Preferred mailing location:

Work Address:

City/State/Zip:

Home Address

City/State/Zip:

Do you live in Leon County? If yes, do you live within the City limits?

Do you own property in Leon County? If yes, is it located within the City limits?

For how many years have you lived in and/or owned property in Leon County? years

Are you interested in serving on any specific Committee(s)? If yes, please indicate your preference

Are you currently serving on a County Advisory Committee?

If yes, on what Committee(s) are you a member?

If yes, on what Committee(s) are you a member?

Have you served on any previous Leon County committees?

1st Choice:Tallahassee Sports Council 2nd Choice:

If not interested in any specific Committee(s), are you interested in a specific subject matter? If yes, please 

note those areas in which you are interested:

If you are appointed to a Committee, you are expected to attend regular meetings.

How many days permonth would you be willing to commit for Committee work?

And for how many months would you be willing to commit that amount of time?

What time of day would be best for you to attend Committee meetings?

(OPTIONAL)  Leon County strives to meet its goals, and those contained in various federal and state laws, of 

maintaining a membership in its Advisory Committees that reflects the diversity of the community.  Although 

strictly optional for Applicant, the following information is needed to meet reporting requirements and attain 

those goals.

Race: Sex: Age: 

Disabled? District:

Patti Hilaman 06-Sep-2012

(850) 570-7215 (850)222-9684X3646 philaman@flcities.com

DEPUTY DIRECTOR FLORIDA LEAGUE OF CITIES, INC.

Work Address

POST OFFICE BOX 1757

TALLAHASSEE FL 32302

2514 MILLSTONE PLANTATION ROAD

FL 32312

Yes No

Yes No

 48.00

No

No

1

6 or more

Day

Caucasian Female  54 

No

TALLAHASSEE

District 4

In the space below briefly describe or list the following:  any previous experience on other 

Committees; your educational background; your skills and experience you could contribute to a 

Committee; any of your professional licenses and/or designations and indicate how long you have 

held them and whether they are effective in Leon County; any charitable or community activities in 

which you participate; and reasons for your choice of the Committee indicated on this Application.  

CHAMBER OF COMMERCE 2000-2006

LEADERSHIP TALLAHASSEE BOARD OF GOVERNORS 2006-2008

LADY T-WOLVES SOFTBALL BOOSTERS - 2011 - PRESENT

CHILES HIGH SCHOOL SOFTBALL BOARD OF DIRECTORS - 2012

25 WOMEN YOU NEED TO KNOW - 2009

TALLAHASSEE JUNIOR LEAGUE - 1993-1995
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Will you be receiving any compensation that is expected to influence your vote, action, or 

participation on a Committee?

References (you must provide at least one personal reference who is not a family member):

MICHAEL SITTIGName: 850-222-9684Telephone:

POST OFFICE BOX 1757Address:

Telephone:

Address:

Name: COMMISSIONER JOHN DAILEY (850) 491-7384

703 LIVE OAK PLANTATION ROAD

IMPORTANT LEGAL REQUIREMENTS FOR ADVISORY COMMITTEE MEMBERSHIP

AS A MEMBER OF AN ADVISORY COMMITTEE, YOU WILL BE OBLIGATED TO FOLLOW ANY 

APPLICABLE LAWS REGARDING GOVERNMENT-IN-THE-SUNSHINE, CODE OF ETHICS FOR PUBLIC 

OFFICERS, AND PUBLIC RECORDS DISCLOSURE.  THE CONSEQUENCES OF VIOLATING THESE 

APPLICABLE LAWS INCLUDE CRIMINAL PENALTIES, CIVIL FINES, AND THE VOIDING OF ANY 

COMMITTEE ACTION AND OF ANY SUBSEQUENT ACTION BY THE BOARD OF COUNTY 

COMMISSIONERS.  IN ORDER TO BE FAMILIAR WITH THESE LAWS AND TO ASSIST YOU IN 

ANSWERING THE FOLLOWING QUESTIONS, YOU MUST COMPLETE THE ORIENTATION PUBLICATION 

www.leoncountyfl.gov/bcc/committees/training.asp BEFORE YOUR APPLICATION IS DEEMED 

COMPLETE.

Have you completed the Orientation? No

Are you willing to complete a financial disclosure form and/or a background check, if applicable? Yes

No

If yes, from whom?

Do you anticipate that you would be a stakeholder with regard to your participation on a Committee?

If yes, please explain.

No

Do you know of any circumstances that would result in you having to abstain from voting on a Committee due 

to voting conflicts? No

Do you or your employer, or your spouse or child or their employers, do business with Leon County? No

If yes, please explain.

Do you have any employment or contractual relationship with Leon County that would create a continuing or 

frequently recurring conflict with regard to your participation on a Committee? No

If yes, please explain.

All statements and information provided in this application are true to the best of my knowledge.

Signature: Patti A. Hilaman

This application was electronically sent: 9/6/2012   3:31:07PM
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ADVISORY COMMITTEE APPLICATION FOR BOARD APPOINTMENT

It is the applicant’s responsibility to keep this information current.

To advise the County of any changes please contact Christine Coble 

by telephone at 606-5300 or by e-mail at CobleC@leoncountyfl.gov

Applications will be discarded if no appointment is made after two years.

Name: Date: 

Home Phone: Work Phone: Email:

Occupation: Employer:

Preferred mailing location:

Work Address:

City/State/Zip:

Home Address

City/State/Zip:

Do you live in Leon County? If yes, do you live within the City limits?

Do you own property in Leon County? If yes, is it located within the City limits?

For how many years have you lived in and/or owned property in Leon County? years

Are you interested in serving on any specific Committee(s)? If yes, please indicate your preference

Are you currently serving on a County Advisory Committee?

If yes, on what Committee(s) are you a member?

If yes, on what Committee(s) are you a member?

Have you served on any previous Leon County committees?

1st Choice: Tallahassee Sports Council 2nd Choice:

If not interested in any specific Committee(s), are you interested in a specific subject matter? If yes, please 

note those areas in which you are interested:

If you are appointed to a Committee, you are expected to attend regular meetings.

How many days permonth would you be willing to commit for Committee work?

And for how many months would you be willing to commit that amount of time?

What time of day would be best for you to attend Committee meetings?

(OPTIONAL)  Leon County strives to meet its goals, and those contained in various federal and state laws, of 

maintaining a membership in its Advisory Committees that reflects the diversity of the community.  Although 

strictly optional for Applicant, the following information is needed to meet reporting requirements and attain 

those goals.

Race: Sex: Age: 

Disabled? District:

Tim  Randolph 05-Sep-2012

(850) 251-9774 (850)922-3332X randolpht@leoncountyfl.gov

DEPUTY SHERIFF LEON COUNTY SHERIFF'S OFFICE

Work Address

P.O. BOX 727

TALLAHASSEE FL 32302

5026 HAMPTON RIDGE AVE.

FL 32311

Yes No

Yes No

 35.00

No

No

4 or more

6 or more

Day

Caucasian Male  46 

No

TALLAHASSEE

District 5

In the space below briefly describe or list the following:  any previous experience on other 

Committees; your educational background; your skills and experience you could contribute to a 

Committee; any of your professional licenses and/or designations and indicate how long you have 

held them and whether they are effective in Leon County; any charitable or community activities in 

which you participate; and reasons for your choice of the Committee indicated on this Application.  

AS A CRIME PREVENTION PRACTIONER/COMMUNITY RELATIONS DEPUTY AND FATHER OF SONS, I 

BRING A UNIQUE PRESPECTIVE TO THE BOARD. I HAVE COACHED SEVERAL SPORTS AND 

UNDERSTAND SOME OF THE PROS AND CONS OF BRINGING SPORTING EVENTS TO 

TALLAHASSEE. I ALSO HAVE MANY RELATIONSHIPS WITH LOCAL BUSINESSES AND RESIDENTS 

WHO ARE RESOURCES THAT COULD BE UTILIZED TO SUPPORT AND PROMOTE EVENTS COMING 

TO THE AREA.

Attachment #8 
Page 1 of 2

Page 867 of 959 Posted at 9:00 p.m. on September 11, 2012



Will you be receiving any compensation that is expected to influence your vote, action, or 

participation on a Committee?

References (you must provide at least one personal reference who is not a family member):

MR. BOB SMITHName: 850-402-7816Telephone:

213 N. MONROE STREETAddress:

Telephone:

Address:

Name: SHERIFF TOM TRAMEL,III  (RET.) 850-228-2519

1017 QUINN COURT

IMPORTANT LEGAL REQUIREMENTS FOR ADVISORY COMMITTEE MEMBERSHIP

AS A MEMBER OF AN ADVISORY COMMITTEE, YOU WILL BE OBLIGATED TO FOLLOW ANY 

APPLICABLE LAWS REGARDING GOVERNMENT-IN-THE-SUNSHINE, CODE OF ETHICS FOR PUBLIC 

OFFICERS, AND PUBLIC RECORDS DISCLOSURE.  THE CONSEQUENCES OF VIOLATING THESE 

APPLICABLE LAWS INCLUDE CRIMINAL PENALTIES, CIVIL FINES, AND THE VOIDING OF ANY 

COMMITTEE ACTION AND OF ANY SUBSEQUENT ACTION BY THE BOARD OF COUNTY 

COMMISSIONERS.  IN ORDER TO BE FAMILIAR WITH THESE LAWS AND TO ASSIST YOU IN 

ANSWERING THE FOLLOWING QUESTIONS, YOU MUST COMPLETE THE ORIENTATION PUBLICATION 

www.leoncountyfl.gov/bcc/committees/training.asp BEFORE YOUR APPLICATION IS DEEMED 

COMPLETE.

Have you completed the Orientation? No

Are you willing to complete a financial disclosure form and/or a background check, if applicable? Yes

No

If yes, from whom?

Do you anticipate that you would be a stakeholder with regard to your participation on a Committee?

If yes, please explain.

No

Do you know of any circumstances that would result in you having to abstain from voting on a Committee due 

to voting conflicts? No

Do you or your employer, or your spouse or child or their employers, do business with Leon County? No

If yes, please explain.

Do you have any employment or contractual relationship with Leon County that would create a continuing or 

frequently recurring conflict with regard to your participation on a Committee? No

If yes, please explain.

All statements and information provided in this application are true to the best of my knowledge.

Signature: Tim Randolph

This application was electronically sent: 9/5/2012   3:58:36PM
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ADVISORY COMMITTEE APPLICATION FOR BOARD APPOINTMENT

It is the applicant’s responsibility to keep this information current.

To advise the County of any changes please contact Christine Coble 

by telephone at 606-5300 or by e-mail at CobleC@leoncountyfl.gov

Applications will be discarded if no appointment is made after two years.

Name: Date: 

Home Phone: Work Phone: Email:

Occupation: Employer:

Preferred mailing location:

Work Address:

City/State/Zip:

Home Address

City/State/Zip:

Do you live in Leon County? If yes, do you live within the City limits?

Do you own property in Leon County? If yes, is it located within the City limits?

For how many years have you lived in and/or owned property in Leon County? years

Are you interested in serving on any specific Committee(s)? If yes, please indicate your preference

Are you currently serving on a County Advisory Committee?

If yes, on what Committee(s) are you a member?

If yes, on what Committee(s) are you a member?

Have you served on any previous Leon County committees?

1st Choice: 2nd Choice:

If not interested in any specific Committee(s), are you interested in a specific subject matter? If yes, please 

note those areas in which you are interested:

If you are appointed to a Committee, you are expected to attend regular meetings.

How many days permonth would you be willing to commit for Committee work?

And for how many months would you be willing to commit that amount of time?

What time of day would be best for you to attend Committee meetings?

(OPTIONAL)  Leon County strives to meet its goals, and those contained in various federal and state laws, of 

maintaining a membership in its Advisory Committees that reflects the diversity of the community.  Although 

strictly optional for Applicant, the following information is needed to meet reporting requirements and attain 

those goals.

Race: Sex: Age: 

Disabled? District:

Kip West 10-Sep-2012

(850) 309-7467 (850)385-2255X kip@eliteteammail.com

OWNER ELITE SPORTING GOODS

Work Address

1854 THOMASVILLE RD.

TALLAHASSEE FL 32303

12017 CEDAR BLUFF TRAIL

FL 32312

Yes No

Yes No

 42.00

No

No

4 or more

6 or more

Day, Night

Caucasian Male  44 

No

TALLAHASSEE

In the space below briefly describe or list the following:  any previous experience on other 

Committees; your educational background; your skills and experience you could contribute to a 

Committee; any of your professional licenses and/or designations and indicate how long you have 

held them and whether they are effective in Leon County; any charitable or community activities in 

which you participate; and reasons for your choice of the Committee indicated on this Application.  

THE COMMITEE POSITION I'M APLLYING FOR IS SPORTS ORIENTED, I WILL LIST SOME OF THE 

EXPERIENCES I HAVE IN THAT PARTICULAR AREA.

1990-PLAYED COLLEGIATELY AT NORTH FLORIDA COMMUNITY COLLEGE

1991-PLAYED COLLEGIATELY AT TALLAHASSEE COMMUNITY COLLEGE

1992-1996 TALLAHASSEE COMMUNITY COLLEGE

BASEBALL HEAD ASSISTANT COACH/RECRUITING COORDINATOR

1993-1996 CLEVELAND INDIANS-ASSOCIATE SCOUT

1996-1998 CLEVELAND INDIANS AREA SCOUT

2004-PRESENT CHAIRES LITTLE LEAGUE/COACH

2007-2008/2011-PRESENT CHAIRES BOARD MEMBER 

2012-PRESENT TALLAHASSEE BABE RUTH EXECUTIVE BOARD

2010-PRESENT TAMAPA BAY RAYS-ASSOCIATE SCOUT

2011-PRESENT NEXT LEVEL BASEBALL ADVISORY BOARD

2012-PRESENT- EASTON SPORTS "AMBASSADOR" BASEBALL COMMITTEE
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Will you be receiving any compensation that is expected to influence your vote, action, or 

participation on a Committee?

References (you must provide at least one personal reference who is not a family member):

BRYAN DESLOGEName: 850-606-5364Telephone:

301 SOUTH MONROE STREET. TALLAHASSEE, FL. 32301Address:

Telephone:

Address:

Name: DEE CRUMPLER 850-933-8690

IMPORTANT LEGAL REQUIREMENTS FOR ADVISORY COMMITTEE MEMBERSHIP

AS A MEMBER OF AN ADVISORY COMMITTEE, YOU WILL BE OBLIGATED TO FOLLOW ANY 

APPLICABLE LAWS REGARDING GOVERNMENT-IN-THE-SUNSHINE, CODE OF ETHICS FOR PUBLIC 

OFFICERS, AND PUBLIC RECORDS DISCLOSURE.  THE CONSEQUENCES OF VIOLATING THESE 

APPLICABLE LAWS INCLUDE CRIMINAL PENALTIES, CIVIL FINES, AND THE VOIDING OF ANY 

COMMITTEE ACTION AND OF ANY SUBSEQUENT ACTION BY THE BOARD OF COUNTY 

COMMISSIONERS.  IN ORDER TO BE FAMILIAR WITH THESE LAWS AND TO ASSIST YOU IN 

ANSWERING THE FOLLOWING QUESTIONS, YOU MUST COMPLETE THE ORIENTATION PUBLICATION 

www.leoncountyfl.gov/bcc/committees/training.asp BEFORE YOUR APPLICATION IS DEEMED 

COMPLETE.

Have you completed the Orientation? No

Are you willing to complete a financial disclosure form and/or a background check, if applicable? Yes

No

If yes, from whom?

Do you anticipate that you would be a stakeholder with regard to your participation on a Committee?

If yes, please explain.

No

Do you know of any circumstances that would result in you having to abstain from voting on a Committee due 

to voting conflicts? No

Do you or your employer, or your spouse or child or their employers, do business with Leon County? Yes

If yes, please explain. THROUGH MY BUSINESS WE DO A MINOR AMOUNT OF BUSINESS WITH COUNTY 

ENTITIES

Do you have any employment or contractual relationship with Leon County that would create a continuing or 

frequently recurring conflict with regard to your participation on a Committee? No

If yes, please explain.

All statements and information provided in this application are true to the best of my knowledge.

Signature: Kip West

This application was electronically sent: 9/10/2012   6:58:57PM
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SCHEDULED PUBLIC HEARINGS, 6:00 P.M. 
 
Chairman Akinyemi reconvened the Board at 6:00 p.m. to conduct the following public 
hearing. 
 
21. Second and Final Public Hearing on Adoption of Final Millage Rates and Final 

Budgets for FY 2012/2013 
 

Pursuant to the attached legal notice, a public hearing was conducted. 
 
Chairman Akinyemi announced that this was the second of two required public 
hearings on the Leon County budget for FY 2012/2013.   He invited those individuals 
who wished to comment on the item to complete a speaker card and submit it to the 
Clerk. 
 
County Administrator Vince Long read the following into the record: 

 The proposed aggregate Millage rate is 8.8144 mills which is equal to the 
aggregate rollback Millage rate of 8.8144 mills. 

 

Speakers: 

 Gary Mahoney, 6019 Ox Bottom Manor Dr., referenced a recent newspaper poll 
which showed 62% of Leon County residents are in opposition to the proposed 
property tax and voiced opposition to a pay increase for County employees.  He 
confirmed with County Administrator Long that County employees (making less 
than a certain amount) did receive a pay adjustment to compensate for the 3% 
retirement contribution.   He also asked the Board to conduct a comparison of top 
County salaries to others in the community with like jobs.     

 Curtis Baynes, 1323 E. Tennessee, emphasized his objections to the increase in the 
millage rate.  He illustrated how taxable valuations have been and will continue to 
be on the decline and asserted the need for more efficiency within County 
government.   

 John Ted Barefield, 2107 Napoleon Bonaparte Dr., strongly protested any type of 
millage increase.   He stated that rather an increase in millage he would rather there 
be a decrease in services or a decrease in County salaries.  He cited foreclosures 
throughout the community and businesses going out of business as an example of 
the poor economy. He suggested that the time allotted for citizen comment be 
expanded from 3 to 4 or 5 minutes.    

 John Gibby, 4887 Gum Road, spoke regarding the Solid Waste and Transfer Station 
budget and wanted to insure that there was monies allocated for the “tire washer” in 
the budget and also monies promised for the holding pond for the neighbors of the 
Transfer Station.  Mr. Gibby provided for the record confirmation received from the 
County’s budget office that the two items were included in the proposed budget.     

 
At the request of Chairman Akinyemi, Deputy County Administrator Alan Rosenzweig 
presented an overview of the 2012/13 budget including cost avoidances and additional 
savings and major elements of the proposed budget.  Highlights of the presentation 
included: 

 The Board has conducted five workshops and a public hearing on the proposed 
budget. 

 The budget has been reduced by 21.6% or over $60 million since FY 2008. 

 The proposed roll back millage rate will generate the same amount of property taxes 
that was generated last year.  The County will not realize any additional revenue.    

 The County has the 7th lowest budget per capita and ranks 3rd lowest in positions 
per capita in the state. 
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 The County has the lowest net budget per capita and the lowest number of positions 
per capita among comparable counties. 

 The proposed Countywide millage rate is 8.3144 mills. 

 The proposed EMS millage rate is 0.5 mills and the Primary Healthcare MSTU is 0.0 
mills. 

 The proposed budget is $223,090,504 which is a reduction of $12.5 million or 5.3%. 
 

Commissioner Desloge moved, duly seconded by Commissioner Dozier, approval of Option 1:  
Adopt Resolution 2012-46, the final FY 12/13 Countywide millage rate of 8.3144.  The 
motion carried 6-1 (Commissioner Proctor in opposition). 
 
Commissioner Desloge moved, duly seconded by Commissioner Dozer, approval of Option 2:  
Adopt Resolution 2012-47, the final FY 12/13 Countywide budget.  The motion carried 6-1 
(Commissioner Proctor in opposition). 

   
Commissioner Desloge moved, duly seconded by Commissioner Dozier, approval of Option 3:  
Adopt Resolution 12-48, the final FY 12/13 Emergency Medical Services MSTU millage rate 
of 0.5000 mills.  The motion carried 7-0.  
 
Commissioner Desloge moved, duly seconded by Commissioner Dozier, approval of Option 4:  
Adopt Resolution 2012-49, the final FY 12/13 Emergency Medical Services MSTU budget.  
The motion carried 7-0. 
 
Commissioner Desloge moved, duly seconded by Commissioner Dozier, approval of Option 5:  
Adopt Resolution 2012-50, the final FY 12/13 Primary Healthcare MSTU millage rate of 
0.0000 mills.  The motion carried 6-1 (Commissioner Proctor in opposition). 
 
Commissioner Desloge moved, duly seconded by Commissioner Dozier, approval of Option 6:  
Adopt Resolution 2012-51 the final FY 12/13 Primary Healthcare MSTU budget.  The motion 
carried 6-1 (Commissioner Proctor in opposition).  

 

 

 

[Remainder of Page Intentionally Left Blank] 
  











































































































































RESOLUTION NO. J Z-48 

WHEREAS, the Board of County Commissioners for the Emergency Medical Services 
Municipal Service Taxing Unit of Leon County, Florida, on September 18, 2012, adopted Fiscal 
Year 2012/2013 final Emergency Medical Services Municipal Service Taxing Unit millage rates 
following a public hearing as required by Florida Statue 200.065; and 

WHEREAS, the Board of County Commissioners for the Emergency Medical Services 
Municipal Service Taxing Unit of Leon County, Florida, held a public hearing as required by 
Florida Statute 200.065; and 

WHEREAS, the gross taxable value for operating purposes not exempt from taxation 
within Leon County has been certified by the County Property Appraiser to the Board of County 
Commissioners for the Emergency Medical Services Municipal Service Taxing Unit of Leon 
County, Florida as $13,213,281 ,226. 

NOW, THEREFORE, BE IT RESOLVED, by the Board of County Commissioners 
for the Emergency Medical Services Municipal Service Taxing Unit of Leon County, Florida, 
that: 

1. The Fiscal Year 2012/2013 final aggregate millage rate is 8.8144 mills (0.5000 mills

Emergency Medical Services MSTU and 8.3144 mills- Countywide), which is equal to the rolled-back rate 
of8.8144 mills. 

2. This resolution shall take effect immediately upon its adoption. 

DULY ADOPTED at a public hearing this the 18th day of September, 2012. 

ATTEST: 
Bob Inzer, Clerk of the Court 
Leon County, Florida 

LEON COUNTY, FLORIDA 

By: ~ f_~ 
~~~~----~~~--~ 

AkinS. Akinyemi, Chairman 
Board of County Commissi ners 
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Cover Sheet for Agenda #21 
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To: 

 

Honorable Chairman and Members of the Board 
  

From: Vincent S. Long, County Administrator 
  

Title: Second and Final Public Hearing for Adoption of the Final Millage Rates and 
the Final Budgets for FY12/13 

 
 
 

County Administrator 
Review and Approval: 

Vincent S. Long, County Administrator 

Department/ 
Division Review: 

Alan Rosenzweig, Deputy County Administrator 

Scott Ross, Director, Office of Financial Stewardship 

Lead Staff/ 
Project Team: 

Timothy Carlson, Sr. Budget Analyst, Office of Management and 
Budget 

 
Fiscal Impact:  
This item has a fiscal impact.  If adopted, the Leon County FY12/13 budget is $223,090,504, 
which includes the Emergency Medical Services budget of $16,276,284. 
 
Staff Recommendation:  
Option #1: Adopt, via attached Resolution, the final FY12/13 Countywide millage rate of 

8.3144 mills (Attachment #1).   
Option #2: Adopt, via attached Resolution, the final FY12/13 Countywide budget  

(Attachment #2). 
Option #3:  Adopt, via attached Resolution, the final FY12/13 Emergency Medical Services 

MSTU millage rate of 0.5000 mills (Attachment #3). 
Option #4:  Adopt, via attached Resolution, the final FY12/13 Emergency Medical Services 

MSTU budget (Attachment #4). 
Option #5: Adopt, via attached Resolution, the final FY12/13 Primary Healthcare MSTU 

millage rate of 0.0000 mills (Attachment #5). 
Option #6: Adopt, via attached Resolution, the final FY12/13 Primary Healthcare MSTU 

budget (Attachment #6) 
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Second and Final Public Hearing for Adoption of the Final Millage Rates and the Final Budgets 
for FY12/13 
September 18, 2012 
Page 2 
 

Report and Discussion 
 
Background: 
Pursuant to Sections 129.03 and 200.065, Florida Statutes, the County Property Appraiser 
certified to the County Budget Officer the taxable value against which taxes may be levied in the 
entire County and in each district in the County in which taxes are authorized by law to be levied 
by the Board.  The certification of property values provided this year was $13,213,281,226, 
approximately $860 million or 6.1% less than the previous year.  In preparing the tentative 
budgets, this certified figure was used as the basis for estimating the millage rates required to be 
levied. 
 
At the July 9, 2012 Board meeting, the Board adopted the 8.3144 Countywide, 0.5000 
Emergency Medical Services MSTU, and 0.0000 Primary Health Care MSTU millage rates for 
the purposes of the statutory Truth-in-Millage (TRIM) public notification process.  These rates 
can not be increased, but only decreased during the public hearing. This Board action approved a 
tentative budget of $223,090,504; approximately $12.5 million less than the prior fiscal year.   
 
On July 30, 2012, the Board advised the County Property Appraiser and the County Tax 
Collector of its proposed millage rates, its rolled-back rates, and the date, time, and place at 
which a public hearing would be held to consider the tentative millage rates and the tentative 
budgets in accordance with Sections 129.03 and 200.065, Florida Statutes.  Subsequently, the 
County Property Appraiser utilized this information in preparing the notice of proposed property 
taxes pursuant to Section 200.069, Florida Statutes.  These notices were then mailed to all 
respective property owners in Leon County. 
 
On September 11, 2012, in accordance with Section, 200.069, Florida Statutes, the Board held a 
public hearing on the tentative millage rates and tentative budgets.  The Board approved tentative 
millage rates: 8.3144 Countywide, 0.50 Emergency Medical Services MSTU and 0.00 Primary 
Health Care MSTU.  These rates can not be increased, but only decreased during the final public 
hearing.  
 
The final budget of $223,090,504 is approximately $12.5 million or 5.3% less than the FY11/12 
budget.  On Saturday, September 15, 2012, the Board advertised, in a newspaper of general 
circulation in the County, its intent to adopt final millage rates and budgets for FY12/13 
(Attachment #7). 
 
Analysis: 
In accordance with Sections 129.03 and 200.065, Florida Statutes, after discussion and public 
comment regarding the final millage rates and budgets, the Board is required to adopt its final 
millage rates prior to adopting its final budgets.  Since the County tentative aggregate millage 
rate was set at the aggregate rolled-back rate by the Board at the July budget workshop, the 
statutory voting threshold for adopting the final budget is a simple majority 4-3 vote. 
 
The final County aggregate millage rate of 8.8144 (Countywide – 8.3144/ EMS - 0.5000) is the 
current year aggregate rolled-back rate.  Under the law, the Board can establish a millage rate 
that enables the collection equal to the prior year revenue. This rate is not considered a tax 
increase and allows the millage to either increase or decrease to offset the change in property 
values.   
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Options:  
1. Adopt, via attached resolution, the final FY12/13 Countywide millage rate of 8.3144 mills 

(Attachment #1).   

2. Adopt, via attached resolution, the final FY12/13 Countywide budget (Attachment #2). 
3. Adopt, via attached resolution, the final FY12/13 Emergency Medical Services MSTU 

millage rate of 0.5000 mills (Attachment #3). 

4. Adopt, via attached resolution, the final FY12/13 Emergency Medical Services MSTU 
budget (Attachment #4). 

5. Adopt, via attached resolution, the final FY12/13 Primary Healthcare MSTU millage rate of 
0.0000 mills (Attachment #5). 

6. Adopt, via attached resolution, the final FY12/13 Primary Healthcare MSTU budget 
(Attachment #6). 

7. Board direction. 
  
  
Recommendation: 
Options #1, #2, #3, #4, #5, #6. 
 
Attachments: 
1. Resolution adopting final FY12/13 Countywide millage rate  
2. Resolution adopting final FY12/13 Countywide budget 
3. Resolution adopting final FY12/13 Emergency Medical Services MSTU millage rate 
4. Resolution adopting final FY12/13 Emergency Medical Services MSTU budget 
5. Resolution adopting final FY12/13 Primary Healthcare MSTU millage rate 
6. Resolution adopting final FY12/13 Primary Healthcare MSTU budget 
7. FY12/13 Tentative Millage Rates and Tentative Budgets September 15, 2012 Newspaper 

Advertisement 
 
  

Options #1 through #6 need to be voted on separately and in the order presented.  Florida law 
requires the Board to address the millage rates before addressing the associated budgets. 
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RESOLUTION NO. ______ 
  
 WHEREAS, the Board of County Commissioners of Leon County, Florida, on 
September 18, 2012, adopted Fiscal Year 2012/2013 final Countywide millage rates following a 
public hearing as required by Florida Statue 200.065; and 
 
 WHEREAS, the Board of County Commissioners of Leon County, Florida, held a public 
hearing as required by Florida Statute 200.065; and  
 
 WHEREAS, the gross taxable value for operating purposes not exempt from taxation 
within Leon County has been certified by the County Property Appraiser to the Board of County 
Commissioners of Leon County, Florida as $13,213,281,226.  
 
 NOW, THEREFORE, BE IT RESOLVED, by the Board of County Commissioners of 
Leon County, Florida, that:  
 
 1. The Fiscal Year 2012/2013 final Countywide aggregate millage rate is 8.8144 mills 
(3.3374 mills – General Fund and 4.9770 mills – Fine and Forfeiture, and 0.5000 – Emergency Medical Services) , 
which is equal to the rolled-back rate of 8.8144 mills. 
  
 2. This resolution shall take effect immediately upon its adoption. 
            
 DULY ADOPTED at a public hearing this the 18th day of September, 2012. 
 
       LEON COUNTY, FLORIDA  
 
       By: _________________________ 
              Akin S. Akinyemi, Chairman 
         Board of County Commissioners 
ATTEST:  
Bob Inzer, Clerk of the Court 
Leon County, Florida 
 
By: _________________________ 
 
Approved as to Form: 
Leon County Attorney’s Office 
 
By: _________________________ 
 Herbert W. A. Thiele, Esq. 
 County Attorney 
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RESOLUTION NO. ________ 
 
 WHEREAS, the Board of County Commissioners of Leon County, Florida, on 
September 18, 2012, held a public hearing as required by Florida Statute 200.065; and 
 
 WHEREAS, the Board of County Commissioners of Leon County, Florida, set forth the 
appropriations and revenue estimate for the final Countywide budget for Fiscal Year 2012/2013, 
attached hereto as Exhibit B, in the amount of $237,901,737. 
 
 NOW, THEREFORE, BE IT RESOLVED, by the Board of County Commissioners of 
Leon County, Florida, that:  
 
 1. The Fiscal Year 2012/2013 final Countywide budget be adopted by fund as it appears 
in the attached Exhibit A.  
  
 2. This resolution shall take effect immediately upon its adoption. 
 
 DULY ADOPTED at a public hearing this the 18th day of September, 2012. 
 
       LEON COUNTY, FLORIDA  
 
       By: _________________________ 
              Akin S. Akinyemi, Chairman 
         Board of County Commissioners 
ATTEST:  
Bob Inzer, Clerk of the Court 
Leon County, Florida 
 
By: _________________________ 
 
Approved as to Form: 
Leon County Attorney’s Office 
 
By: _________________________ 
 Herbert W. A. Thiele, Esq. 
 County Attorney 
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FY 2011 FY 2012 FY 2013 FY 2013 FY 2014 FY 2015 FY 2016 FY 2017
Actual Adopted Requested Budget Planned Planned Planned Planned

Millage Rates
General Countywide 7.8500 7.8500 7.8500 8.3144 8.7724 8.7703 8.7929 8.4767
Primary Healthcare MSTU 0.000 0.000 0.000 0.000 0.000 0.000 0.000 0.000
EMS MSTU 0.500 0.500 0.500 0.500 0.500 0.500 0.500 0.500

General Fund 001 54,888,469 55,667,797 56,012,295 55,030,468 57,389,381 57,970,394 59,031,376 58,999,657

Special Revenue Funds
Supervisor of Elections 060 2,948,011 4,422,746 3,129,968 3,054,968 3,182,245 3,087,315 3,917,479 3,723,292
Transportation Trust 106 11,694,083 12,742,607 13,473,336 13,340,496 13,588,830 14,091,547 14,108,360 14,107,058
Fine and Forfeiture 110 64,620,381 62,375,080 64,301,384 64,002,160 65,813,460 67,664,289 70,151,055 70,226,912
Probation Services 111 2,745,145 2,657,677 2,694,444 2,633,554 2,656,395 2,679,929 2,704,148 2,729,049
Teen Court 114 142,907 149,504 144,302 143,470 144,204 146,965 149,910 152,855
Drug Abuse Trust 116 127,949 51,895 47,770 47,770 48,630 49,685 50,645 51,700
Judicial Programs 117 410,696 477,802 470,918 263,584 264,206 264,964 266,598 268,247
Building Inspection 120 1,210,407 1,193,018 1,206,943 1,200,631 1,209,355 1,218,343 1,227,596 1,237,089
Growth Management 121 3,208,694 3,304,319 3,222,438 3,202,482 3,226,849 3,251,956 3,277,655 3,303,958
Mosquito Control 122 751,014 772,384 -                          -                          -                          -                          -                          -                          
Stormwater Utility 123 3,952,798 5,238,773 5,133,747 5,106,249 5,119,380 5,159,469 5,223,290 5,233,463
SHIP Trust 124 628,791 -                          -                          -                          -                          -                          -                          -                          
Grants 125 4,446,268 693,421 619,741 616,543 617,922 619,342 620,803 622,289
Non-Cntywide Gen. Rev. 126 16,250,882 18,569,598 18,142,911 18,142,911 18,448,146 18,836,934 19,203,064 19,578,693
Grants 127 397,187 -                          60,000 60,000 60,000 60,000 60,000 60,000
9-1-1 Emergency Communication 130 1,919,488 1,311,000 1,173,424 1,170,400 1,179,900 1,188,450 1,197,950 1,207,450
Radio Communication Systems 131 1,202,334            1,036,881 1,065,791 1,065,791 1,093,117 1,121,081 1,140,203 1,140,483
Municipal Services 140 6,018,750 6,884,577 6,653,499 6,616,465 6,737,133 6,860,663 6,985,154 7,112,508
Fire Rescue Services 145 7,208,030 6,937,061 6,937,061 6,394,772 6,394,772 6,394,772 6,394,772 6,394,772
Tourist Development 160 3,146,726 3,999,535 4,353,972 4,203,972 4,362,788 4,534,514 4,713,080 4,898,762
Housing Finance Authority 161 37,052 30,780 30,495 30,495 30,210 29,925 29,925 29,925
Special Assessment. Paving 162 465,265 318,932 332,460 332,460 326,215 288,878 289,051 191,050
Killearn Lakes Units I and II Sewer 164 241,268 237,500 237,500 237,500 237,500 237,500 237,500 237,500
Bank of America Building 165 1,463,673 2,233,575 2,319,458 2,319,458 2,138,254 1,612,430 2,055,386 1,700,567
Huntington Oaks Plaza 166 91,458                 134,886 122,058 251,791 126,844 126,899 126,956 127,015
Subtotal 135,358,833 135,773,551 135,873,620 134,437,922 137,006,355 139,525,850 144,130,580 144,334,637

Debt Service Funds
Series 2003A & 2003B 211 954,758 955,280 954,880 954,880 954,880 954,880 954,880 954,880
Series 1998B 216 2,789,596 2,719,003 2,830,195 2,830,195 -                          -                          -                          -                          
Series 2005 220 5,101,939 5,101,225 5,098,019 5,098,019 7,970,206 7,977,181 7,971,581 7,703,181
ESCO Lease 221 484,514 484,514 484,513 484,513 484,514 484,514 484,514 484,514
Subtotal 9,330,807 9,260,022 9,367,607 9,367,607 9,409,600 9,416,575 9,410,975 9,142,575

Capital Projects Fund
Capital Improvements 305 13,553,512 13,327,562 8,584,770 6,744,470 9,100,115 5,087,780 4,918,780 5,019,780
Transportation Improvements 306 3,656,098 787,700 1,355,200 1,355,200 1,395,200 1,787,700 1,665,200 1,598,580
Sales Tax 308 7,527,595 12,738,035 8,294,036 8,294,036 3,865,435 1,188,655 588,655 -                          
Sales Tax - Extension 309 4,485,791 5,476,854 500,000 3,439,190 7,050,000 3,577,644 3,648,978 3,739,703
Series 2003A & 2003B 311 351,169 65,000                 -                          -                          -                          -                          -                          -                          
Series 1999 Construction 318 118,718 272,500               -                          -                          -                          -                          -                          -                          
Series 2005 Construction 320 -                           -                          -                          300,000              -                          -                          -                          -                          
ESCO Capital Projects 321 412,073 -                          -                          -                          -                          -                          -                          -                          
9-1-1 Capital Projects 330 -                           110,449 118,852 115,828 122,326 131,670 139,110 139,110
800 Mhz Capital Projects 331 1,721,870 -                          -                          -                          -                          -                          -                          -                          
Impact Fee - Countywide Rd. 341 92,584 -                          -                          -                          -                          -                          -                          -                          
Impact Fee - NW Urban Coll. 343 15,911 -                          -                          -                          -                          -                          -                          -                          
Impact Fee - SE Urban Coll. 344 3,563 -                          -                          -                          -                          -                          -                          -                          
Subtotal 31,938,884 32,778,100 18,852,858 20,248,724 21,533,076 11,773,449 10,960,723 10,497,173

Enterprise Funds
Solid Waste 401 10,373,820 12,434,033 11,973,691 11,767,045 12,598,224 13,145,970 13,009,329 12,839,339
Amtrak Depot 420 1,504,554            -                          -                          -                          -                          -                          -                          -                          
Subtotal 11,878,374 12,434,033 11,973,691 11,767,045 12,598,224 13,145,970 13,009,329 12,839,339

Internal Service Funds
Insurance Service 501 2,531,775 4,144,721 3,055,341 3,055,341 3,057,115 3,058,916 3,060,744 3,062,599
Communications Trust 502 670,377 597,967 481,695 481,695 481,695 481,695 481,695 481,695
Motor Pool 505 2,860,131 3,203,511 3,512,935 3,512,935 3,512,935 3,512,935 3,512,935 3,512,935
Subtotal 6,062,283 7,946,199 7,049,971 7,049,971 7,051,745 7,053,546 7,055,374 7,057,229

TOTAL: 249,468,678 253,859,702 239,130,042 237,901,737 244,988,381 238,885,784 243,598,357 242,870,610

Fiscal Year 2013

Leon County Fiscal Year 2013 Tentaive Budget

Summary of All Funds

Budget By Fund
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  General Fund (001)

  Leon County Fiscal Year 2013 Tentative Budget

Fund Type:  General Fund

The General Fund is the general operating fund of the County established by F .S. 129.02(1).  Major revenue sources for the County's General Fund 

include proceeds from ad valorem and other taxes, charges for services, fees, and other miscellaneous revenues.  The General Fund is used to 

account for financial resources and expenditures of general government (except those required to be accounted for in another fund) such as libraries, 

management information systems, facilities management, etc.

Acct #

Actual Adopted Requested Budget Planned Planned Planned Planned
FY 2013FY 2011 FY 2012 FY 2014 FY 2015 FY 2016 FY 2017FY 2013Revenue Sources

 46,846,233 Ad Valorem - General Fund 311110  44,679,801  44,259,702  44,096,568  41,891,740  46,150,148  46,505,386  47,723,439 

 - Delinquent Taxes 311200  26  -  -  -  -  -  - 

 - Delinquent Taxes 2002 311202 (50)  -  -  -  -  -  - 

 - Delinquent Taxes 2003 311203 (53)  -  -  -  -  -  - 

 - Delinquent Taxes 2004 311204 (93)  -  -  -  -  -  - 

 - Delinquent Taxes 2005 311205  96,211  -  -  -  -  -  - 

 - Delinquent Taxes 2006 311206  58,882  -  -  -  -  -  - 

 - Delinquent Taxes 2007 311207  51,516  -  -  -  -  -  - 

 - Delinquent Taxes 2008 311208  110,299  -  -  -  -  -  - 

 - Delinquent Taxes 2009 311209  83,521  -  -  -  -  -  - 

 38,760 Tourist Development (3 Cents & 5th 

Cent)

312100  30,815  32,680  35,200  33,440  34,200  35,720  37,240 

 9,690 Tourist Development (1 Cent) 312110  -  8,170  8,800  8,360  8,550  8,930  9,310 

 - Federal Payments in Lieu of Taxes 333000  177,282  -  -  -  -  -  - 

 145,316 State Library Aid 334710  134,266  127,553  152,964  145,316  145,316  145,316  145,316 

 923,767 COT Reimbursement for PSC 337220  36,434  83,706  667,403  667,403  829,275  870,739  896,861 

 1,026,255 GIS 337300  727,983  1,217,663  1,026,255  1,026,255  1,026,255  1,026,255  1,026,255 

 219,504 CRTPA Reimbursement 337401  209,845  225,549  217,461  217,461  217,950  218,453  218,971 

 64,551 Blueprint 2000 Reimbursement 337402  43,985  64,179  62,508  62,508  62,997  63,500  64,018 

 19,950 Payments In Lieu Of Taxes 339100  11,218  19,950  21,000  19,950  19,950  19,950  19,950 

 308,940 FS 29.0085 Court Technology 341150  -  318,345  312,500  296,875  299,820  302,860  305,900 

 - $2.00 IT Added Court Cost FS 

28.24(12)

341160  318,096  -  -  -  -  -  - 

 - Zoning Fees 341200  375  -  -  -  -  -  - 

 2,375 GIS User Fees 341910  15,628  9,500  2,500  2,375  2,375  2,375  2,375 

 84,835 CJIS User Fees 341920  78,400  62,510  80,100  76,095  77,615  79,990  82,365 

 145,000 Parking Facilities 344500  160,598  207,900  145,000  145,000  145,000  145,000  145,000 

 15,960 Library Parking 344510  14,952  14,535  15,500  14,725  15,010  15,295  15,580 

 - Reimbursement of Administration 

Costs

344930  46,750  -  -  -  -  -  - 

 117,230 Library Fees 347100  156,841  106,685  151,400  143,830  136,705  129,865  123,310 

 32,490 Library Printing 347101  -  34,200  34,200  32,490  32,490  32,490  32,490 

 - Other Counties-Circuitwide 

Reimbursement

348820  18,581  -  -  -  -  -  - 

 1,413,600 FS 29.0085 Court Facilities 348930  1,344,280  1,249,250  1,430,000  1,358,500  1,371,800  1,386,050  1,399,350 

 11,400 Process Server Fee 348991  10,700  10,700  11,400  11,400  11,400  11,400  11,400 

 - Civil Fee - Circuit Court 349200  86  -  -  -  -  -  - 

 13,434 Crt Admin/ Circuit-wide 

Reimbursement

349500  -  17,353  12,411  12,411  12,659  12,913  13,171 

 34,053 GAL / Ciruit-wide Reimbursement 349501  -  45,467  34,446  32,724  33,051  33,382  33,716 

 - Fees 349600  348  -  -  -  -  -  - 

 - Interest Income - Investment 361110 (14,122)  -  -  -  -  -  - 

 306,117 Pool Interest Allocation 361111  319,537  330,410  303,600  288,420  292,746  297,138  301,594 

 - Net Incr(decr) In Fmv Of Investment 361300 (1,888)  -  -  -  -  -  - 

 - Tax Collector F.S. 125.315 361320  935  -  -  -  -  -  - 

 - Rents And Royalties 362000  7,086  -  -  -  -  -  - 

 192,850 Other Scrap Or Surplus 365900  183,350  245,100  203,000  192,850  192,850  192,850  192,850 

 - Tax Deed Surplus (Chapter 19) 369200  137,777  -  -  -  -  -  - 

 - Refund Of Prior Year Expenses 369300  45,037  -  -  -  -  -  - 

 - Other Miscellaneous Revenue 369900  64,731  -  -  -  -  -  - 

 950 Volunteer Certificate Training Fees 369930  900  2,375  1,000  950  950  950  950 

 - Transfer From Fund 125 381125  15,822  -  -  -  -  -  - 
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  General Fund (001)

  Leon County Fiscal Year 2013 Tentative Budget

Acct #

Actual Adopted Requested Budget Planned Planned Planned Planned
FY 2013FY 2011 FY 2012 FY 2014 FY 2015 FY 2016 FY 2017FY 2013Revenue Sources

 2,879,781 Transfer From Fund 126 381126  2,427,751  3,487,699  2,086,375  2,086,375  2,123,653  2,286,971  2,083,349 

 - Transfer From Fund 135 381135  -  -  155,984  155,984  -  -  - 

 - Transfer From Fund 140 381140  -  -  648,500  648,500  -  -  - 

 - Transfer From Fund 162 381162  140,000  -  -  -  -  -  - 

 - Transfer From Fund 163 381163  29,576  -  -  -  -  -  - 

 - Transfer From Fund 218 381218  943  -  -  -  -  -  - 

 - Transfer From Fund 420 381420  1,487,709  -  -  -  -  -  - 

 146,616 Pensacola Care Lease 383001  48,872  146,616  146,616  146,616  146,616  146,616  146,616 

 - Clerk Excess Fees 386100  99,221  -  -  -  -  -  - 

 - Property Appraiser 386600  117,542  -  -  -  -  -  - 

 - Tax Collector 386700  570,983  340,000  350,000  350,000  -  -  - 

 - Tax Collector 386701  -  250,000  -  -  -  -  - 

 - Supervisor Of Elections 386800  557,052  -  -  -  -  -  - 

 4,000,000 Appropriated Fund Balance 399900  -  2,750,000  4,961,915  4,961,915  4,000,000  4,000,000  4,000,000 

 54,856,336  55,667,797  57,374,607  55,030,468  57,389,381  57,970,394  59,031,376  58,999,657 Total Revenues

Acct #

Actual Adopted Requested Budget Planned Planned Planned Planned
FY 2013FY 2011 FY 2012 FY 2014 FY 2015 FY 2016 FY 2017FY 2013Department/Division

Appropriations by 

 1,228,724 County Commission 100-511  1,348,537  1,241,050  1,216,253  1,214,235  1,217,698  1,221,268  1,224,939 

 9,500 Commission District 1 101-511  9,500  9,500  9,500  9,500  9,500  9,500  9,500 

 9,500 Commission District 2 102-511  3,555  9,500  85,507  9,500  9,500  9,500  9,500 

 9,500 Commission District 3 103-511  6,864  9,500  9,500  9,500  9,500  9,500  9,500 

 9,500 Commission District 4 104-511  9,500  9,500  9,500  9,500  9,500  9,500  9,500 

 9,500 Commission District 5 105-511  9,500  9,500  9,500  9,500  9,500  9,500  9,500 

 9,500 Commission At-Large (Group 1) 106-511  9,500  9,500  9,500  9,500  9,500  9,500  9,500 

 9,500 Commission At-Large (Group 2) 107-511  8,834  9,500  9,500  9,500  9,500  9,500  9,500 

 24,065 Commissioners' Account 108-511  23,348  24,202  24,065  24,065  24,065  24,065  24,065 

 538,543 County Administration 110-512  830,879  519,046  533,160  533,160  534,454  535,777  537,144 

 234,300 Minority/Women Small Business 

Enterprise

112-513  196,755  230,130  232,911  231,804  232,403  233,020  233,654 

 163,916 Volunteer Center 113-513  160,791  161,192  162,643  161,077  161,758  162,461  163,184 

 511,632 Economic 

Development/Intergovernmental 

Affairs

114-512  1,101,951  477,874  508,483  508,483  509,236  510,012  510,809 

 831,499 Strategic Initiatives 115-513  -  711,604  820,719  820,719  823,299  825,954  828,687 

 1,684,271 County Attorney 120-514  1,708,354  1,647,042  1,760,315  1,670,718  1,673,973  1,677,315  1,680,756 

 264,868 Office of Sustainability 127-513  177,873  265,318  263,270  261,604  262,384  263,188  264,016 

 592,338 Office of Management & Budget 130-513  674,846  606,533  579,333  576,090  580,572  585,286  590,223 

 1,569,276 Clerk - Finance Administration 132-586  1,520,587  1,456,481  1,437,334  1,403,766  1,480,021  1,523,989  1,569,276 

 233,113 Procurement 140-513  326,347  333,249  311,530  230,626  231,222  231,836  232,467 

 125,271 Warehouse 141-513  189,750  123,920  123,931  123,144  123,659  124,189  124,734 

 47,116 Property Control 142-513  45,338  47,066  47,026  47,026  47,050  47,074  47,099 

 7,362,384 Facilities Management 150-519  6,526,402  6,738,675  7,176,783  7,176,783  7,223,461  7,311,757  7,344,338 

 - Facilities Management: Judicial 

Security

150-711  99,904  -  -  -  -  -  - 

 - Facilities Management: Judicial 

Maintenance

150-712  1,058,339  -  -  -  -  -  - 

 220,838 Real Estate Management 156-519  -  76,015  218,907  217,248  218,106  218,990  219,900 

 1,162,576 Human Resources 160-513  1,079,925  1,139,122  1,153,253  1,150,518  1,223,411  1,156,392  1,159,436 

 5,358,244 Management Information Services 171-513  4,342,264  5,313,496  5,336,864  5,258,278  5,314,096  5,334,492  5,346,219 

 - Article V MIS 171-713  1,020,761  -  -  -  -  -  - 

 237,345 Health Department 190-562  237,345  237,345  237,345  237,345  237,345  237,345  237,345 

 591,240 Mosquito Control 216-562  -  -  581,411  577,067  580,487  583,990  587,576 

 919,768 Lib - Policy, Planning, & Operations 240-571  842,230  879,136  891,862  889,927  902,826  916,686  918,213 

 2,518,940 Library Public Services 241-571  2,419,517  2,598,262  2,497,708  2,482,313  2,491,313  2,500,585  2,510,102 

 830,049 Library Collection Services 242-571  874,062  836,782  834,924  814,986  818,596  822,320  826,146 

 2,366,347 Library Extension Services 243-571  1,988,385  2,438,441  2,344,303  2,332,415  2,340,688  2,349,215  2,357,695 
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  General Fund (001)

  Leon County Fiscal Year 2013 Tentative Budget

Acct #

Actual Adopted Requested Budget Planned Planned Planned Planned
FY 2013FY 2011 FY 2012 FY 2014 FY 2015 FY 2016 FY 2017FY 2013Department/Division

Appropriations by 

 74,265 Summer Youth Employment 278-551  61,259  74,265  74,265  74,265  74,265  74,265  74,265 

 523,652 Cooperative Extension 361-537  518,633  542,079  520,297  520,297  521,430  522,597  523,797 

 610,067 Medical Examiner 370-527  468,068  405,338  543,008  543,008  559,037  575,547  592,552 

 61,000 Tubercular Care & Child Protection 

Exams

370-562  41,750  61,000  61,000  61,000  61,000  61,000  61,000 

 692,601 Baker Act & Marchman Act 370-563  637,310  651,169  664,575  664,575  678,380  692,601  692,601 

 3,690,717 Medicaid & Indigent Burials 370-564  2,541,231  2,558,220  3,536,220  3,536,220  3,612,327  3,690,717  3,690,717 

 1,059,459 CHSP & Emergency Assistance 370-569  963,280  1,075,669  1,058,943  1,058,776  1,058,940  1,059,109  1,059,282 

 431,615 Housing Services 371-569  512,106  538,226  428,898  425,176  426,719  428,309  429,944 

 4,750 Youth Sports Teams 379-572  1,500  4,750  4,750  4,750  4,750  4,750  4,750 

 283,586 Veteran Services 390-553  252,255  239,961  282,116  282,116  282,473  282,841  283,220 

 219,441 Capital Regional Transportation 

Planning Agency

402-515  225,184  215,035  217,646  217,646  218,075  218,517  218,972 

 62,877 Blueprint 2000 403-515  61,348  60,879  62,447  61,082  61,511  61,953  62,408 

 1,474,180 Public Safety Complex Facilities 410-529  -  -  1,243,423  824,639  1,367,929  1,472,736  1,473,448 

 328,240 Public Safety Complex Technology 411-529  -  -  249,876  248,799  326,104  326,796  327,508 

 1,837,613 Geographic Info. Systems 421-539  1,769,546  1,795,518  1,824,119  1,823,738  1,827,064  1,830,492  1,834,014 

 131,701 MIS Automation - General Fund 470-519  166,155  210,068  131,701  131,701  131,701  131,701  131,701 

 327,468 General Fund - Risk 495-519  560,516  485,832  327,468  327,468  327,468  327,468  327,468 

(6,489,949)Indirect Costs - General Fund 499-519 (5,867,174) (6,117,519) (5,766,235) (5,766,235) (5,939,220) (6,117,397) (6,300,920)

 4,865,070 Property Appraiser 512-586  4,411,705  4,244,488  4,375,009  4,326,795  4,455,457  4,587,979  4,724,477 

 4,407,000 Tax Collector 513-586  4,620,287  4,428,000  4,278,000  4,278,000  4,278,000  4,321,000  4,364,000 

 284,186 Court Administration 540-601  164,291  200,116  204,696  280,703  281,535  282,394  283,277 

 - Court Information Systems 540-713  -  4,317  -  -  -  -  - 

 - Court Operating 540-719  35,974  -  -  -  -  -  - 

 18,731 Guardian Ad Litem 547-685  -  20,723  18,731  18,731  18,731  18,731  18,731 

 1,275 GAL Information Systems 547-713  -  1,558  1,275  1,275  1,275  1,275  1,275 

 - GAL Operating 547-719  18,447  -  -  -  -  -  - 

 862,258 Planning Department 817-515  922,444  884,977  883,573  860,855  861,190  861,536  861,892 

 781,048 Non-Operating General Fund 820-519  769,323  807,635  772,178  772,178  776,552  781,048  781,048 

 62,500 Tax Deed Applications 831-513  12,194  22,500  62,500  62,500  62,500  62,500  62,500 

 335,759 Line Item - Detention/Correction 888-523  -  335,759  335,759  335,759  335,759  335,759  335,759 

 21,375 Line Item - Keep Tall. Beautiful 888-539  21,375  21,375  21,375  21,375  21,375  21,375  21,375 

 199,500 Line Item - Economic Development 888-552  199,500  199,500  199,500  199,500  199,500  199,500  199,500 

 324,925 Line Item - Human Service Agencies 888-569  660,684  324,925  334,925  334,925  324,925  324,925  324,925 

 150,000 Line Item - COCA Administration 888-573  150,000  150,000  150,000  150,000  150,000  150,000  150,000 

 24,500 Line Item - Special Events 888-574  24,500  24,500  24,500  24,500  24,500  24,500  24,500 

 8,089,143 Transfers 950-581  7,433,473  9,069,846  5,982,190  5,849,209  7,200,081  7,396,409  8,264,509 

 1,832,141 Primary Health Care 971-562  1,809,733  1,830,754  1,831,434  1,830,738  1,831,073  1,831,419  1,831,775 

 1,483,799 CRA-Payment 972-559  1,869,827  1,689,447  1,385,293  1,384,507  1,398,352  1,412,335  1,440,582 

 250,000 Budgeted Reserves - General Fund 990-599  -  438,406  250,000  250,000  250,000  250,000  250,000 

 54,888,469  55,667,797  56,012,295  55,030,468  57,389,381  57,970,394  59,031,376  58,999,657 Total Appropriations

(32,133)  -  1,362,312  -  -  -  -  - Revenues Less Appropriations
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  General Fund (001)

  Leon County Fiscal Year 2013 Tentative Budget

Notes:

In order to reduce the budget shortfall due to a decline in property values by 6.11%, the Board of County Commissioners implemented 

the tentative aggregate rolled-back millage rate of 8.3144 mills.  Though not a tax increase, the rolled-back rate will allow the County 

to recoup 99.6% of the ad valorem revenue collected in the prior year that was lost due to a $860 million decrease in property taxes 

during FY12.  

In addition, the Board appropriated $4.96 million in fund balance to fund recurring operating expenditures. The utilization of this fund 

balance still leaves the general fund reserves within policy limits. Without the County's move to implement the rolled-back rate, 

additional budget cuts or the utilization of additional fund balance would be required.

   

Out years show the utilization of fund balance in the amount of $4.0 million per year to balance the budget.  Using fund balance in this 

amount may still require the Board to increase the millage rate to 8.7724 in FY14 to maintain current service levels. This millage rate 

assumes property values increase by 1% next year as opposed to the previous three years of valuation declines.  FY15-FY17 reflects 

property valuations increasing by 2% in FY15 and 3% in FY16 and FY17 with millage rates of 8.7703, 8.7929, and 8.4767 

respectively. 

Long-term utilization of reserves to fund recurring operating expenditures is not sustainable, and could affect the County's current AA 

bond rating, and affect future borrowing needs until property values rebound.  The Board may need to consider additional budget 

reductions, other fee assessment increases or an additional ad valorem tax increase in the future to minimize the appropriation of 

reserves to balance the budget.
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  Supervisor of Elections (060)

  Leon County Fiscal Year 2013 Tentative Budget

Fund Type:  General Fund

The Supervisor of Elections Fund is a general fund established as part of the FY 2002 budget process.  The Supervisor of Elections has requested their 

appropriation be established in a separate fund to provide discrete accounting of their budget.  The revenue is transferred from the General Fund.  At 

the conclusion of the fiscal year, any funds available in the Supervisor of Elections fund will be returned to the General Fund as excess fees.

Acct #

Actual Adopted Requested Budget Planned Planned Planned Planned
FY 2013FY 2011 FY 2012 FY 2014 FY 2015 FY 2016 FY 2017FY 2013Revenue Sources

 - Supervisor Of Elections 341550  13,565  -  -  -  -  -  - 

 3,723,292 Transfer From Fund 001 381001  2,934,446  4,422,746  3,054,968  3,054,968  3,182,245  3,087,315  3,917,479 

 2,948,011  4,422,746  3,054,968  3,054,968  3,182,245  3,087,315  3,917,479  3,723,292 Total Revenues

Acct #

Actual Adopted Requested Budget Planned Planned Planned Planned
FY 2013FY 2011 FY 2012 FY 2014 FY 2015 FY 2016 FY 2017FY 2013Department/Division

Appropriations by 

 12,146 Supervisor of Elections - Risk 495-513  16,000  14,301  12,146  12,146  12,146  12,146  12,146 

 1,835,466 Voter Registration 520-513  1,664,877  1,901,258  1,837,407  1,837,407  1,809,126  1,821,128  1,831,532 

 - Elections 520-586  181,667  -  -  -  -  -  - 

 1,875,680 Elections 521-513  710,082  2,507,187  1,280,415  1,205,415  1,360,973  1,254,041  2,073,801 

 - Elections 521-586  375,385  -  -  -  -  -  - 

 2,948,011  4,422,746  3,129,968  3,054,968  3,182,245  3,087,315  3,917,479  3,723,292 Total Appropriations

 -  - (75,000)  -  -  -  -  - Revenues Less Appropriations

Notes:

Due to decreased costs associated with the 2013 general election cycle, the Supervisor of Election's budget decreased by 31% from 

the FY 2012 budget (presidential election year).
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  Transportation Trust (106)

  Leon County Fiscal Year 2013 Tentative Budget

Fund Type:  Special Revenue

The Transportation Trust Fund is a special revenue fund established by F .S. 129.02(2).  Major revenue sources for the Transportation Trust Fund 

include proceeds from local and state gas taxes.  The fund is used to account for resources dedicated and expenditures restricted to the 

maintenance/construction of roads and bridges.

Acct #

Actual Adopted Requested Budget Planned Planned Planned Planned
FY 2013FY 2011 FY 2012 FY 2014 FY 2015 FY 2016 FY 2017FY 2013Revenue Sources

 1,366,100 County Ninth-Cent Voted Fuel Tax 312300  1,386,008  1,334,750  1,410,000  1,339,500  1,346,150  1,352,800  1,359,450 

 3,538,750 Local Option Gas Tax 312410  3,595,179  3,408,600  3,651,000  3,468,450  3,485,550  3,503,600  3,520,700 

 47,500 Federal Payments in Lieu of Taxes 333000  54,297  51,300  50,000  47,500  47,500  47,500  47,500 

 532,950 20% Surplus Gas Tax 335420  529,671  518,700  550,000  522,500  525,350  528,200  530,100 

 2,130,850 5th & 6th Cent Gas Tax 335430  2,118,682  2,072,900  2,199,000  2,089,050  2,099,500  2,109,950  2,120,400 

 1,128,600 Gas Tax Pour-Over Trust 335440  1,156,410  1,100,100  1,165,000  1,106,750  1,112,450  1,118,150  1,123,850 

 83,980 Other Transportation 335490  68,530  75,050  86,600  82,270  82,745  83,125  83,505 

 - Service Area App Fees 343651  -  760  -  -  -  -  - 

 36,005 Grading Fee Public Works 343920  42,262  38,000  35,000  33,250  33,915  34,675  35,340 

 1,140 Traffic Signs 344910  1,812  1,425  1,200  1,140  1,140  1,140  1,140 

 1,330 Subdivision Fees 344911  1,470  1,520  1,400  1,330  1,330  1,330  1,330 

 42,750 R-O-W Placement Fees 344913  47,001  40,375  45,000  42,750  42,750  42,750  42,750 

 36,100 Signal Maintenance - State Reimb 344914  -  38,760  38,000  36,100  36,100  36,100  36,100 

 - Tekesta/Bannerman 344970  150  -  -  -  -  -  - 

 - Interest Income - Investment 361110 (1,714)  -  -  -  -  -  - 

 95,183 Pool Interest Allocation 361111  95,087  99,845  94,400  89,680  91,025  92,390  93,776 

 - Interest Income - Other 361120 (348)  -  -  -  -  -  - 

 - Net Incr(decr) In Fmv Of Investment 361300 (2,529)  -  -  -  -  -  - 

 1,425 Other Miscellaneous Revenue 369900  1,631  1,425  1,500  1,425  1,425  1,425  1,425 

 1,934,151 Transfer From Fund 123 381123  1,067,204  1,699,024  1,886,104  1,886,104  1,917,801  1,933,886  1,906,727 

 2,630,244 Transfer From Fund 126 381126  1,120,744  1,960,073  2,592,697  2,592,697  2,514,099  2,704,526  2,704,267 

 500,000 Appropriated Fund Balance 399900  -  300,000  -  -  250,000  500,000  500,000 

 11,281,548  12,742,607  13,806,901  13,340,496  13,588,830  14,091,547  14,108,360  14,107,058 Total Revenues

Acct #

Actual Adopted Requested Budget Planned Planned Planned Planned
FY 2013FY 2011 FY 2012 FY 2014 FY 2015 FY 2016 FY 2017FY 2013Department/Division

Appropriations by 

 575,155 Support Services 400-541  568,895  573,307  570,669  569,286  570,695  572,143  573,635 

 2,919,315 Engineering Services 414-541  2,997,876  2,995,738  2,940,724  2,882,639  2,892,013  2,901,641  2,910,431 

 4,426,272 Transportation Maintenance 431-541  3,975,204  4,165,976  4,376,094  4,325,001  4,351,842  4,389,514  4,407,695 

 2,202,106 Right-Of-Way Management 432-541  1,919,431  1,987,070  2,077,157  2,054,878  2,182,749  2,185,658  2,213,792 

 8,730 MIS Automation - Transportation 

Trust

470-541  10,316  10,751  8,730  8,730  8,730  8,730  8,730 

 72,650 Transportation Trust - Risk 495-541  86,012  77,274  72,650  72,650  72,650  72,650  72,650 

 1,828,952 Indirect Costs - Transportation Trust 499-541  1,544,064  1,596,540  1,625,000  1,625,000  1,673,750  1,723,963  1,775,681 

 2,698,878 Transfers 950-581  1,268,177  2,035,951  2,427,312  2,427,312  2,461,401  2,862,248  2,770,746 

(675,000)Public Works Admin Chargebacks 978-541 (675,892) (750,000) (675,000) (675,000) (675,000) (675,000) (675,000)

 50,000 Budgeted Reserves - Transport. Trust 990-599  -  50,000  50,000  50,000  50,000  50,000  50,000 

 11,694,083  12,742,607  13,473,336  13,340,496  13,588,830  14,091,547  14,108,360  14,107,058 Total Appropriations

(412,535)  -  333,565  -  -  -  -  - Revenues Less Appropriations

Notes:

For FY 2013, the Board provided a $2.6 million general revenue subsidy to the transportation fund.  Due to the weak economy, the 

Board chose not to levy the available five cent gas tax.
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  Fine and Forfeiture (110)

  Leon County Fiscal Year 2013 Tentative Budget

Fund Type:  Special Revenue

The Fine and Forfeiture Fund is a special revenue fund established by F .S. 129.02(3) and F.S. 142.01.  Major revenue sources for the County Fine and 

Forfeiture Fund include proceeds from ad valorem taxes and other miscellaneous revenues.  The fund is used to account for revenues collected in 

support of and expenditures dedicated to criminal prosecution, court operations, and operations of the Sheriff's Department.

Acct #

Actual Adopted Requested Budget Planned Planned Planned Planned
FY 2013FY 2011 FY 2012 FY 2014 FY 2015 FY 2016 FY 2017FY 2013Revenue Sources

 68,871,655 Ad Valorem - Fine/Fore. Fund 311120  63,557,987  60,695,579  65,763,937  62,475,740  64,516,956  66,348,585  68,815,134 

 - Delinquent Taxes 2002 311202 (67)  -  -  -  -  -  - 

 - Delinquent Taxes 2003 311203 (71)  -  -  -  -  -  - 

 - Delinquent Taxes 2006 311206  34  -  -  -  -  -  - 

 23,940 Child Support Enforcement 331240  33,112  17,100  23,200  22,040  22,515  22,990  23,465 

 - Title IV - Child Support Enforcement 331691  6,574  -  -  -  -  -  - 

 503,500 Sheriff 341520  463,855  491,150  621,579  590,500  475,000  484,500  494,000 

 409,450 Room And Board - Prisoners 342300  393,084  370,500  545,579  518,300  397,100  400,900  405,650 

 - EMS Related Fees 342450  -  339,900  -  -  -  -  - 

 24,700 Court Fines 351120  217,671  15,200  25,000  23,750  24,700  24,700  24,700 

 81,700 Crime Prevention (fs 775.083(2)) 351150  79,483  71,250  82,000  77,900  78,850  79,800  80,750 

 - Violations of Local Ordinances 354150  23  -  -  -  -  -  - 

 - Interest Income - Investment 361110  1,981  -  -  -  -  -  - 

 311,967 Pool Interest Allocation 361111  280,077  279,015  309,400  293,930  298,339  302,814  307,356 

 - Net Incr(decr) In Fmv Of Investment 361300  9,457  -  -  -  -  -  - 

 - Tax Collector F.S. 125.315 361320  -  -  -  -  -  -  - 

 - Sheriff F.S. 125.315 361330  58,960  -  -  -  -  -  - 

 - Transfer From Fund 121 381121  17,300  95,386  -  -  -  -  - 

 - Sheriff Excess Fees 386400  754,677  -  -  -  -  -  - 

 65,874,136  62,375,080  67,370,695  64,002,160  65,813,460  67,664,289  70,151,055  70,226,912 Total Revenues

Acct #

Actual Adopted Requested Budget Planned Planned Planned Planned
FY 2013FY 2011 FY 2012 FY 2014 FY 2015 FY 2016 FY 2017FY 2013Department/Division

Appropriations by 

 11,660 MIS Automation - State Attorney 470-602  14,712  12,456  11,660  11,660  11,660  11,660  11,660 

 12,830 MIS Automation - Public Defender 470-603  15,794  12,102  12,830  12,830  12,830  12,830  12,830 

 443,007 Fine & Forfeiture - Risk 495-689  333,331  301,159  443,007  443,007  443,007  443,007  443,007 

 100,000 Diversionary Programs 508-569  100,000  100,000  100,000  100,000  100,000  100,000  100,000 

 34,909,201 Law Enforcement 510-586  32,219,516  30,289,021  31,593,170  31,330,378  32,271,428  33,251,454  34,909,201 

 32,254,946 Corrections 511-586  30,091,162  29,408,387  29,952,612  29,952,612  30,712,838  31,506,588  32,254,946 

 98,600 State Attorney 532-602  37,000  98,600  98,600  98,600  98,600  98,600  98,600 

 8,345 State Attorney 532-713  -  8,684  8,345  8,345  8,345  8,345  8,345 

 - State Attorney 532-719  93,570  -  -  -  -  -  - 

 118,525 Public Defender 533-603  37,000  118,525  118,525  118,525  118,525  118,525  118,525 

 11,925 Public Defender 533-713  -  13,535  11,925  11,925  11,925  11,925  11,925 

 - Public Defender 533-719  102,681  -  -  -  -  -  - 

 - Clerk - Article V Expenses 537-586  411,334  -  -  -  -  -  - 

 431,245 Clerk - Article V Expenses 537-614  -  408,793  406,413  439,981  414,527  422,803  431,245 

 122,160 Legal Aid 555-715  123,784  126,818  124,297  124,297  123,775  123,252  122,706 

 1,604,468 Juvenile Detention Payment - State 620-689  1,040,497  1,377,000  1,320,000  1,250,000  1,386,000  1,455,300  1,528,065 

 100,000 Budgeted Reserves - Fine and 

Forfeiture

990-599  -  100,000  100,000  100,000  100,000  100,000  100,000 

 64,620,381  62,375,080  64,301,384  64,002,160  65,813,460  67,664,289  70,151,055  70,226,912 Total Appropriations

 1,253,755  -  3,069,311  -  -  -  -  - Revenues Less Appropriations

Notes:

The Board of County Commissioners implemented the countywide aggregate rolled-back millage rate of 8.3144 for FY 2013.  

Additional information regarding this levy and the need to appropriate fund balance for recurring operating expenditures is located on 

the general fund page.
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  Probation Services (111)

  Leon County Fiscal Year 2013 Tentative Budget

Fund Type:  Special Revenue

The Probation Services Fund is a special revenue fund established in support of the administration of County Probation programs.  Major revenue 

sources for the Probation Services Fund include fees related to pre -trial costs, other probation related services, and a transfer from the General Fund .  

The fund is used to account for resources and expenditures related to the alternative Community Service Work Program, the Pre -trial Release 

Program, urinalysis testing fees and other County Probation programs and services.

Acct #

Actual Adopted Requested Budget Planned Planned Planned Planned
FY 2013FY 2011 FY 2012 FY 2014 FY 2015 FY 2016 FY 2017FY 2013Revenue Sources

 - Sheriff GPS Program 337281  75,000  -  -  -  -  -  - 

 - Active GPS Monitoring Fee 348680  24,781  -  -  -  -  -  - 

 - Passive GPS Monitoring Fee 348681  750  -  -  -  -  -  - 

 520,600 County Court Probation Fees 349120  641,400  622,250  571,000  542,450  536,750  531,050  526,300 

 31,160 Probation-no Show Fees 349125  42,155  47,690  34,100  32,395  32,110  31,730  31,445 

 106,210 Pre-trial Fees 349130  102,284  86,640  107,500  102,125  103,170  104,120  105,165 

 52,820 SCRAM Unit User Fees 349135  51,648  47,975  53,400  50,730  51,300  51,775  52,345 

 68,970 Alternative Community Service Fees 349140  81,282  85,500  69,800  66,310  66,975  67,640  68,305 

 - Pretrial Alcohol Testing Fees 349145  10  -  -  -  -  -  - 

 - Probation Alcohol Testing Fees 349146  90  -  -  -  -  -  - 

 158,650 UA Testing Fees 349147  153,867  152,950  160,000  152,000  153,900  155,800  156,750 

 84,835 Alcohol Testing Fees 349148  84,001  76,000  85,800  81,510  82,365  83,125  83,980 

 - Prisoner Petition Assessment 349160 (90)  -  -  -  -  -  - 

 - Interest Income - Investment 361110  1,762  -  -  -  -  -  - 

 13,914 Pool Interest Allocation 361111  13,355  16,530  13,800  13,110  13,307  13,506  13,709 

 - Net Incr(decr) In Fmv Of Investment 361300  492  -  -  -  -  -  - 

 1,691,890 Transfer From Fund 001 381001  1,629,442  1,522,142  1,592,924  1,592,924  1,616,518  1,641,183  1,666,149 

 2,902,228  2,657,677  2,688,324  2,633,554  2,656,395  2,679,929  2,704,148  2,729,049 Total Revenues

Acct #

Actual Adopted Requested Budget Planned Planned Planned Planned
FY 2013FY 2011 FY 2012 FY 2014 FY 2015 FY 2016 FY 2017FY 2013Department/Division

Appropriations by 

 3,590 MIS Automation - Probation Services 470-523  4,068  3,919  3,590  3,590  3,590  3,590  3,590 

 20,539 Probation Services - Risk 495-523  25,100  21,005  20,539  20,539  20,539  20,539  20,539 

 551,056 Indirect Costs - Probation Services 499-523  464,142  475,621  489,606  489,606  504,294  519,423  535,006 

 1,095,319 County Probation 542-523  1,082,971  1,104,957  1,129,312  1,075,635  1,080,352  1,085,215  1,090,213 

 893,182 Pretrial Release 544-523  1,031,133  880,253  886,711  879,498  882,772  886,147  889,614 

 140,363 Drug & Alcohol Testing 599-523  137,731  146,922  139,686  139,686  139,848  140,015  140,186 

 25,000 Budgeted Reserves - Probation 

Services

990-599  -  25,000  25,000  25,000  25,000  25,000  25,000 

 2,745,145  2,657,677  2,694,444  2,633,554  2,656,395  2,679,929  2,704,148  2,729,049 Total Appropriations

 157,083  - (6,120)  -  -  -  -  - Revenues Less Appropriations

Notes:

For FY 2013, the Board provided a $1.6 million general revenue subsidy to the Probation Services fund.  This subsidy is anticipated to 

grow to $1.7 million in FY 2017.
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  Legal Aid Trust (112)

  Leon County Fiscal Year 2013 Tentative Budget

Fund Type:  Special Revenue

The Legal Aid Trust Fund is a special revenue fund established by the Code of Laws of Leon County, Chapter 7, Article II, Section 27(e)(1).  As part of 

the implementation of Article V, legal aid expenditures will occur in the Judicial Programs Fund 117 beginning in FY 2005.

Acct #

Actual Adopted Requested Budget Planned Planned Planned Planned
FY 2013FY 2011 FY 2012 FY 2014 FY 2015 FY 2016 FY 2017FY 2013Revenue Sources

 - Pool Interest Allocation 361111  32  -  -  -  -  -  - 

 32  -  -  -  -  -  -  - Total Revenues

Acct #

Actual Adopted Requested Budget Planned Planned Planned Planned
FY 2013FY 2011 FY 2012 FY 2014 FY 2015 FY 2016 FY 2017FY 2013Department/Division

Appropriations by 

 - Transfers 950-581  3,535  -  -  -  -  -  - 

 3,535  -  -  -  -  -  -  - Total Appropriations

(3,503)  -  -  -  -  -  -  - Revenues Less Appropriations
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  Law Library Trust (113)

  Leon County Fiscal Year 2013 Tentative Budget

Fund Type:  Special Revenue

The Law Library Trust Fund is a special revenue fund established by the Code of Laws of Leon County, Chapter 7, Article II, Section 27(b)(1).  Major 

revenue sources for the Law Library Trust Fund include charges and fees imposed for Court proceedings and matters pursuant to F .S.  28.2401, 

28.241, 34.041, and 44.108.  The fund is used to account for resources and expenditures exclusively associated with the establishment and 

maintenance of a law library for use by the judiciary, members of the Florida Bar, and the public.  As part of the implementation of Article V, law library 

expenditures will occur in the Judicial Programs Fund 117 beginning in FY 2005.  Any fund balance in the Law Library Trust Fund 113 will be used for 

the purpose of supporting the law library.

Acct #

Actual Adopted Requested Budget Planned Planned Planned Planned
FY 2013FY 2011 FY 2012 FY 2014 FY 2015 FY 2016 FY 2017FY 2013Revenue Sources

 - Fees 349600  15  -  -  -  -  -  - 

 - Pool Interest Allocation 361111  5  -  -  -  -  -  - 

 20  -  -  -  -  -  -  - Total Revenues

Acct #

Actual Adopted Requested Budget Planned Planned Planned Planned
FY 2013FY 2011 FY 2012 FY 2014 FY 2015 FY 2016 FY 2017FY 2013Department/Division

Appropriations by 

 - Transfers 950-581  582  -  -  -  -  -  - 

 582  -  -  -  -  -  -  - Total Appropriations

(562)  -  -  -  -  -  -  - Revenues Less Appropriations
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  Teen Court (114)

  Leon County Fiscal Year 2013 Tentative Budget

Fund Type:  Special Revenue

Effective July 1, 2005, the Board of County Commissioners authorized a $3 fee be imposed for certain Court proceedings; the revenue will be used to 

support the Teen Court program.

Acct #

Actual Adopted Requested Budget Planned Planned Planned Planned
FY 2013FY 2011 FY 2012 FY 2014 FY 2015 FY 2016 FY 2017FY 2013Revenue Sources

 - Court Related Coll Not Remitted to 

State

348990  141,335  -  -  -  -  -  - 

 - Mediation Fees 349310  35  -  -  -  -  -  - 

 152,855 Teen Court Fees 351500  -  136,990  148,700  141,265  144,020  146,965  149,910 

 - Interest Income - Investment 361110  262  -  -  -  -  -  - 

 - Pool Interest Allocation 361111  1,986  -  -  -  -  -  - 

 - Appropriated Fund Balance 399900  -  12,514  2,205  2,205  184  -  - 

 143,618  149,504  150,905  143,470  144,204  146,965  149,910  152,855 Total Revenues

Acct #

Actual Adopted Requested Budget Planned Planned Planned Planned
FY 2013FY 2011 FY 2012 FY 2014 FY 2015 FY 2016 FY 2017FY 2013Department/Division

Appropriations by 

 1,468 Teen Court - Risk 495-662  2,572  2,393  1,468  1,468  1,468  1,468  1,468 

 9,287 Indirect Costs - Teen Court 499-662  13,165  9,824  8,251  8,251  8,499  8,753  9,016 

 139,569 Court Administration - Teen Court 586-662  127,170  131,676  134,583  133,751  134,237  134,360  136,967 

 2,531 Budgeted Reserves - Family Law 

Legal Svs.

990-599  -  5,611  -  -  -  2,384  2,459 

 142,907  149,504  144,302  143,470  144,204  146,965  149,910  152,855 Total Appropriations

 711  -  6,603  -  -  -  -  - Revenues Less Appropriations
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  Drug Abuse Trust (116)

  Leon County Fiscal Year 2013 Tentative Budget

Fund Type:  Special Revenue

The Drug Abuse Trust Fund is a special revenue fund established as the repository for the collection of court costs from felony fines.  Funding is used 

to support drug intervention programs.

Acct #

Actual Adopted Requested Budget Planned Planned Planned Planned
FY 2013FY 2011 FY 2012 FY 2014 FY 2015 FY 2016 FY 2017FY 2013Revenue Sources

 9,900 County Alcohol Tf  (fs 938.13) 348125  -  8,100  9,200  9,200  9,300  9,500  9,700 

 41,800 Felony Drug Intervention 348241  -  42,560  40,600  38,570  39,330  40,185  40,945 

 - Court Related Coll Not Remitted to 

State

348990  51,134  -  -  -  -  -  - 

 - Interest Income - Investment 361110  63  -  -  -  -  -  - 

 - Pool Interest Allocation 361111  997  1,235  -  -  -  -  - 

 52,194  51,895  49,800  47,770  48,630  49,685  50,645  51,700 Total Revenues

Acct #

Actual Adopted Requested Budget Planned Planned Planned Planned
FY 2013FY 2011 FY 2012 FY 2014 FY 2015 FY 2016 FY 2017FY 2013Department/Division

Appropriations by 

 51,700 Drug Abuse 800-562  127,949  50,255  47,770  47,770  48,630  49,685  50,645 

 - Budgeted Reserves - Drug Court 990-599  -  1,640  -  -  -  -  - 

 127,949  51,895  47,770  47,770  48,630  49,685  50,645  51,700 Total Appropriations

(75,755)  -  2,030  -  -  -  -  - Revenues Less Appropriations

Fiscal Year 2013 Budget By Fund

Attachment #2 
Page 16 of 65

Page 891 of 959 Posted at 9:00 p.m. on September 11, 2012



  Judicial Programs (117)

  Leon County Fiscal Year 2013 Tentative Budget

Fund Type:  Special Revenue

On June 8th, 2004, the Board of County Commissioners authorized the imposition of a $ 65.00 criminal violation court costs.  In accordance with Florida 

Statutes and the enabling County Ordinance, the proceeds from the $ 65.00 fine are to be used as follows:  25% to supplement State funding 

requirements related to the implementation of a Statewide court system or to pay for local requirements; 25% to be used to fund legal aid programs; 

25% to be used to fund law library personnel and materials; and 25% to be used to fund alternative juvenile programs.  At the end of the fiscal year, any 

fund balance remaining shall be utilized in subsequent fiscal years for the funding of either the State or local requirements.

Acct #

Actual Adopted Requested Budget Planned Planned Planned Planned
FY 2013FY 2011 FY 2012 FY 2014 FY 2015 FY 2016 FY 2017FY 2013Revenue Sources

 54,340 Court Innovations Local Requirement 348921  52,716  51,846  54,951  52,203  52,725  53,248  53,794 

 54,340 Legal Aid Local Ordinance 348922  52,716  51,846  54,951  52,203  52,725  53,248  53,794 

 54,340 Law Library Local Ordinance 348923  52,716  51,846  54,951  52,203  52,725  53,248  53,794 

 54,340 Juvenile Alternative Local Ordinance 348924  52,716  51,846  54,951  52,203  52,725  53,248  53,794 

 - Fees 349600  20  -  -  -  -  -  - 

 - Interest Income - Investment 361110  337  -  -  -  -  -  - 

 - Pool Interest Allocation 361111  3,753  -  -  -  -  -  - 

 - Transfer From Fund 112 381112  3,535  -  -  -  -  -  - 

 - Transfer From Fund 113 381113  582  -  -  -  -  -  - 

 50,887 Appropriated Fund Balance 399900  -  270,418  54,772  54,772  53,306  51,972  51,422 

 219,090  477,802  274,574  263,584  264,206  264,964  266,598  268,247 Total Revenues

Acct #

Actual Adopted Requested Budget Planned Planned Planned Planned
FY 2013FY 2011 FY 2012 FY 2014 FY 2015 FY 2016 FY 2017FY 2013Department/Division

Appropriations by 

 1,637 Judicial Programs - Risk 495-569  2,201  1,983  1,637  1,637  1,637  1,637  1,637 

 6,576 Indirect Costs - Judicial Programs 499-601  6,506  5,080  5,843  5,843  6,018  6,199  6,385 

 76,792 Alternative Juvenile Programs 509-569  74,380  82,809  82,539  77,136  76,539  76,070  76,426 

 54,340 Law Library 546-714  37,635  51,846  52,203  52,203  52,725  53,248  53,794 

 - Judicial Programs/Article V 548-601  13,487  -  -  -  -  -  - 

 74,562 Judicial Programs/Article V 548-662  223,771  284,238  276,493  74,562  74,562  74,562  74,562 

 54,340 Legal Aid - Court 555-715  52,716  51,846  52,203  52,203  52,725  53,248  53,794 

 410,696  477,802  470,918  263,584  264,206  264,964  266,598  268,247 Total Appropriations

(191,606)  - (196,344)  -  -  -  -  - Revenues Less Appropriations
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  Building Inspection (120)

  Leon County Fiscal Year 2013 Tentative Budget

Fund Type:  Special Revenue

The Building Inspection Fund is a special revenue fund established to account for fees collected on building permits issued within the unincorporated 

area of Leon County.  The fees are used to fund the operation of the Building Inspection Department.

Acct #

Actual Adopted Requested Budget Planned Planned Planned Planned
FY 2013FY 2011 FY 2012 FY 2014 FY 2015 FY 2016 FY 2017FY 2013Revenue Sources

 1,003,200 Building Permits 322000  976,810  975,650  995,000  945,250  959,500  973,750  988,000 

 - Manufactured Homes 322005  32,231  -  -  -  -  -  - 

 - Stormwater - Short Form A 329112 (6)  -  -  -  -  -  - 

 - Building/Enivironmental Inspections 329114  28,844  -  -  -  -  -  - 

 9,120 Contractor's Licenses 329140  9,002  12,540  8,900  8,455  8,550  8,740  8,930 

 - Project Status 329240 (90)  -  -  -  -  -  - 

 - Proj Status - Bldg Set Backs 329241  336  -  -  -  -  -  - 

 - State Surcharge Retention 335291  2,630  -  -  -  -  -  - 

 - Bldg Inspection Fees - Wakulla 

County

342501  2,717  -  -  -  -  -  - 

 7,600 Driveway Permit Fees 343930  7,381  5,510  7,500  7,125  7,220  7,315  7,505 

 95 Reinspection Fees 349100  61  475  100  95  95  95  95 

 - Violations of Local Ordinances 354150  74  -  -  -  -  -  - 

 - Interest Income - Investment 361110  952  -  -  -  -  -  - 

 8,570 Pool Interest Allocation 361111  6,976  4,465  8,500  8,075  8,197  8,319  8,444 

 - Transfer From Fund 126 381126  160,000  -  -  -  -  -  - 

 - Appropriated Fund Balance 399900  -  194,378  231,631  231,631  225,793  69,177  - 

 1,227,919  1,193,018  1,251,631  1,200,631  1,209,355  1,067,396  1,012,974  1,028,585 Total Revenues

Acct #

Actual Adopted Requested Budget Planned Planned Planned Planned
FY 2013FY 2011 FY 2012 FY 2014 FY 2015 FY 2016 FY 2017FY 2013Department/Division

Appropriations by 

 1,042,923 Building Plans Review and Inspection 220-524  1,038,647  1,037,352  1,033,486  1,027,174  1,030,948  1,034,837  1,038,839 

 1,780 MIS Automation - Building Inspection 470-524  2,173  1,855  1,780  1,780  1,780  1,780  1,780 

 6,677 Building Inspection 495-524  9,587  8,631  6,677  6,677  6,677  6,677  6,677 

 185,709 Indirect Costs - Building Inspections 499-524  160,000  145,180  165,000  165,000  169,950  175,049  180,300 

 1,210,407  1,193,018  1,206,943  1,200,631  1,209,355  1,218,343  1,227,596  1,237,089 Total Appropriations

 17,512  -  44,688  -  - (150,947) (214,622) (208,504)Revenues Less Appropriations

Notes:

Fund balance is used to support Building Services recurring operating costs. Unless there is a rebound in the construction enconomy, 

this fund balance is expected to be depleted by FY 2015.  If the construction economy does not rebound in the near future, the fund 

may require general fund subsidy as was done for the first time in FY 2011, in order to maintain an acceptable level of permitting 

services.
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  Growth Management (121)

  Leon County Fiscal Year 2013 Tentative Budget

Fund Type:  Special Revenue

The Growth Management Fund is a special revenue established to account for the activities related to Growth and Environmental Management in 

accordance with the City of Tallahassee/Leon County Comprehensive Plan.  The fund has been previously supported by both permitting fees and 

general revenue at approximately a 50/50 percent split.  Due to the weak building and development economy, the fund required 68% in general revenue 

support for FY12.  The functions supported by the Growth Management Fund include development review, environmental compliance, permit and 

compliance services, and support services.

Acct #

Actual Adopted Requested Budget Planned Planned Planned Planned
FY 2013FY 2011 FY 2012 FY 2014 FY 2015 FY 2016 FY 2017FY 2013Revenue Sources

 627,950 Licenses And Permits 322100  -  789,450  628,000  596,600  604,200  612,750  620,350 

 - Stormwater - Standard Form 329100  192,010  -  -  -  -  -  - 

 - Stormwater - Short Form B-High 329110  26,168  -  -  -  -  -  - 

 - Stormwater - Short Form B-Low 329111  46,253  -  -  -  -  -  - 

 - Stormwater - Short Form A 329112  89,223  -  -  -  -  -  - 

 - New Address Assignments 329113  20,659  -  -  -  -  -  - 

 - Tree Permits 329120  2,629  -  -  -  -  -  - 

 - Vegetative Management Plans 329121  1,080  -  -  -  -  -  - 

 - Landscape Permit Fees 329130  22,792  -  -  -  -  -  - 

 - Amend/Resubmittal/Extensions 329150  4,645  -  -  -  -  -  - 

 - General Utility Permit 329160  14,190  -  -  -  -  -  - 

 - Operating Permit 329170  59,336  -  -  -  -  -  - 

 - Communications Tower Bonds 329171  5,650  -  -  -  -  -  - 

 - Subdivision Exemptions 329200  18,192  -  -  -  -  -  - 

 - Certificate Of Concurrency 329210  18,208  -  -  -  -  -  - 

 - Parking Standards 329220  1,200  -  -  -  -  -  - 

 - Project Status 329240  54,207  -  -  -  -  -  - 

 - PUV - Permitted Use Verification 329250  18,006  -  -  -  -  -  - 

 - Site Plan Review 329260  82,314  -  -  -  -  -  - 

 - Other Development Review Fees 329270  42,514  -  -  -  -  -  - 

 152,000 Permits for Internet Cafe 329400  9,000  154,000  160,000  152,000  152,000  152,000  152,000 

 - Environmental Analysis 343941  62,915  -  -  -  -  -  - 

 - Boaa Variance Requests 343950  900  -  -  -  -  -  - 

 - Reinspection Fees 349100  10,212  -  -  -  -  -  - 

 12,445 Code Enforcement Board Fines 354100  13,985  13,110  12,100  11,495  11,685  11,970  12,160 

 - Interest Income - Investment 361110  1,874  -  -  -  -  -  - 

 13,410 Pool Interest Allocation 361111  14,894  15,390  13,300  12,635  12,824  13,016  13,212 

 - Net Incr(decr) In Fmv Of Investment 361300 (478)  -  -  -  -  -  - 

 950 Other Miscellaneous Revenue 369900  694  1,425  1,000  950  950  950  950 

 2,244,976 Transfer From Fund 126 381126  2,011,180  2,270,944  2,250,988  2,250,988  2,249,529  2,248,071  2,246,536 

 - Transfer From Fund 140 381140  264,249  -  -  -  -  -  - 

 120,614 Appropriated Fund Balance 399900  -  60,000  177,814  177,814  195,661  213,199  232,447 

 3,108,704  3,304,319  3,243,202  3,202,482  3,226,849  3,251,956  3,277,655  3,172,345 Total Revenues

Acct #

Actual Adopted Requested Budget Planned Planned Planned Planned
FY 2013FY 2011 FY 2012 FY 2014 FY 2015 FY 2016 FY 2017FY 2013Department/Division

Appropriations by 

 1,262,777 Environmental Services 420-537  1,309,597  1,250,748  1,249,700  1,242,959  1,247,787  1,252,759  1,257,736 

 676,315 Development Services 422-537  613,270  648,733  671,215  662,666  665,938  669,313  672,784 

 498,882 Permit & Code Services 423-537  446,879  483,865  494,502  490,244  492,318  494,460  496,655 

 347,093 DS Support Services 424-537  324,156  337,457  343,354  342,946  343,939  344,961  346,013 

 6,530 MIS Automation - Growth 

Management

470-537  7,849  6,078  6,530  6,530  6,530  6,530  6,530 

 17,137 Growth Management - Risk 495-537  22,978  20,280  17,137  17,137  17,137  17,137  17,137 

 495,224 Indirect Costs - Growth Management 499-537  466,665  445,772  440,000  440,000  453,200  466,796  480,800 

 - Transfer 950-581  17,300  111,386  -  -  -  -  - 

 3,208,694  3,304,319  3,222,438  3,202,482  3,226,849  3,251,956  3,277,655  3,303,958 Total Appropriations

(99,990)  -  20,764  -  -  -  - (131,613)Revenues Less Appropriations
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  Growth Management (121)

  Leon County Fiscal Year 2013 Tentative Budget

Notes:

While there is a decline in revenue due to the present economic downturn, no reductions were considered for FY13, in an effort to 

maintain an acceptable level of service, as a total of 13.75 positions were eliminated during fiscal years 2009 through 2011.  Due to 

available fund balance, the general revenue transfer remain level from the preceding year.
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  Mosquito Control (122)

  Leon County Fiscal Year 2013 Tentative Budget

Fund Type:  Special Revenue 

The Mosquito Control Fund is a special revenue fund established in support of the administration and operation of the Countywide Mosquito Control 

Programs.  The majority of the program is supported through a transfer from the General Fund (i.e. property taxes).  The Florida Department of 

Environmental Protection (DEP) Tire Grant provides less than 3% of the annual funding for this program.  The fund is used to account for the resources 

and expenditures associated with the Mosquito Control Program.

Acct #

Actual Adopted Requested Budget Planned Planned Planned Planned
FY 2013FY 2011 FY 2012 FY 2014 FY 2015 FY 2016 FY 2017FY 2013Revenue Sources

 - Mosquito Control 334610  14,696  18,395  -  -  -  -  - 

 - Hand Fogging Fees 342950  150  -  -  -  -  -  - 

 - Interest Income - Investment 361110  23  -  -  -  -  -  - 

 - Pool Interest Allocation 361111  12,507  12,160  -  -  -  -  - 

 - Net Incr(decr) In Fmv Of Investment 361300  146  -  -  -  -  -  - 

 - Transfer From Fund 001 381001  782,709  741,829  -  -  -  -  - 

 810,232  772,384  -  -  -  -  -  - Total Revenues

Acct #

Actual Adopted Requested Budget Planned Planned Planned Planned
FY 2013FY 2011 FY 2012 FY 2014 FY 2015 FY 2016 FY 2017FY 2013Department/Division

Appropriations by 

 - Mosquito Control Grant 214-562  14,696  39,000  -  -  -  -  - 

 - Mosquito Control 216-562  481,662  531,058  -  -  -  -  - 

 - MIS Automation - Mosquito Control 470-562  551  441  -  -  -  -  - 

 - Mosquito Control - Risk 495-562  16,661  15,453  -  -  -  -  - 

 - Indirect Costs - Mosquito Control 499-562  237,443  186,432  -  -  -  -  - 

 751,014  772,384  -  -  -  -  -  - Total Appropriations

 59,218  -  -  -  -  -  -  - Revenues Less Appropriations

Notes:

Due to receiving a majority of its funding from general revenue, this fund will be closed at the end of FY 2012.  The Mosquito Control 

operating expenditures have been realigned to the General Fund (001) and the mosquito control grant funding has been realigned to 

the Grant Fund (125).
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  Stormwater Utility (123)

  Leon County Fiscal Year 2013 Tentative Budget

Fund Type:  Special Revenue

The Stormwater Utility Fund is a special revenue fund established in support of the administration of the unincorporated areas Stormwater 

Maintenance, Engineering, Facility Improvements, and Water Quality Monitoring programs.  Major revenue sources for the Stormwater Utility Fund 

include non-restricted revenues (i.e. local half-cent sales, State revenue sharing, etc.) and the non ad valorem assessment for stormwater utility.

Acct #

Actual Adopted Requested Budget Planned Planned Planned Planned
FY 2013FY 2011 FY 2012 FY 2014 FY 2015 FY 2016 FY 2017FY 2013Revenue Sources

 1,044,050 Non Ad-valorem Tax 319100  1,006,742  1,021,250  1,057,000  1,004,150  1,013,650  1,023,150  1,033,600 

 - Waste Disposal Fee 319150  115,061  -  -  -  -  -  - 

 - Delinquent Assessments 2004 319204  1,033  -  -  -  -  -  - 

 - Delinquent Assessments 2006 319206  158  -  -  -  -  -  - 

 - Delinquent Assessments 2007 319207  1,209  -  -  -  -  -  - 

 - Delinquent Taxes 2008 319208  3,643  -  -  -  -  -  - 

 - Delinquent Assessement - 2009 319209  2,952  -  -  -  -  -  - 

 - City Pmt Water Atlas 337287  18,750  25,000  -  -  -  -  - 

 - Interest Income - Investment 361110  347  -  -  -  -  -  - 

 47,491 Pool Interest Allocation 361111  37,644  35,625  47,100  44,745  45,416  46,097  46,788 

 - Net Incr(decr) In Fmv Of Investment 361300  1,563  -  -  -  -  -  - 

 - Refund Of Prior Year Expenses 369300  11,279  -  -  -  -  -  - 

 1,100,298 Transfer From Fund 106 381106  1,179,177  1,248,251  1,072,112  1,072,112  1,066,201  1,074,548  1,105,546 

 3,041,624 Transfer From Fund 126 381126  1,890,951  2,618,647  2,985,242  2,985,242  2,994,113  3,015,674  3,037,356 

 - Appropriated Fund Balance 399900  -  290,000  -  -  -  -  - 

 4,270,508  5,238,773  5,161,454  5,106,249  5,119,380  5,159,469  5,223,290  5,233,463 Total Revenues

Acct #

Actual Adopted Requested Budget Planned Planned Planned Planned
FY 2013FY 2011 FY 2012 FY 2014 FY 2015 FY 2016 FY 2017FY 2013Department/Division

Appropriations by 

 2,745,636 Stormwater Maintenance 433-538  2,241,834  2,774,701  2,748,500  2,721,002  2,689,116  2,699,402  2,776,838 

 500 MIS Automation - Stormwater 470-538  626  568  500  500  500  500  500 

 19,644 Stormwater Utility - Risk 495-538  35,769  32,231  19,644  19,644  19,644  19,644  19,644 

 478,963 Indirect Costs - Stormwater Utility 499-538  549,016  619,399  425,552  425,552  438,319  451,468  465,012 

 19,569 Tax Collector 513-586  20,849  17,910  18,447  18,447  19,000  19,569  19,569 

 - Water Quality & TMDL Monitoring 726-537  37,500  59,940  -  -  -  -  - 

 1,934,151 Transfers 950-581  1,067,204  1,699,024  1,886,104  1,886,104  1,917,801  1,933,886  1,906,727 

 35,000 Budgeted Reserves - Stormwater 

Utility

990-599  -  35,000  35,000  35,000  35,000  35,000  35,000 

 3,952,798  5,238,773  5,133,747  5,106,249  5,119,380  5,159,469  5,223,290  5,233,463 Total Appropriations

 317,711  -  27,707  -  -  -  -  - Revenues Less Appropriations

Notes:

This fund receives a general revenue subsidy in the amount of $2.9 million, which is projected to increase to $3.0 million by FY17, if 

the stormwater fee is left at its current rate.  The $20 non ad valorem assessment levied in the 1990's does not cover the cost of the 

program necessitating a general revenue subsidy.  Due to the present economic downturn, the Board did not consider increasing this 

assessment for FY13.  However, the Board directed staff to proceed with a new non-ad valorem assessment study to determine a fee 

structure that would support the program.  Any fee changes could occur in FY 2014.
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  SHIP Trust (124)

  Leon County Fiscal Year 2013 Tentative Budget

Fund Type:  Special Revenue

The State Housing Initiatives Partnership (SHIP) Trust Fund is a special revenue fund established in accordance with F .S. 420.9075(5) to account for 

the distribution of State funds to local housing programs.  Expenditures are limited to the administration and implementation of local housing programs.

Acct #

Actual Adopted Requested Budget Planned Planned Planned Planned
FY 2013FY 2011 FY 2012 FY 2014 FY 2015 FY 2016 FY 2017FY 2013Revenue Sources

 - SHIP - Doc Stamp Revenue 345100  598,933  -  -  -  -  -  - 

 - SHIP Recaptured Revenue 345150  24,395  -  -  -  -  -  - 

 - Interest Income - Investment 361110 (1,002)  -  -  -  -  -  - 

 - Pool Interest Allocation 361111  5,463  -  -  -  -  -  - 

 627,789  -  -  -  -  -  -  - Total Revenues

Acct #

Actual Adopted Requested Budget Planned Planned Planned Planned
FY 2013FY 2011 FY 2012 FY 2014 FY 2015 FY 2016 FY 2017FY 2013Department/Division

Appropriations by 

 - SHIP 2008-2011 932041-554  604,897  -  -  -  -  -  - 

 - SHIP 2009-2012 932042-554  23,894  -  -  -  -  -  - 

 628,791  -  -  -  -  -  -  - Total Appropriations

(1,002)  -  -  -  -  -  -  - Revenues Less Appropriations

Notes:

The State did not appropriate funding for SHIP during the FY 2012 legislative session.
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  Grants (125)

  Leon County Fiscal Year 2013 Tentative Budget

Fund Type:  Special Revenue

The Grants Fund is a special revenue fund established to account for the County Emergency Management State Grants, the Department of 

Environmental Storage Tank Program, and the Slosberg Driver Education Fund.  The fund also accounts for other restricted revenues such as Friends 

of the Library and payments to the Tree Bank.  As grants are actually received during the fiscal year, appropriate action is taken by the Board of County 

Commissioners to realize these additional grant proceeds into the budget.  This fund includes the corresponding County matching funds for the various 

grants.

Acct #

Actual Adopted Requested Budget Planned Planned Planned Planned
FY 2013FY 2011 FY 2012 FY 2014 FY 2015 FY 2016 FY 2017FY 2013Revenue Sources

 - DOT - Traffic Safety Grants 331205  31,798  -  -  -  -  -  - 

 - USDOT Pipeline & Haz Mat Revenue 331207  49,250  -  -  -  -  -  - 

 124,000 Law Enforcement Block Grant 331280  120,778  124,000  124,000  124,000  124,000  124,000  124,000 

 - EPA Grant 331284  153,562  -  -  -  -  -  - 

 - JAG Grant TPD Equipment 331287  7,836  -  -  -  -  -  - 

 - Byrne Grant Digital Forensic Rev 331288  132,172  -  -  -  -  -  - 

 - EPA Grant 331346  3,990  -  -  -  -  -  - 

 - Urban Forestry Grant 331390 (79,953)  -  -  -  -  -  - 

 - Energy Eff & Conserv Block Grant 331395  1,078,125  -  -  -  -  -  - 

 - Post Disaster Redevelopment Plan 

Grant

331396  17,409  -  -  -  -  -  - 

 - USDOE Clean Energy Grant 331397  2,761  -  -  -  -  -  - 

 - Federal Stimulus Sidewalk 

Construction

331493  54,321  -  -  -  -  -  - 

 - Small Cities CDBG-ED 331511  982  -  -  -  -  -  - 

 - CDBG Emergency Housing Set Aside 331525  90,822  -  -  -  -  -  - 

 - USDA Housing Grant 331526  4,956  -  -  -  -  -  - 

 - CDBG Disaster Recovery Initiative 331530  1,681,565  -  -  -  -  -  - 

 - Specialty Crop Block Grant 331568  11,096  -  -  -  -  -  - 

 - Big Read Grant 331727  9,326  -  -  -  -  -  - 

 - Federal Payments in Lieu of Taxes 333000  17,282  -  -  -  -  -  - 

 - DOH-Emergency Medical Services 334201  73,243  80,000  -  -  -  -  - 

 - Hazmat Grant 334211  17,312  -  -  -  -  -  - 

 - DCF Drug Court 334240  48,560  -  -  -  -  -  - 

 - Gopher Tortoise Habitat Mgmt Grant 334390  1,525  -  -  -  -  -  - 

 118,192 Dep Storage Tank Program 334392  111,856  92,833  118,192  118,192  118,192  118,192  118,192 

 - Foreclosure Prevention State Grant 334510 (125)  -  -  -  -  -  - 

 - Housing Services Home Expo 334511  41  -  -  -  -  -  - 

 18,500 Mosquito Control 334610  -  -  18,500  18,500  18,500  18,500  18,500 

 - Best Neighborhoods Grants 334691  18,637  -  -  -  -  -  - 

 - Miccosukee Canopy Road 

Greenways

334785  49,905  -  -  -  -  -  - 

 - Boating Improvement 334792  21,350  -  -  -  -  -  - 

 - State Challenge Grant 337670  17,667  -  -  -  -  -  - 

 15,000 Friends Of The Library 337714  10,732  15,000  15,000  15,000  15,000  15,000  15,000 

 95,855 Slosberg $3 Driver Education 348531  133,913  122,075  100,900  95,855  95,855  95,855  95,855 

 - Slosberg Driver Ed-cfwd 348532 (96,384)  -  -  -  -  -  - 

 - Interest Income - Investment 361110 (2,122)  -  -  -  -  -  - 

 - Pool Interest Allocation 361111  22,697  -  -  -  -  -  - 

 - Interest - Tax Collector 361140  3  -  -  -  -  -  - 

 - Net Incr(decr) In Fmv Of Investment 361300 (4,846)  -  -  -  -  -  - 

 - Points Of Light 366300  1,030  -  -  -  -  -  - 

 - Hands on Grant - Volunteer Leon 366303  975  -  -  -  -  -  - 

 - The Mission Countinues Grant 366305  1,358  -  -  -  -  -  - 

 - Community Foundation of N Florida 366310  125  -  -  -  -  -  - 

 - Other Miscellaneous Revenue 369900  2,470  -  -  -  -  -  - 

 - Library E-Rate Program 369910  12,045  -  -  -  -  -  - 

 - Choose Life Plates-cfwd 369921  75,625  -  -  -  -  -  - 

 250,742 Transfer From Fund 126 381126  209,108  259,513  244,996  244,996  246,375  247,795  249,256 

 - Transfer From Fund 305 381305  314,000  -  -  -  -  -  - 

 4,428,779  693,421  621,588  616,543  617,922  619,342  620,803  622,289 Total Revenues
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  Grants (125)

  Leon County Fiscal Year 2013 Tentative Budget

Acct #

Actual Adopted Requested Budget Planned Planned Planned Planned
FY 2013FY 2011 FY 2012 FY 2014 FY 2015 FY 2016 FY 2017FY 2013Department/Division

Appropriations by 

 - Velda Dairy Sidewalk Fed Stimulus 008002-541  54,321  -  -  -  -  -  - 

 - Miccosukee Greenways 044003-537  99,809  -  -  -  -  -  - 

 - Emergency Medical Services 

Equipment

096010-526  73,243  80,000  -  -  -  -  - 

 - Public Safety Complex 096016-581  129,742  -  -  -  -  -  - 

 - Florida Clean Energy Grant 096027-537  3,128  -  -  -  -  -  - 

 18,500 Mosquito Control Grant 214-562  -  -  18,500  18,500  18,500  18,500  18,500 

 2,338 Grants - Risk 495-595  1,650  2,479  2,338  2,338  2,338  2,338  2,338 

 121,155 Emergency Management 864-525  -  121,155  121,155  121,155  121,155  121,155  121,155 

 - Emergency Management- Base 

Grant

864-586  121,155  -  -  -  -  -  - 

 156,111 DEP Storage Tank 866-524  143,193  149,577  154,427  153,955  154,476  155,012  155,563 

 - Library E-Rate Program 912013-571  12,045  -  -  -  -  -  - 

 - Big Read Grant FY2010 912026-571  13,652  -  -  -  -  -  - 

 15,000 Friends Literacy Contract 2005 913045-571  10,732  15,000  15,000  15,000  15,000  15,000  15,000 

 - Title III Federal Forestry 914015-537  17,282  -  -  -  -  -  - 

 - Specialty Crop Block Grant 914039-537  5,035  -  -  -  -  -  - 

 - Specialty Crop Block Grant FY10 914040-537  6,061  -  -  -  -  -  - 

 - Energy Effic & Conserv Block Grant 915010-513  1,211,510  -  -  -  -  -  - 

 - Climate Action Summit 915011-537  12,500  -  -  -  -  -  - 

 95,855 Slosberg Drivers Education Grant 915013-529  40,000  122,075  95,855  95,855  95,855  95,855  95,855 

 - USDOT Pipleline & Haz Mat Grant 915015-529  49,250  -  -  -  -  -  - 

 - Hands on Grant - Volunteer Leon 915040-513  975  -  -  -  -  -  - 

 - The Mission Continues Grant 915041-513  1,358  -  -  -  -  -  - 

 - Post Disaster Redevelopment Plan 

Grant

915048-525  23,212  -  -  -  -  -  - 

 - Points of Light 915056-513  1,030  -  -  -  -  -  - 

 - Community Foundation of N Florida 915058-519  125  -  -  -  -  -  - 

 - Gopher Tortoise Habitat Mgmt Grant 921030-572  1,525  -  -  -  -  -  - 

 - Boating Improvement 921043-572  21,353  -  -  -  -  -  - 

 - EPA Grant 922056-534  3,990  -  -  -  -  -  - 

 - USDA Housing Preservation Grant 932001-554  4,956  -  -  -  -  -  - 

 - Foreclosure Prevention Grant 932013-554 (125)  -  -  -  -  -  - 

 - Housing Services Home Expo 932014-554  41  -  -  -  -  -  - 

 - CDBG Emergency Housing Set Aside 932035-554  75,000  -  -  -  -  -  - 

 - CDBG Emergency Housing Set Aside 932035-581  15,822  -  -  -  -  -  - 

 - CDBG Disaster Recovery - Admin 932060-569  34,454  -  -  -  -  -  - 

 - CDBG Disaster Recovery - Rental 

Housing City

932062-569  335,564  -  -  -  -  -  - 

 - CDBG Disaster Recovery - 

Timberlake Flood Ctrl

932064-538  835,190  -  -  -  -  -  - 

 - CDBG Disaster Recovery - Franklin 

Blvd Flood Improv

932066-538  214,533  -  -  -  -  -  - 

 - CDBG Disaster Recovery - FB Ferry 

Emerg Access

932067-538  111,968  -  -  -  -  -  - 

 - CDBG Disaster Recovery - Selena 

Rd Flood Mitigation

932068-538  149,855  -  -  -  -  -  - 

 - Small Cities CDBG-ED 932156-554  982  -  -  -  -  -  - 

 - Choose Life 933013-569  75,625  -  -  -  -  -  - 

 - Best Neighborhoods Grant 933014-569  18,637  -  -  -  -  -  - 

 - DCF - Drug Testing 943081-622  25,720  -  -  -  -  -  - 

 - DCF - Drug Testing 943082-622  11,710  -  -  -  -  -  - 

 - Transfers 950-581  15,000  -  -  -  -  -  - 

 - Hazardous Materials Site Study 951045-525  17,312  -  -  -  -  -  - 

 - EMS Child Passenger Safety Grant 961041-526  31,798  -  -  -  -  -  - 

 - FDLE JAG Grant 982030-521  146,261  -  -  -  -  -  - 

 - FDLE JAG Grant - Pretrial 982054-521  120,778  -  -  -  -  -  - 

 - Byrne Grant LCSO Digital Forensics 982055-586  139,473  -  -  -  -  -  - 
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  Grants (125)

  Leon County Fiscal Year 2013 Tentative Budget

Acct #

Actual Adopted Requested Budget Planned Planned Planned Planned
FY 2013FY 2011 FY 2012 FY 2014 FY 2015 FY 2016 FY 2017FY 2013Department/Division

Appropriations by 

 - Byrne Grant TPD Equipment 982056-521  7,836  -  -  -  -  -  - 

 - FDLE JAG Grant - Pretrial 982057-521  -  113,135  -  -  -  -  - 

 123,330 FDLE JAG Grant - Pretrial 982058-521  -  -  122,466  119,740  120,598  121,482  122,392 

 90,000 Grant Match Funds 991-595  -  90,000  90,000  90,000  90,000  90,000  90,000 

 4,446,268  693,421  619,741  616,543  617,922  619,342  620,803  622,289 Total Appropriations

(17,489)  -  1,847  -  -  -  -  - Revenues Less Appropriations

Note:

The Mosquito Control grant was realigned to the Grant fund due to the closure of the Mosquito Control fund (122).
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  Non-Countywide General Revenue (126)

  Leon County Fiscal Year 2013 Tentative Budget

Fund Type:  Special Revenue

The Non-County-wide General Revenue Fund is a special revenue fund originally established as part of the FY 2002 budget process and was originally 

the Unrestricted Revenue Fund 070.  Prior to FY 2002, the 1/2 Cent Sales Tax, State Revenue Sharing, and other unrestricted resources were directly 

budgeted into the specific funds they supported.  Beginning in FY 2002, the revenues were brought into this fund and budgetary transfers were 

established to the funds supported by these revenues.  This approach allows for the entire revenue to be shown in one place and all funds being 

supported to be similarly reflected.  These revenues are not deposited directly into the General Fund in order to discretely show support for activities 

not eligible for Countywide property tax revenue.  This fund was renumbered to Fund 126 as part of the FY 2004 budget process.

Acct #

Actual Adopted Requested Budget Planned Planned Planned Planned
FY 2013FY 2011 FY 2012 FY 2014 FY 2015 FY 2016 FY 2017FY 2013Revenue Sources

 336,205 Solid Waste 313700  338,515  314,559  344,200  326,990  329,270  331,550  333,878 

 3,511,200 Local Communication Svcs Tax 315000  3,907,081  3,280,625  3,317,000  3,151,150  3,308,850  3,374,400  3,441,850 

 4,427,000 State Revenue Sharing 335120  4,244,369  4,107,800  4,369,000  4,150,550  4,191,400  4,255,050  4,339,600 

 67,925 Insurance Agents County 335130  68,012  58,473  68,700  65,265  65,930  66,548  67,213 

 40,375 Mobile Home Licenses 335140  41,941  39,853  41,651  39,568  39,758  39,948  40,185 

 93,100 Alcoholic Beverage Licenses 335150  87,643  82,650  91,000  86,450  88,350  89,300  91,200 

 212,088 Racing Tax  F.S. 212.20(6) 335160  223,250  212,088  223,251  212,088  212,088  212,088  212,088 

 10,890,800 Local 1/2 Cent Sales Tax 335180  10,437,198  10,173,550  10,643,000  10,110,850  10,212,500  10,468,050  10,677,050 

 - Interest Income - Investment 361110  4,032  -  -  -  -  -  - 

 - Pool Interest Allocation 361111  71,990  -  -  -  -  -  - 

 - Net Incr(decr) In Fmv Of Investment 361300  16,865  -  -  -  -  -  - 

 - Transfer From Fund 206 381206  -  -  -  -  -  -  - 

 - Transfer From Fund 214 381214  5,969  -  -  -  -  -  - 

 - Appropriated Fund Balance 399900  -  300,000  -  -  -  -  - 

 19,446,865  18,569,598  19,097,801  18,142,911  18,448,146  18,836,934  19,203,064  19,578,693 Total Revenues

Acct #

Actual Adopted Requested Budget Planned Planned Planned Planned
FY 2013FY 2011 FY 2012 FY 2014 FY 2015 FY 2016 FY 2017FY 2013Department/Division

Appropriations by 

 19,578,693 Transfers 950-581  16,250,882  18,569,598  18,142,911  18,142,911  18,448,146  18,836,934  19,203,064 

 16,250,882  18,569,598  18,142,911  18,142,911  18,448,146  18,836,934  19,203,064  19,578,693 Total Appropriations

 3,195,983  -  954,890  -  -  -  -  - Revenues Less Appropriations
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  Grants - Interest Bearing (127)

  Leon County Fiscal Year 2013 Tentative Budget

Fund Type:  Special Revenue

This fund was established independently of the reimbursement grant fund (Fund 125) in order post interest to grants as may be required by the grant 

contract and/or special endowment.

Acct #

Actual Adopted Requested Budget Planned Planned Planned Planned
FY 2013FY 2011 FY 2012 FY 2014 FY 2015 FY 2016 FY 2017FY 2013Revenue Sources

 60,000 DOH-Emergency Medical Services 334201  -  -  60,000  60,000  60,000  60,000  60,000 

 - DOH-State EMS Matching Grant 334202  41,133  -  -  -  -  -  - 

 - DOH-EMS Public Education 334206  39  -  -  -  -  -  - 

 - SOF Reg Sel Routing Install Program 334208  1,395  -  -  -  -  -  - 

 - DCF Mental Health Grant 334890  298,113  -  -  -  -  -  - 

 - Tree Bank Donations 337410  7,077  -  -  -  -  -  - 

 - Friends Endowment 337716  27,215  -  -  -  -  -  - 

 - Parks And Recreation 347200  6,622  -  -  -  -  -  - 

 - Interest Income - Investment 361110  1,401  -  -  -  -  -  - 

 - Pool Interest Allocation 361111  16,480  -  -  -  -  -  - 

 - Net Incr(decr) In Fmv Of Investment 361300  3,939  -  -  -  -  -  - 

 - Transfer From Fund 135 381135  14,106  -  -  -  -  -  - 

 417,520  -  60,000  60,000  60,000  60,000  60,000  60,000 Total Revenues

Acct #

Actual Adopted Requested Budget Planned Planned Planned Planned
FY 2013FY 2011 FY 2012 FY 2014 FY 2015 FY 2016 FY 2017FY 2013Department/Division

Appropriations by 

 - Friends Endowment 2005 913115-571  27,465  -  -  -  -  -  - 

 - Tree Bank 921053-541  7,185  -  -  -  -  -  - 

 - Miccosukee Community Center 921116-572  337  -  -  -  -  -  - 

 - Miccosukee Community Center 921126-572  965  -  -  -  -  -  - 

 - Ft. Braden Community Center 921146-572  2,090  -  -  -  -  -  - 

 - Bradfordville Community Center 921156-572  3,321  -  -  -  -  -  - 

 - DCF Mental Health Grant 944108-629  298,488  -  -  -  -  -  - 

 - DOH-EMS Match Grant Public Ed 951041-526  39  -  -  -  -  -  - 

 - Regional Select Routing Install 

Project

951060-525  2,415  -  -  -  -  -  - 

 - EMS/DOH - Matching Grant M9256 961031-526  41,033  -  -  -  -  -  - 

 - EMS/DOH - Matching Grant M9257 961032-526  13,849  -  -  -  -  -  - 

 60,000 EMS/DOH - EMS Equipment 961045-526  -  -  60,000  60,000  60,000  60,000  60,000 

 397,187  -  60,000  60,000  60,000  60,000  60,000  60,000 Total Appropriations

 20,333  -  -  -  -  -  -  - Revenues Less Appropriations
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  9-1-1 Emergency Communications (130)

  Leon County Fiscal Year 2013 Tentative Budget

Fund Type:  Special Revenue 

The 9-1-1 Emergency Communications Fund is a special revenue fund established in accordance with the Florida Emergency Telephone Act F .S. 

365.171.  Major revenue sources of the 9-1-1 Emergency Communications Fund include proceeds from the wireless Enhanced 9-1-1 fee (50 

cents/month per service subscriber) pursuant to F .S. 365.172 - 365.173 and the 9-1-1 fee (50 cents/month per service line) pursuant to F.S. 

365.171(13).  The fund is used to account for resources and expenditures associated with 9-1-1 emergency services within Leon County.

Acct #

Actual Adopted Requested Budget Planned Planned Planned Planned
FY 2013FY 2011 FY 2012 FY 2014 FY 2015 FY 2016 FY 2017FY 2013Revenue Sources

 472,150 State Revenue Sharing Enhanced 

911 Fee

335220  535,155  617,500  517,000  491,150  486,400  481,650  476,900 

 735,300 State Revenue Sharing Enhanced 

911 DMS

335221  697,231  693,500  715,000  679,250  693,500  706,800  721,050 

 - Interest Income - Investment 361110  407  -  -  -  -  -  - 

 - Pool Interest Allocation 361111  1,052  -  -  -  -  -  - 

 - Sheriff Excess Fees 386400  1  -  -  -  -  -  - 

 1,233,846  1,311,000  1,232,000  1,170,400  1,179,900  1,188,450  1,197,950  1,207,450 Total Revenues

Acct #

Actual Adopted Requested Budget Planned Planned Planned Planned
FY 2013FY 2011 FY 2012 FY 2014 FY 2015 FY 2016 FY 2017FY 2013Department/Division

Appropriations by 

 1,095,470 Enhanced 9-1-1 180-586  1,208,023  1,220,636  1,080,436  1,080,436  1,083,752  1,083,273  1,085,650 

 5,640 Indirect Costs - Emergency 911 499-525  9,877  4,900  5,011  5,011  5,161  5,316  5,476 

 106,340 Transfers 950-581  701,588  85,464  87,977  84,953  90,987  99,861  106,824 

 1,919,488  1,311,000  1,173,424  1,170,400  1,179,900  1,188,450  1,197,950  1,207,450 Total Appropriations

(685,642)  -  58,576  -  -  -  -  - Revenues Less Appropriations
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  Radio Communication Systems (131)

  Leon County Fiscal Year 2013 Tentative Budget

In accordance with F.S. 318.21(10) $12.50 from each moving traffic violation shall be distributed and paid monthly via the Clerk of Court's fine 

distribution system. The fund is used to account for resources and expenditures associated with Leon County ’s participation in an intergovernmental 

radio communications programs that have been previously approved by the State of Florida, Department of Management Services.  This program for 

Leon County is the 800 MHZ radio system.

Acct #

Actual Adopted Requested Budget Planned Planned Planned Planned
FY 2013FY 2011 FY 2012 FY 2014 FY 2015 FY 2016 FY 2017FY 2013Revenue Sources

 356,345 Radio Communications Program 351600  349,132  325,090  352,500  334,875  338,295  343,330  349,315 

 - Interest Income - Investment 361110  1,766  -  -  -  -  -  - 

 11,495 Pool Interest Allocation 361111  18,146  -  11,400  10,830  10,992  11,158  11,325 

 - Net Incr(decr) In Fmv Of Investment 361300 (2,730)  -  -  -  -  -  - 

 772,643 Transfer From Fund 001 381001  -  200,000  300,000  300,000  500,000  766,593  779,563 

 - Transfer From Fund 305 381305  110,527  -  -  -  -  -  - 

 - Transfer from Fund 331 381331  1,721,870  -  -  -  -  -  - 

 - Appropriated Fund Balance 399900  -  511,791  420,086  420,086  243,830  -  - 

 2,198,710  1,036,881  1,083,986  1,065,791  1,093,117  1,121,081  1,140,203  1,140,483 Total Revenues

Acct #

Actual Adopted Requested Budget Planned Planned Planned Planned
FY 2013FY 2011 FY 2012 FY 2014 FY 2015 FY 2016 FY 2017FY 2013Department/Division

Appropriations by 

 9,613 Indirect Costs - Radio 

Communications

499-519  -  1,881  8,541  8,541  8,797  9,061  9,333 

 1,130,870 800 Mhz System Maintenance 529-519  974,126  1,035,000  1,057,250  1,057,250  1,084,320  1,112,020  1,130,870 

 - Transfers 950-581  228,209  -  -  -  -  -  - 

 1,202,334  1,036,881  1,065,791  1,065,791  1,093,117  1,121,081  1,140,203  1,140,483 Total Appropriations

 996,376  -  18,195  -  -  -  -  - Revenues Less Appropriations

Note:

Increase in general revenue transfer to support program, as available fund balance is depleted.
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  Municipal Services (140)

  Leon County Fiscal Year 2013 Tentative Budget

Fund Type:  Special Revenue

The Municipal Services Fund is a special revenue fund established in support of various municipal services provided in the unincorporated area of Leon 

County.  These services include: parks and recreation, and animal control.  The major revenue sources for the Municipal Services Fund are transfers 

from the Non-Restricted Revenue Fund (i.e. State revenue sharing, the local cent sales tax, etc.) and the Public Services Tax.

Acct #

Actual Adopted Requested Budget Planned Planned Planned Planned
FY 2013FY 2011 FY 2012 FY 2014 FY 2015 FY 2016 FY 2017FY 2013Revenue Sources

 5,538,500 Public Service Tax - Electric 314100  4,955,507  5,137,600  5,386,000  5,116,700  5,219,300  5,323,800  5,430,200 

 924,350 Public Service Tax - Water 314300  888,739  847,400  935,000  888,250  896,800  906,300  914,850 

 594,700 Public Service Tax - Gas 314400  575,455  545,300  590,000  560,500  569,050  577,600  586,150 

 2,850 Public Service Tax - Fuel Oil 314700  3,136  2,850  3,000  2,850  2,850  2,850  2,850 

(28,500)Public Service Tax - 2% Discount 314999 (29,017) (29,450) (30,000) (28,500) (28,500) (28,500) (28,500)

 - DOT-Reimbursement Route 27 343913  5,352  5,352  -  -  -  -  - 

 5,225 Parks And Recreation 347200  5,765  5,700  5,500  5,225  5,225  5,225  5,225 

 20,330 Coe's Landing Park 347201  18,499  16,720  20,600  19,570  19,760  19,950  20,140 

 - Animal Control Education 351310  680  -  -  -  -  -  - 

 - Interest Income - Investment 361110  270  -  -  -  -  -  - 

 55,053 Pool Interest Allocation 361111  48,910  53,105  54,600  51,870  52,648  53,438  54,239 

 - Net Incr(decr) In Fmv Of Investment 361300  2,287  -  -  -  -  -  - 

 - Tax Collector F.S. 125.315 361320  12  -  -  -  -  -  - 

 - Other Miscellaneous Revenue 369900  1,421  -  -  -  -  -  - 

 - Transfer From Fund 125 381125  15,000  -  -  -  -  -  - 

 - Appropriated Fund Balance 399900  -  300,000  -  -  -  -  - 

 6,492,015  6,884,577  6,964,700  6,616,465  6,737,133  6,860,663  6,985,154  7,112,508 Total Revenues

Acct #

Actual Adopted Requested Budget Planned Planned Planned Planned
FY 2013FY 2011 FY 2012 FY 2014 FY 2015 FY 2016 FY 2017FY 2013Department/Division

Appropriations by 

 1,177,337 Animal Services 201-562  945,099  1,086,294  1,165,688  1,165,688  1,169,101  1,172,641  1,174,964 

 2,522,902 Parks and Recreation Services 436-572  2,276,583  2,391,513  2,485,013  2,447,979  2,474,140  2,505,542  2,514,119 

 1,240 MIS Automation - Animal Control 470-562  1,541  1,541  1,240  1,240  1,240  1,240  1,240 

 1,240 MIS Automation - Parks and 

Recreation

470-572  1,565  1,311  1,240  1,240  1,240  1,240  1,240 

 64,338 Municipal Services - Risk 495-572  70,330  67,408  64,338  64,338  64,338  64,338  64,338 

 131,665 Indirect Costs - Municipal Services 

(Animal Control)

499-562  130,247  137,433  116,983  116,983  120,492  124,107  127,830 

 523,302 Indirect Costs - Municipal Services 

(Parks & Recreation)

499-572  534,860  486,221  464,947  464,947  478,895  493,262  508,060 

 1,219,666 Payment to City- Parks & Recreation 838-572  992,164  1,076,498  1,122,249  1,122,249  1,169,944  1,219,666  1,219,666 

 1,118,966 Transfers 950-581  1,066,361  1,596,358  1,178,783  1,178,783  906,146  926,947  1,021,931 

 351,852 Budgeted Reserves - Municipal 

Service

990-599  -  40,000  53,018  53,018  351,597  351,680  351,766 

 6,018,750  6,884,577  6,653,499  6,616,465  6,737,133  6,860,663  6,985,154  7,112,508 Total Appropriations

 473,265  -  311,201  -  -  -  -  - Revenues Less Appropriations
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  Fire Rescue Services (145)

  Leon County Fiscal Year 2013 Tentative Budget

Fund Type:  Special Revenue

The Fire Services Fund is a special revenue fund established in FY 2010 as a method to fund enhanced fire protection services in the unincorporated 

area of Leon County.  This includes adding another fire fighter at unincorporated area fire stations.  The funding is derived from a fire service fee levied 

on single-family, commercial and governmental properties in the unincorporated area of the County.  Homes are charged a flat rate, and commercial 

and governmental properties pay per square foot.  Square footage associated with the worship area of a church is excluded from the fee.  By interlocal 

agreement with the City of Tallahassee, emergency medical and fire rescue services have been functionally consolidated with both Department Chiefs 

reporting to the County Administrator and City Manager.  In addition, the County provides support to the Volunteer Fire Departments.

Acct #

Actual Adopted Requested Budget Planned Planned Planned Planned
FY 2013FY 2011 FY 2012 FY 2014 FY 2015 FY 2016 FY 2017FY 2013Revenue Sources

 184,041 Delinquent Taxes 311200  -  54,434  193,727  184,041  184,041  184,041  184,041 

 4,833,600 Fire Service Fee 325201  5,995,517  5,283,085  5,088,000  4,833,600  4,833,600  4,833,600  4,833,600 

 1,174,909 Fire Service Fee 325202  927,404  1,230,234  1,236,746  1,174,909  1,174,909  1,174,909  1,174,909 

 - Delinquent FY10 Fees 325203  894,388  43,996  -  -  -  -  - 

 202,222 Delinquent FY11 Fees 325204  -  325,312  212,865  202,222  202,222  202,222  202,222 

 - Interest Income - Investment 361110  2,630  -  -  -  -  -  - 

 - Pool Interest Allocation 361111  23,423  -  -  -  -  -  - 

 - Net Incr(decr) In Fmv Of Investment 361300  7,432  -  -  -  -  -  - 

 - Other Miscellaneous Revenue 369900  80  -  -  -  -  -  - 

 7,850,875  6,937,061  6,731,339  6,394,772  6,394,772  6,394,772  6,394,772  6,394,772 Total Revenues

Acct #

Actual Adopted Requested Budget Planned Planned Planned Planned
FY 2013FY 2011 FY 2012 FY 2014 FY 2015 FY 2016 FY 2017FY 2013Department/Division

Appropriations by 

 33,080 Tax Collector 513-586  36,991  33,080  33,080  33,080  33,080  33,080  33,080 

 5,879,213 Fire Services Payment 838-522  6,986,509  6,421,502  6,421,502  5,879,213  5,879,213  5,879,213  5,879,213 

 482,479 Volunteer Fire Department 843-522  184,531  482,479  482,479  482,479  482,479  482,479  482,479 

 7,208,030  6,937,061  6,937,061  6,394,772  6,394,772  6,394,772  6,394,772  6,394,772 Total Appropriations

 642,845  - (205,722)  -  -  -  -  - Revenues Less Appropriations

Notes:

In 2010, the Board approved placing this assessment on the tax bill for property owners who did not pay the fee via the established 

billing system.  Non ad valorem collections for FY 13 include $1.2 million in current charges and $386,263 in delinquent billings.  

Direct billing by the City of Tallahassee is still the primary source for the collection of this fee.
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  Tourism Development (160)

  Leon County Fiscal Year 2013 Tentative Budget

Fund Type:  Special Revenue

The Tourist Development Fund is a special revenue fund established as the repository for the collection of the 5% Local Option Tourist Development 

Tax on transient lodging sales in Leon County (bed tax).  The Tourist Development Council administers the expenditure of these revenues, as limited by 

law, to tourist development initiatives.  Annual reserves for contingencies are supported by available fund balance.  This amount will be determined on 

an annual basis as part of the budget process.

Acct #

Actual Adopted Requested Budget Planned Planned Planned Planned
FY 2013FY 2011 FY 2012 FY 2014 FY 2015 FY 2016 FY 2017FY 2013Revenue Sources

 3,837,768 Tourist Development (3 Cents & 5th 

Cent)

312100  2,988,709  3,133,100  3,453,200  3,280,540  3,411,762  3,548,232  3,690,161 

 959,442 Tourist Development (1 Cent) 312110  747,172  783,750  863,300  820,135  852,940  887,058  922,540 

 - Interest Income - Investment 361110  11,771  -  -  -  -  -  - 

 79,352 Pool Interest Allocation 361111  62,395  72,485  78,700  74,765  75,886  77,024  78,179 

 - Net Incr(decr) In Fmv Of Investment 361300  3,190  -  -  -  -  -  - 

 - Tax Collector F.S. 125.315 361320  8,725  -  -  -  -  -  - 

 10,200 Rents And Royalties 362000  9,350  10,200  10,200  10,200  10,200  10,200  10,200 

 7,500 Merchandise Sales 365000  5,491  -  7,500  7,500  7,500  7,500  7,500 

 4,500 Other Contributions 366930  4,500  -  4,500  4,500  4,500  4,500  4,500 

 - Refund Of Prior Year Expenses 369300  3,500  -  -  -  -  -  - 

 - Other Miscellaneous Revenue 369900  5,250  -  -  -  -  -  - 

 - Appropriated Fund Balance 399900  -  -  6,332  6,332  -  -  - 

 3,850,054  3,999,535  4,423,732  4,203,972  4,362,788  4,534,514  4,713,080  4,898,762 Total Revenues

Acct #

Actual Adopted Requested Budget Planned Planned Planned Planned
FY 2013FY 2011 FY 2012 FY 2014 FY 2015 FY 2016 FY 2017FY 2013Department/Division

Appropriations by 

 507,448 Administration 301-552  510,402  488,710  516,516  514,499  502,445  504,072  505,746 

 843,000 Advertising 302-552  668,873  755,000  843,000  843,000  843,000  843,000  843,000 

 1,029,988 Marketing 303-552  847,959  1,012,639  1,023,875  1,023,310  1,024,909  1,026,556  1,028,247 

 150,000 Special Projects 304-552  117,944  150,000  150,000  150,000  150,000  150,000  150,000 

 959,500 1 Cent Expenses 305-552  215,000  783,750  820,800  820,800  853,100  887,300  923,400 

 8,640 MIS Automation - Tourism 

Development

470-552  10,255  9,172  8,640  8,640  8,640  8,640  8,640 

 6,768 Tourism Development - Risk 495-552  4,935  12,730  6,768  6,768  6,768  6,768  6,768 

 130,455 Indirect Costs - Tourism 

Development

499-552  103,407  98,509  115,908  115,908  119,385  122,967  126,656 

 354,500 Council on Culture & Arts (COCA) 888-573  504,500  504,500  504,500  354,500  354,500  354,500  354,500 

 163,451 Transfers 950-581  163,451  163,451  320,941  320,941  163,451  163,451  163,451 

 745,012 Budgeted Reserves - Tourism 

Development

990-599  -  21,074  43,024  45,606  336,590  467,260  602,672 

 3,146,726  3,999,535  4,353,972  4,203,972  4,362,788  4,534,514  4,713,080  4,898,762 Total Appropriations

 703,328  -  69,760  -  -  -  -  - Revenues Less Appropriations

Note:

The Board directed staff to move COCA funding earmarked for the Mary Brogan Museum to the Tourism Devleopment fund balance.  

In addition, the transfers increased to fund improvements to the Apalachee Regional Park cross country track.
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  Housing Finance Authority (161)

  Leon County Fiscal Year 2013 Tentative Budget

Fund Type:  Special Revenue

The Housing Finance Authority Fund is a special revenue fund established as the repository for the collection of issuer fees that are deposited when 

single family revenue bonds are placed on the open market for purchase by banks pursuant to Florida Statute Chapter 159 and Leon County 

Ordinance.  Expenditures are limited to single family mortgage loans.

Acct #

Actual Adopted Requested Budget Planned Planned Planned Planned
FY 2013FY 2011 FY 2012 FY 2014 FY 2015 FY 2016 FY 2017FY 2013Revenue Sources

 29,925 Project Fees 345125  -  30,780  32,100  30,495  30,210  29,925  29,925 

 - SHIP Recaptured Revenue 345150  34,600  -  -  -  -  -  - 

 - Interest Income - Investment 361110  864  -  -  -  -  -  - 

 - Pool Interest Allocation 361111  262,919  -  -  -  -  -  - 

 - Net Incr(decr) In Fmv Of Investment 361300  1,932  -  -  -  -  -  - 

 - Merchandise Sales 365000  19  -  -  -  -  -  - 

 - Gain/loss On Sale Of Investments 367000  368,771  -  -  -  -  -  - 

 669,106  30,780  32,100  30,495  30,210  29,925  29,925  29,925 Total Revenues

Acct #

Actual Adopted Requested Budget Planned Planned Planned Planned
FY 2013FY 2011 FY 2012 FY 2014 FY 2015 FY 2016 FY 2017FY 2013Department/Division

Appropriations by 

 29,925 Housing Finance Authority 808-554  37,052  30,780  30,495  30,495  30,210  29,925  29,925 

 37,052  30,780  30,495  30,495  30,210  29,925  29,925  29,925 Total Appropriations

 632,053  -  1,605  -  -  -  -  - Revenues Less Appropriations
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  County Accepted Roadways and Drainage Systems Program (162)

  Leon County Fiscal Year 2013 Tentative Budget

Fund Type:  Special Revenue

The County Accepted Roadways and Drainage Systems Program (CARDS)) Fund is a special revenue fund established to account for the repayment 

of special assessments associated with the County's CARDS program (formerly the 2/3 2/3's paving program).   The revenue received into this fund is 

collected as a non-ad valorem special assessment on the annual tax bill.  These revenues are repaying the County for loans utilized to construct 

special assessment paving projects.  The revenues are annually transferred to the Capital Projects Fund (305).  Prior to FY 2002, each road project 

had a discrete fund for the repayments to be accounted.  The County's finance system (Banner) is currently tracking each individual parcel's obligation 

as a discrete account negating the need for individual funds.

Acct #

Actual Adopted Requested Budget Planned Planned Planned Planned
FY 2013FY 2011 FY 2012 FY 2014 FY 2015 FY 2016 FY 2017FY 2013Revenue Sources

 - Interest Income - Investment 361110  1,046  -  -  -  -  -  - 

 11,898 Pool Interest Allocation 361111  7,273  14,250  11,800  11,210  11,378  11,549  11,722 

 - Homestead Loss Prevention Interest 361160  5,148  -  -  -  -  -  - 

 - Net Incr(decr) In Fmv Of Investment 361300  2,957  -  -  -  -  -  - 

 31,782 Other Interest Earnings 361390  114,361  118,986  88,065  83,662  70,174  56,228  44,372 

 147,370 Special Assessments 363000  221,460  185,696  250,093  237,588  244,663  221,101  232,957 

 352,247  318,932  349,958  332,460  326,215  288,878  289,051  191,050 Total Revenues

Acct #

Actual Adopted Requested Budget Planned Planned Planned Planned
FY 2013FY 2011 FY 2012 FY 2014 FY 2015 FY 2016 FY 2017FY 2013Department/Division

Appropriations by 

 5,500 Tax Collector 513-586  5,699  6,300  6,400  6,400  6,600  5,500  5,500 

 185,550 Transfers 950-581  459,566  312,632  326,060  326,060  319,615  283,378  283,551 

 465,265  318,932  332,460  332,460  326,215  288,878  289,051  191,050 Total Appropriations

(113,018)  -  17,498  -  -  -  -  - Revenues Less Appropriations

Fiscal Year 2013 Budget By Fund

Attachment #2 
Page 35 of 65

Page 910 of 959 Posted at 9:00 p.m. on September 11, 2012



  Special Assessment - Killearn Lakes Units I and II Sewer (164)

  Leon County Fiscal Year 2013 Tentative Budget

Fund Type: Special Revenue

This Special Assessment Fund was established to account for revenues and expenditures associated with of the special assessment levied on property 

owners in Killearn Lakes Units I and II to pay for the costs associated with maintaining the new City of Tallahassee sewer service distribution system 

completed in October 2006.  The assessment is collected and remitted to the City of Tallahassee in accordance with an interlocal agreement with the 

City of Tallahassee. The charge levied to each parcel within Units I and II is $179.43.

Acct #

Actual Adopted Requested Budget Planned Planned Planned Planned
FY 2013FY 2011 FY 2012 FY 2014 FY 2015 FY 2016 FY 2017FY 2013Revenue Sources

 - Interest Income - Investment 361110  434  -  -  -  -  -  - 

 - Pool Interest Allocation 361111  3,439  -  -  -  -  -  - 

 237,500 Special Assessment - Killearn Lakes 

Sewer

363230  236,668  237,500  250,000  237,500  237,500  237,500  237,500 

 240,541  237,500  250,000  237,500  237,500  237,500  237,500  237,500 Total Revenues

Acct #

Actual Adopted Requested Budget Planned Planned Planned Planned
FY 2013FY 2011 FY 2012 FY 2014 FY 2015 FY 2016 FY 2017FY 2013Department/Division

Appropriations by 

 5,000 Tax Collector 513-586  4,601  5,000  5,000  5,000  5,000  5,000  5,000 

 232,500 Sewer Services Killearn Lakes Units I 

and II

838-535  236,668  232,500  232,500  232,500  232,500  232,500  232,500 

 241,268  237,500  237,500  237,500  237,500  237,500  237,500  237,500 Total Appropriations

(727)  -  12,500  -  -  -  -  - Revenues Less Appropriations
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  Bank of America Building Operations (165)

  Leon County Fiscal Year 2013 Tentative Budget

Fund Type:  Special Revenue

On June 26, 2003, the Board of County Commissioners purchased the Bank of America Building on Calhoun Street.  The operating fund will be used to 

facilitate and account for the ongoing operations of this building.  In FY 2004 and for a predetermined future period, revenues associated with this fund 

will primarily be generated by the remaining leases associated with the current tenants of the building.  Expenses associated with this fund are 

comprised of necessities required in the upkeep, maintenance, and management of the facility.  Revenue from this fund is transferred to the associated 

debt service fund to pay the existing debt service for the bonds issued to purchase the building.

Acct #

Actual Adopted Requested Budget Planned Planned Planned Planned
FY 2013FY 2011 FY 2012 FY 2014 FY 2015 FY 2016 FY 2017FY 2013Revenue Sources

 66,270 Parking Facilities 344500  69,662  66,270  66,270  66,270  66,270  66,270  66,270 

 - Interest Income - Investment 361110 (831)  -  -  -  -  -  - 

 45,777 Pool Interest Allocation 361111  43,053  42,845  45,400  43,130  43,777  44,433  45,100 

 - Net Incr(decr) In Fmv Of Investment 361300 (808)  -  -  -  -  -  - 

 1,588,520 Rents And Royalties 362000  1,171,658  1,190,109  1,420,187  1,420,187  1,477,939  1,501,727  1,588,520 

 - Appropriated Fund Balance 399900  -  934,351  789,871  789,871  550,268  -  355,496 

 1,282,734  2,233,575  2,321,728  2,319,458  2,138,254  1,612,430  2,055,386  1,700,567 Total Revenues

Acct #

Actual Adopted Requested Budget Planned Planned Planned Planned
FY 2013FY 2011 FY 2012 FY 2014 FY 2015 FY 2016 FY 2017FY 2013Department/Division

Appropriations by 

 124,204 Bank of America Building 

Acquisition/Renovations

086025-519  -  690,125  800,000  800,000  600,000  54,847  480,000 

 804,744 Bank of America 154-519  631,210  771,611  749,981  749,981  768,265  787,067  804,327 

 - Bank of America 154-711  349  -  -  -  -  -  - 

 - Bank of America 154-712  51,519  -  -  -  -  -  - 

 37,153 Bank of America - Risk 495-519  49,119  43,352  37,153  37,153  37,153  37,153  37,153 

 19,206 Indirect Costs - Bank of America 499-519  16,216  13,227  17,064  17,064  17,576  18,103  18,646 

 715,260 Transfers 950-581  715,260  715,260  715,260  715,260  715,260  715,260  715,260 

 1,463,673  2,233,575  2,319,458  2,319,458  2,138,254  1,612,430  2,055,386  1,700,567 Total Appropriations

(180,939)  -  2,270  -  -  -  -  - Revenues Less Appropriations

Notes:

Fund balance is appropriated in FY 2013 to pay for necessary capital improvement to the building including air conditioning 

replacements.
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  Huntington Oaks Plaza (166)

  Leon County Fiscal Year 2013 Tentative Budget

Fund Type: Special Revenue

This fund was established to maintain accounting for the maintenance of the Huntington Oaks Plaza purchased by the County in FY 10 for the 

expansion of the Lake Jackson store front library and the construction of community room. Revenue from this fund is derived from lease payments from 

space rentals for use in maintaining the property.

Acct #

Actual Adopted Requested Budget Planned Planned Planned Planned
FY 2013FY 2011 FY 2012 FY 2014 FY 2015 FY 2016 FY 2017FY 2013Revenue Sources

 - Interest Income - Investment 361110  466  -  -  -  -  -  - 

 - Pool Interest Allocation 361111  3,279  -  -  -  -  -  - 

 127,015 Rents And Royalties 362000  109,834  134,886  122,058  122,058  123,279  124,511  125,756 

 - Appropriated Fund Balance 399900  -  -  129,733  129,733  3,565  2,388  1,200 

 113,579  134,886  251,791  251,791  126,844  126,899  126,956  127,015 Total Revenues

Acct #

Actual Adopted Requested Budget Planned Planned Planned Planned
FY 2013FY 2011 FY 2012 FY 2014 FY 2015 FY 2016 FY 2017FY 2013Department/Division

Appropriations by 

 25,000 Huntington Oaks Plaza Bldg 

Improvement

083002-519  -  -  -  150,000  25,000  25,000  25,000 

 92,775 Huntington Oaks Plaza Operating 155-519  85,351  80,690  92,775  92,775  92,775  92,775  92,775 

 7,235 Huntington Oaks - Risk 495-519  6,107  10,454  7,235  7,235  7,235  7,235  7,235 

 2,005 Indirect Costs - Huntington Oaks 

Plaza

499-519  -  1,436  1,781  1,781  1,834  1,889  1,946 

 - Budgeted Reserves - Huntington 

Oaks

990-599  -  42,306  20,267  -  -  -  - 

 91,458  134,886  122,058  251,791  126,844  126,899  126,956  127,015 Total Appropriations

 22,120  -  129,733  -  -  -  -  - Revenues Less Appropriations
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  Bond Series 2003A & 2003B (211)

  Leon County Fiscal Year 2013 Tentative Budget

Fund Type:  Debt Service

The Bond Series 2003A & 2003B Fund is a debt service fund established to account for the debt service associated with the Capital Improvement 

Revenue Bonds Series 2003A (Tax Exempt) and 2003B (Taxable).  These bonds were issued to fund the acquisition of the Bank of America building 

and for major repairs and renovations to the existing County Courthouse facility.

Acct #

Actual Adopted Requested Budget Planned Planned Planned Planned
FY 2013FY 2011 FY 2012 FY 2014 FY 2015 FY 2016 FY 2017FY 2013Revenue Sources

 - Transfer From Fund 001 381001  240,020  240,020  -  -  -  -  - 

 238,420 Transfer From Fund 126 381126  -  -  238,420  238,420  238,420  238,420  238,420 

 715,260 Transfer From Fund 165 381165  715,260  715,260  715,260  715,260  715,260  715,260  715,260 

 1,200 Appropriated Fund Balance 399900  -  -  1,200  1,200  1,200  1,200  1,200 

 955,280  955,280  954,880  954,880  954,880  954,880  954,880  954,880 Total Revenues

Acct #

Actual Adopted Requested Budget Planned Planned Planned Planned
FY 2013FY 2011 FY 2012 FY 2014 FY 2015 FY 2016 FY 2017FY 2013Department/Division

Appropriations by 

 352,470 Bond Series 2003A (Tax Exempt) 975-582  352,709  352,970  352,470  352,470  352,470  352,470  352,470 

 602,410 Bond Series 2003B (Taxable) 976-582  602,049  602,310  602,410  602,410  602,410  602,410  602,410 

 954,758  955,280  954,880  954,880  954,880  954,880  954,880  954,880 Total Appropriations

 523  -  -  -  -  -  -  - Revenues Less Appropriations
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  Bond Series 1997 (214)

  Leon County Fiscal Year 2013 Tentative Budget

Fund Type:  Debt Service

The Bond Series 1997 Fund is a debt service fund established to account for the debt service associated with the Stormwater Bond Series 1997.  This 

bond was issued to fund acquisition, construction and equipment for lake restoration and stormwater improvements.  In 2005, a portion of this debt was 

refunded with the Capital Improvement Refunding Revenue Bond Series 2005.  The outstanding balance reflects the unrefunded portion.

Acct #

Actual Adopted Requested Budget Planned Planned Planned Planned
FY 2013FY 2011 FY 2012 FY 2014 FY 2015 FY 2016 FY 2017FY 2013Department/Division

Appropriations by 

 - Transfers 950-581  5,969  -  -  -  -  -  - 

 5,969  -  -  -  -  -  -  - Total Appropriations

(5,969)  -  -  -  -  -  -  - Revenues Less Appropriations

Note:

This fund was closed at the end of FY 2011.
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  Bond Series 2011 (216)

  Leon County Fiscal Year 2013 Tentative Budget

Fund Type:  Debt Service

The Bond Series 1998B Fund is a debt service fund established to account for the debt service associated with the Capital Improvement Revenue 

Refunding Bond Series 1998B. This bond was issued to refund the Library Bond Series 1991, which was originally issued to finance various capital 

projects including the construction of a public library and improvements to the County owned solid waste management facility.  This bond refunded 

during FY 2011 at a rate of 1.15%, which provides savings of $390,000 over the life of the refinancing and be fully paid by FY 2013.

Acct #

Actual Adopted Requested Budget Planned Planned Planned Planned
FY 2013FY 2011 FY 2012 FY 2014 FY 2015 FY 2016 FY 2017FY 2013Revenue Sources

 - Transfer From Fund 126 381126  2,874,775  2,719,003  2,830,195  2,830,195  -  -  - 

 2,874,775  2,719,003  2,830,195  2,830,195  -  -  -  - Total Revenues

Acct #

Actual Adopted Requested Budget Planned Planned Planned Planned
FY 2013FY 2011 FY 2012 FY 2014 FY 2015 FY 2016 FY 2017FY 2013Department/Division

Appropriations by 

 - Bond Series 1998B 951-582  2,789,596  2,719,003  2,830,195  2,830,195  -  -  - 

 2,789,596  2,719,003  2,830,195  2,830,195  -  -  -  - Total Appropriations

 85,179  -  -  -  -  -  -  - Revenues Less Appropriations

Fiscal Year 2013 Budget By Fund

Attachment #2 
Page 41 of 65

Page 916 of 959 Posted at 9:00 p.m. on September 11, 2012



  Bond Series 1993 (218)

  Leon County Fiscal Year 2013 Tentative Budget

Fund Type:  Debt Service

The Bond Series 1993 Fund is a debt service fund established to account for the debt service associated with the Capital Improvement Revenue 

Refunding Bond Series 1993.  This bond was issued to refund a portion of the Capital Improvement Revenue Bond Series 1988 and a portion of the 

Capital Improvement Revenue Bond Series 1989, which were originally issued to finance various capital projects including the construction of a public 

library.

Acct #

Actual Adopted Requested Budget Planned Planned Planned Planned
FY 2013FY 2011 FY 2012 FY 2014 FY 2015 FY 2016 FY 2017FY 2013Department/Division

Appropriations by 

 - Transfers 950-581  943  -  -  -  -  -  - 

 943  -  -  -  -  -  -  - Total Appropriations

(943)  -  -  -  -  -  -  - Revenues Less Appropriations

Notes:

This fund was closed at the end of FY 2011.
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  Bond Series 2005 (220)

  Leon County Fiscal Year 2013 Tentative Budget

Fund Type:  Debt Service

The Bond Series 2005 Fund is a debt service fund established to account for the debt service associated with the Capital Improvement Revenue 

Refunding Bond Series 2005.  This bond was issued to fully refund the Parks and Recreation Bond Series 1998A, a portion of the Stormwater Bond 

Series 1997 and a portion of the Capital Improvement Revenue Bond Series 1999.  This bond was also issued to fund the relocation of the Growth and 

Environmental Management facility, the construction of a public library and renovations to the County Courthouse building.

Acct #

Actual Adopted Requested Budget Planned Planned Planned Planned
FY 2013FY 2011 FY 2012 FY 2014 FY 2015 FY 2016 FY 2017FY 2013Revenue Sources

 416,804 Transfer From Fund 001 381001  416,804  416,804  416,804  416,804  416,804  416,804  416,804 

 6,796,652 Transfer From Fund 126 381126  4,228,360  4,227,385  4,224,299  4,224,299  7,063,335  7,070,542  7,064,966 

 326,274 Transfer From Fund 140 381140  293,585  293,585  293,465  293,465  326,616  326,384  326,360 

 163,451 Transfer From Fund 160 381160  163,451  163,451  163,451  163,451  163,451  163,451  163,451 

 5,102,200  5,101,225  5,098,019  5,098,019  7,970,206  7,977,181  7,971,581  7,703,181 Total Revenues

Acct #

Actual Adopted Requested Budget Planned Planned Planned Planned
FY 2013FY 2011 FY 2012 FY 2014 FY 2015 FY 2016 FY 2017FY 2013Department/Division

Appropriations by 

 7,703,181 Bond Series 2005 958-582  5,101,939  5,101,225  5,098,019  5,098,019  7,970,206  7,977,181  7,971,581 

 5,101,939  5,101,225  5,098,019  5,098,019  7,970,206  7,977,181  7,971,581  7,703,181 Total Appropriations

 261  -  -  -  -  -  -  - Revenues Less Appropriations
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  ESCO Lease (221)

  Leon County Fiscal Year 2013 Tentative Budget

Fund Type:  Debt Service

The ESCO Lease Fund is a debt service fund established to account for the debt service associated with the obligations relating to the County's Energy 

Performance Contract with Energy Systems Group.  This lease was entered into to fund the acquisition of various facility improvement measures 

including lighting upgrades, HVAC systems, an energy management system and water /sewer improvements.  These energy efficiency improvements 

will offset the cost of the lease.  Energy Systems Group will pay any balance on the lease not offset by these energy cost savings.  The net savings will 

total approximately $850,000.

Acct #

Actual Adopted Requested Budget Planned Planned Planned Planned
FY 2013FY 2011 FY 2012 FY 2014 FY 2015 FY 2016 FY 2017FY 2013Revenue Sources

 484,514 Transfer From Fund 001 381001  484,514  484,514  484,513  484,513  484,514  484,514  484,514 

 484,514  484,514  484,513  484,513  484,514  484,514  484,514  484,514 Total Revenues

Acct #

Actual Adopted Requested Budget Planned Planned Planned Planned
FY 2013FY 2011 FY 2012 FY 2014 FY 2015 FY 2016 FY 2017FY 2013Department/Division

Appropriations by 

 484,514 ESCO Lease 977-582  484,514  484,514  484,513  484,513  484,514  484,514  484,514 

 484,514  484,514  484,513  484,513  484,514  484,514  484,514  484,514 Total Appropriations

 -  -  -  -  -  -  -  - Revenues Less Appropriations
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  Capital Improvements (305)

  Leon County Fiscal Year 2013 Tentative Budget

Fund Type:  Capital Projects 

The Capital Improvements Fund is a capital project fund established in support of the County's Capital Improvement Program.  A major revenue source 

of the Capital Improvement Fund is a transfer from general revenue dollars.  The fund is used to account for resources and expenditures associated 

with the acquisition or construction of major non-transportation related capital facilities and/or projects other than those financed by Proprietary Funds.

Acct #

Actual Adopted Requested Budget Planned Planned Planned Planned
FY 2013FY 2011 FY 2012 FY 2014 FY 2015 FY 2016 FY 2017FY 2013Revenue Sources

 - Interest Income - Investment 361110 (25,095)  -  -  -  -  -  - 

 140,457 Pool Interest Allocation 361111  667,530  269,135  507,721  482,335  134,321  136,335  138,381 

 - Net Incr(decr) In Fmv Of Investment 361300 (37,992)  -  -  -  -  -  - 

 1,000,000 Transfer From Fund 001 381001  915,973  1,041,791  -  -  1,000,000  1,000,000  1,000,000 

 - Transfer From Fund 121 381121  -  16,000  -  -  -  -  - 

 - Transfer From Fund 125 381125  129,742  -  -  -  -  -  - 

 792,692 Transfer From Fund 140 381140  508,527  1,302,773  236,818  236,818  579,530  600,563  695,571 

 - Transfer From Fund 160 381160  -  -  157,490  157,490  -  -  - 

 185,550 Transfer From Fund 162 381162  319,566  312,632  326,060  326,060  319,615  283,378  283,551 

 2,901,081 Appropriated Fund Balance 399900  -  10,385,231  5,541,767  5,541,767  7,066,649  3,067,504  2,801,277 

 2,478,252  13,327,562  6,769,856  6,744,470  9,100,115  5,087,780  4,918,780  5,019,780 Total Revenues

Acct #

Actual Adopted Requested Budget Planned Planned Planned Planned
FY 2013FY 2011 FY 2012 FY 2014 FY 2015 FY 2016 FY 2017FY 2013Department/Division

Appropriations by 

 410,000 General Vehicle & Equipment 

Replacement

026003-519  216,534  242,400  322,490  322,490  504,000  498,000  450,000 

 680,000 Stormwater Vehicle & Equipment 

Replacement

026004-538  599,999  509,900  342,500  342,500  577,900  870,000  690,000 

 - Fleet Management Shop Equipment 026010-519  59,995  46,500  65,000  65,000  50,000  -  50,000 

 - Woodville Community Park 041002-572  -  -  50,000  50,000  550,000  -  - 

 - Fort Braden Community Park 042005-572  -  -  75,000  75,000  -  -  - 

 - Tower Road Park 043003-572  228,281  -  -  -  -  -  - 

 - Fred George Park 043007-572  -  200,000  50,000  -  -  -  - 

 - Okeeheepkee Prairie Park 043008-572  -  -  315,000  315,000  150,000  -  - 

 - Stoneler Road Park Improvements 043010-572  -  -  85,000  85,000  -  -  - 

 - Northeast Community Park 044001-572  -  -  388,000  388,000  388,000  -  - 

 - Miccosukee Park 044002-572  21,714  589,000  40,000  40,000  -  -  - 

 - Miccosukee Greenway 044003-572  -  -  35,000  35,000  300,000  -  - 

 - Apalachee Parkway Regional Park 045001-572  37,575  75,000  758,000  758,000  100,000  100,000  100,000 

 - J.R. Alford Greenway 045004-572  49,992  -  -  -  75,000  -  - 

 - Pedrick Road Pond Walking Trail 045007-572  38,300  -  120,000  120,000  -  -  - 

 910,000 Parks Capital Maintenance 046001-572  165,839  300,000  300,000  500,000  900,000  400,000  400,000 

 163,000 Playground Equipment Replacement 046006-572  -  160,000  163,000  163,000  163,000  163,000  163,000 

 - New Vehicles and Equipment for 

Parks/Greenways

046007-572  -  177,000  35,000  35,000  17,000  -  84,000 

 - Athletic Field Lighting 046008-572  120,767  125,000  -  -  -  -  - 

 145,000 Greenways Capital Maintenance 046009-572  120,232  125,000  175,000  145,000  145,000  145,000  145,000 

 - St. Marks Headwaters Greenways 047001-572  17,325  175,000  100,000  -  -  -  - 

 - Stormwater and Transportation 

Improvements

056010-541  1,298,986  912,000  1,500,000  -  -  -  - 

 - Private Road Maintenance - Program 

Start Up Cost

057003-541  8,261  -  -  -  -  -  - 

 - Windwood Hills 057015-541  209,734  -  -  -  -  -  - 

 75,000 CARDS Program: Start Up Costs 057900-541  52,729  100,000  75,000  75,000  75,000  75,000  75,000 

 - 2/3 Program - Linene Wood 057914-541  534,115  -  -  -  -  -  - 

 - 2/3 Program: Terre Bonne 057916-541  22,600  -  -  -  -  -  - 

 - CARDS: Brushy Creek Road 

Stormwater Improvements

065003-538  1,529  -  -  -  -  -  - 

 - CARDS Stormwater Program: Start 

Up Costs

066001-538  2,149  50,000  -  -  50,000  -  50,000 

 - Stormwater Structure Inventory and 

Mapping

066003-538  -  500,000  250,000  250,000  250,000  -  - 

 500,000 TMDL Compliance Activities 066004-538  -  -  50,000  50,000  100,000  250,000  500,000 

Fiscal Year 2013 Budget By Fund

Attachment #2 
Page 45 of 65

Page 920 of 959 Posted at 9:00 p.m. on September 11, 2012



  Capital Improvements (305)

  Leon County Fiscal Year 2013 Tentative Budget

Acct #

Actual Adopted Requested Budget Planned Planned Planned Planned
FY 2013FY 2011 FY 2012 FY 2014 FY 2015 FY 2016 FY 2017FY 2013Department/Division

Appropriations by 

 100,000 Stormwater Maintenance Filter 

Replacement

066026-562  196,249  120,000  100,000  100,000  100,000  100,000  100,000 

 9,000 Financial Hardware and Software 076001-519  18,462  45,000  9,000  9,000  39,000  9,000  9,000 

 25,000 Data Wiring 076003-519  23,728  25,000  25,000  25,000  25,000  25,000  25,000 

 - Digital Phone System 076004-519  -  -  150,000  150,000  350,000  100,000  - 

 25,000 Supervisor of Elections Technology 076005-519  24,937  25,000  25,000  25,000  25,000  25,000  25,000 

 250,000 File Server Maintenance 076008-519  297,233  250,000  250,000  250,000  250,000  250,000  250,000 

 238,280 Geographic Information Systems 076009-539  233,840  238,280  238,280  238,280  238,280  238,280  238,280 

 - Library Services Technology 076011-571  -  34,000  42,000  42,000  -  -  - 

 50,000 Permit & Enforcement Tracking 

System

076015-537  37,621  82,220  70,000  70,000  50,000  50,000  50,000 

 80,000 Network Backbone Upgrade 076018-519  149,173  80,000  80,000  80,000  80,000  80,000  80,000 

 50,000 Courtroom Technology 076023-519  -  85,000  100,000  100,000  100,000  100,000  75,000 

 - Courtroom Technology 076023-713  99,291  -  -  -  -  -  - 

 300,000 User Computer Upgrades 076024-519  167,139  300,000  300,000  300,000  300,000  300,000  300,000 

 - User Computer Ugprages 076024-713  195,846  -  -  -  -  -  - 

 20,000 Work Order Management 076042-519  16,053  -  19,000  19,000  20,000  20,000  20,000 

 250,000 Disaster Recovery 076044-519  -  -  250,000  250,000  250,000  250,000  250,000 

 - Property Appraiser Technology 076045-519  188,000  -  -  -  -  -  - 

 30,000 State Attorney Technology 076047-519  -  30,000  30,000  30,000  30,000  30,000  30,000 

 - State Attorney Technology 076047-713  29,807  -  -  -  -  -  - 

 - Electronic Timesheets 076048-519  12,923  -  -  -  -  -  - 

 30,000 Public Defender Technology 076051-519  -  30,000  30,000  30,000  50,000  30,000  30,000 

 - Public Defender Technology 076051-713  29,416  -  -  -  -  -  - 

 298,500 Geographic Information Systems 

Incremental Basemap Update

076060-539  258,000  298,500  298,500  -  298,500  298,500  298,500 

 50,000 Records Management 076061-519  -  175,000  50,000  50,000  50,000  50,000  50,000 

 - E-Filing System for Court Documents 076063-519  -  50,000  150,000  88,200  21,435  -  - 

 - MIS Data Center and Elevator Room 

Halon System

076064-519  -  -  70,000  70,000  -  -  - 

 - Woodville Library 081004-571  552,418  -  -  -  -  -  - 

 - Fort Braden Renovations 082003-572  -  -  28,000  28,000  -  -  - 

 - Lake Jackson Library 083001-571  94,334  -  -  -  -  -  - 

 - Eastside Library 085001-571  3,490,190  -  -  -  -  -  - 

 - Pedrick Road Sewer Project 085002-538  323,811  -  -  -  -  -  - 

 - Addition to Chaires Fire Station 085003-522  20,443  -  -  -  -  -  - 

 60,000 Courtroom Minor Renovations 086007-519  -  60,000  150,000  150,000  60,000  60,000  60,000 

 - Courtroom Minor Renovations 086007-712  46,736  -  -  -  -  -  - 

 - Accessibility Improvements 086010-519  48,141  -  -  -  -  -  - 

 60,000 Architectural & Engineering Services 086011-519  24,715  60,000  60,000  60,000  60,000  60,000  60,000 

 20,000 Courthouse Security 086016-519  -  -  20,000  20,000  20,000  20,000  20,000 

 25,000 Common Area Furnishings 086017-519  30,270  25,000  25,000  25,000  25,000  25,000  25,000 

 - Courthouse Repairs 086024-519  -  940,000  84,000  84,000  85,000  -  - 

 - Bank of America Building 

Acquisition/Renovations

086025-519  209,716  -  -  -  -  -  - 

 - Courthouse Renovations 086027-712  6,814  -  -  -  -  -  - 

 16,000 Parking Lot Maintenance 086033-519  16,950  74,900  16,000  16,000  16,000  16,000  16,000 

 125,000 Elevator Generator Upgrades 086037-519  159,381  325,000  325,000  325,000  125,000  125,000  125,000 

 - Energy & Resource Conservation 

Improvements

086041-519  54,311  -  -  -  -  -  - 

 - Sheriff Heliport Building Construction 086042-523  -  -  -  -  175,000  -  - 

 - Main Library Improvements 086053-571  12,048  40,000  151,000  151,000  40,000  -  - 

 - Centralized Storage Facility 086054-519  -  50,000  -  -  50,000  -  50,000 

 - Branch Library Expansions 086055-571  836,782  -  -  -  -  -  - 

 - Robert Stevens Health Clinic 

Maintenance

086056-562  263,386  -  -  -  -  -  - 

 25,000 General County Maintenance and 

Minor Renovations

086057-519  3,475  25,000  85,000  85,000  25,000  25,000  25,000 
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  Capital Improvements (305)

  Leon County Fiscal Year 2013 Tentative Budget

Acct #

Actual Adopted Requested Budget Planned Planned Planned Planned
FY 2013FY 2011 FY 2012 FY 2014 FY 2015 FY 2016 FY 2017FY 2013Department/Division

Appropriations by 

 - Community Services Building Roof 

Replacement

086062-519  -  30,000  60,000  60,000  -  -  - 

 - Facilities Management Warehouse 

Roof Replacement

086063-519  -  -  -  -  97,000  -  - 

 - Election Equipment 096015-513  -  -  -  -  1,650,000  300,000  - 

 - Public Safety Complex 096016-529  1,150,689  -  -  -  -  -  - 

 - Transfers 950-581  424,527  -  -  -  -  -  - 

 - Capital Improvements 990-599  -  5,542,862  -  -  -  -  - 

 13,553,512  13,327,562  8,584,770  6,744,470  9,100,115  5,087,780  4,918,780  5,019,780 Total Appropriations

(11,075,260)  - (1,814,914)  -  -  -  -  - Revenues Less Appropriations

Notes: 

The majority of FY13 Capital Improvement Plan is related to the maintenance of existing infrastructure and limited resources 

committed to new construction or facility improvements.  During FY12, the Board replenished the general capital reserves in the 

amount of $13.1 million, which put the Board in position to fund the general County maintenance projects in the capital improvement 

fund for the next five years.  The out year budgets show additional general revenue support of approximately $1.6 million a year in 

FY14-FY17.
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  Transportation Improvements (306)

  Leon County Fiscal Year 2013 Tentative Budget

Fund Type:  Capital Projects

The Transportation Improvement Fund is a capital project fund established to account for transportation related capital projects.

Acct #

Actual Adopted Requested Budget Planned Planned Planned Planned
FY 2013FY 2011 FY 2012 FY 2014 FY 2015 FY 2016 FY 2017FY 2013Revenue Sources

 - Interest Income - Investment 361110 (7,222)  -  -  -  -  -  - 

 - Pool Interest Allocation 361111  60,176  -  -  -  -  -  - 

 - Net Incr(decr) In Fmv Of Investment 361300 (18,668)  -  -  -  -  -  - 

 1,598,580 Transfer From Fund 106 381106  89,000  787,700  1,355,200  1,355,200  1,395,200  1,787,700  1,665,200 

 123,286  787,700  1,355,200  1,355,200  1,395,200  1,787,700  1,665,200  1,598,580 Total Revenues

Acct #

Actual Adopted Requested Budget Planned Planned Planned Planned
FY 2013FY 2011 FY 2012 FY 2014 FY 2015 FY 2016 FY 2017FY 2013Department/Division

Appropriations by 

 - Miccosukee Road Complex 026002-541  104  -  -  -  -  -  - 

 903,380 Public Works Vehicle & Equipment 

Replacement

026005-541  533,684  642,500  919,000  919,000  950,000  1,092,500  970,000 

 - Public Works Operations Equipment 026012-541  41,318  -  -  -  -  -  - 

 85,200 Arterial & Collector Roads Pavement 

Markings

026015-541  45,090  85,200  85,200  85,200  85,200  85,200  85,200 

 - Buck Lake Road 055001-541  2,800,699  -  -  -  -  -  - 

 50,000 Florida Department of Transportation 

Permitting Fees

056007-541  -  -  50,000  50,000  50,000  50,000  50,000 

 500,000 Stormwater and Transportation 

Improvements

056010-541  -  -  -  -  250,000  500,000  500,000 

 60,000 Public Works Design and 

Engineering Services

056011-541  18,033  60,000  60,000  60,000  60,000  60,000  60,000 

 - Intersection & Safety Improvements 057001-541  17,294  -  -  -  -  -  - 

 - Bradfordville Pond 6 Rehabilitation 064004-538  170,190  -  -  -  -  -  - 

 - Bradfordville Pond 4 Outfall 

Stabilization

064005-538  29,685  -  241,000  241,000  -  -  - 

 3,656,098  787,700  1,355,200  1,355,200  1,395,200  1,787,700  1,665,200  1,598,580 Total Appropriations

(3,532,812)  -  -  -  -  -  -  - Revenues Less Appropriations

Notes:

During FY12, the Board appropriated $1.5 million unreserved Transportation Trust fund balance to complete transportation and 

stormwater improvement projects established in response to Tropical Storm Fay.  Additionally, out year funding for these projects 

were reallocated to the Transportation Trust fund beginning in FY14.
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  Sales Tax (308)

  Leon County Fiscal Year 2013 Tentative Budget

Fund Type:  Capital Projects

The Local Option Sales Tax Fund is a capital project fund established in accordance with a 1989 county-wide referendum, and is used to account for 

resources and expenditures associated with the construction of transportation and jail facility related projects.  The Local Government Infrastructure 

Surtax includes proceeds from a One-Cent Sales Tax on all transactions up to $5,000.  Pursuant to an interlocal agreement with the City of 

Tallahassee, the revenue generated by the tax will be split between the County and the City.  The County's share of the proceeds is equal to 52.84%, 

and the City's share is equal to 47.16%.  The 1989 referendum approved the sales tax levy for a period of fifteen years; however,  through a 

county-wide referendum passed in November 2000, the sales tax was extended for an additional fifteen years (Note:  the extended sales tax will be 

accounted for in Fund 309).

Acct #

Actual Adopted Requested Budget Planned Planned Planned Planned
FY 2013FY 2011 FY 2012 FY 2014 FY 2015 FY 2016 FY 2017FY 2013Revenue Sources

 - Interest Income - Investment 361110 (16,880)  -  -  -  -  -  - 

 - Pool Interest Allocation 361111  353,189  275,120  125,900  119,605  121,399  123,220  - 

 - Net Incr(decr) In Fmv Of Investment 361300 (38,596)  -  -  -  -  -  - 

 - Appropriated Fund Balance 399900  -  12,462,915  8,174,431  8,174,431  3,744,036  1,065,435  588,655 

 297,713  12,738,035  8,300,331  8,294,036  3,865,435  1,188,655  588,655  - Total Revenues

Acct #

Actual Adopted Requested Budget Planned Planned Planned Planned
FY 2013FY 2011 FY 2012 FY 2014 FY 2015 FY 2016 FY 2017FY 2013Department/Division

Appropriations by 

 - Open Graded Hot Mix Stabilization 026006-541  900,473  600,000  600,000  600,000  600,000  600,000  588,655 

 - Bannerman Road 054003-541  790,265  -  -  -  -  -  - 

 - Beech Ridge Trail Extension 054010-541  2,546  -  -  -  -  -  - 

 - Buck Lake Road 055001-541  1,342,137  -  -  -  -  -  - 

 - Arterial/Collector Resurfacing 056001-541  3,610,229  3,200,000  3,200,000  3,200,000  1,350,000  -  - 

 - Florida Department of Transportation 

Permitting Fees

056007-541  10,079  50,000  -  -  -  -  - 

 - Intersection & Safety Improvements 057001-541  369,453  750,000  750,000  750,000  -  -  - 

 - Local Road Resurfacing 057005-541  502,413  850,000  -  -  850,000  -  - 

 - Reserves for Resurfacing and 

Intersection Improvements

990-599  -  7,288,035  3,744,036  3,744,036  1,065,435  588,655  - 

 7,527,595  12,738,035  8,294,036  8,294,036  3,865,435  1,188,655  588,655  - Total Appropriations

(7,229,882)  -  6,295  -  -  -  -  - Revenues Less Appropriations

Notes:

During the FY08 budget process, the Board restructured the local option sales tax fund by eliminating funding for Tharpe Street, and 

reallocating funding for mandatory and maintenance transportation and intersection improvement projects.  The Board established 

$26.5 million in capital reserves to fund these projects for five to eight years.  The reserve is reviewed annually, and appropriations 

made according to the specific resurfacing or intersection capital project needs. These reserves are projected to be depleted by FY16.
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  Sales Tax - Extension (309)

  Leon County Fiscal Year 2013 Tentative Budget

Fund Type:  Capital Projects

In November of 2000, Leon County residents approved a referendum extending the imposition of the 1-Cent Local Option Sales Tax beginning in FY 

2004 for 15 years.  The extension commits 80% of the revenues to Blueprint 2000 projects and will be jointly administered and funded by Leon County 

and the City of Tallahassee.  The remaining 20% will be split evenly between the County and the City.  The County's share will be used for various 

road, stormwater and park improvements.  The Blueprint 2000 Joint Participation Agreement Revenue supports County projects funded through the 

County's share of the $50 million water quality/flooding funding.  Appropriated fund balance is actually internal borrowings to advance fund certain 

projects.  The transfer account is the corresponding repayment.

Acct #

Actual Adopted Requested Budget Planned Planned Planned Planned
FY 2013FY 2011 FY 2012 FY 2014 FY 2015 FY 2016 FY 2017FY 2013Revenue Sources

 3,688,280 1 Cent Sales Tax 312600  3,439,956  3,296,405  3,569,200  3,390,740  3,458,570  3,527,730  3,598,315 

 - BP2000 JPA Revenue 343916  455,538  1,980,000  -  -  3,542,253  -  - 

 - Interest Income - Investment 361110 (9,357)  -  -  -  -  -  - 

 51,423 Pool Interest Allocation 361111  121,496  87,400  51,000  48,450  49,177  49,914  50,663 

 - Net Incr(decr) In Fmv Of Investment 361300 (19,292)  -  -  -  -  -  - 

 - Appropriated Fund Balance 399900  -  113,049  -  -  -  -  - 

 3,988,341  5,476,854  3,620,200  3,439,190  7,050,000  3,577,644  3,648,978  3,739,703 Total Revenues

Acct #

Actual Adopted Requested Budget Planned Planned Planned Planned
FY 2013FY 2011 FY 2012 FY 2014 FY 2015 FY 2016 FY 2017FY 2013Department/Division

Appropriations by 

 - Gaines Street 051005-541  2,542,238  1,796,854  -  -  -  -  - 

 - Natural Bridge Road 051006-541  2,086  -  -  -  -  -  - 

 - Springhill Road Bridge 051007-541  1,484  -  -  -  -  -  - 

 - Talpeco Road & Highway 27 North 053005-541  66,087  -  -  -  -  -  - 

 2,239,703 Arterial/Collector Resurfacing 056001-541  -  -  -  -  1,850,000  1,827,644  2,073,006 

 750,000 Community Safety & Mobility 056005-541  1,219,912  500,000  500,000  500,000  750,000  750,000  750,000 

 750,000 Intersection & Safety Improvements 057001-541  -  -  -  -  750,000  750,000  575,972 

 - Lake Munson Restoration 062001-538  3,179  -  -  -  -  -  - 

 - Lakeview Bridge 062002-538  1,620  -  -  -  -  -  - 

 - Longwood Outfall Retrofit 062004-538  100  -  -  -  -  -  - 

 - Gum Road Target Planning Area 062005-538  1,985  1,980,000  -  -  3,200,000  -  - 

 - Lexington Pond Retrofit 063005-538  162,964  -  -  -  -  -  - 

 - Killearn Acres Flood Mitigation 064001-538  81,127  200,000  -  -  -  -  - 

 - Killearn Lakes Plantation Stormwater 064006-538  35,360  1,000,000  -  -  500,000  250,000  250,000 

 - Lafayette Street Stormwater 065001-538  43,071  -  -  -  -  -  - 

 - Blue Print 2000 Water Quality 

Enhancements

067002-538  324,578  -  -  -  -  -  - 

 - Budgeted Reserves - Local Opt. 

Sales Tax.

990-599  -  -  2,939,190  2,939,190  -  -  - 

 4,485,791  5,476,854  3,439,190  3,439,190  7,050,000  3,577,644  3,648,978  3,739,703 Total Appropriations

(497,451)  -  181,010  -  -  -  -  - Revenues Less Appropriations

Notes:

Beginning in FY14, with the depletion of capital reserves in the original sales tax fund (Fund 308), the sales tax extension will begin to 

assist in funding the Arterial Road Resurfacing, Community Safety and Mobility, Local Road Resurfacing, and Intersection Safety and 

Improvement projects. This fund will be the sole source of funding for these projects in FY15.
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  Bond Series 2003A & 2003B Construction (311)

  Leon County Fiscal Year 2013 Tentative Budget

Fund Type:  Capital Projects

The Bond Series 2003A & 2003B Construction Fund is a capital project fund established by proceeds from the 2003 Series A and B Capital 

Improvement Revenue Bonds.  The fund is used to account for resources and expenditures associated with the acquisition, repair, and renovation of 

the Bank of America property as well as the renovations and repair of the existing Courthouse facility.

Acct #

Actual Adopted Requested Budget Planned Planned Planned Planned
FY 2013FY 2011 FY 2012 FY 2014 FY 2015 FY 2016 FY 2017FY 2013Revenue Sources

 - Interest Income - Investment 361110 (1,026)  -  -  -  -  -  - 

 - Pool Interest Allocation 361111  7,977  -  -  -  -  -  - 

 - Net Incr(decr) In Fmv Of Investment 361300 (4,488)  -  -  -  -  -  - 

 - Appropriated Fund Balance 399900  -  65,000  -  -  -  -  - 

 2,463  65,000  -  -  -  -  -  - Total Revenues

Acct #

Actual Adopted Requested Budget Planned Planned Planned Planned
FY 2013FY 2011 FY 2012 FY 2014 FY 2015 FY 2016 FY 2017FY 2013Department/Division

Appropriations by 

 - Courthouse Repairs 086024-519  -  65,000  -  -  -  -  - 

 - Bank of America Building 

Acquisition/Renovations

086025-519  351,169  -  -  -  -  -  - 

 351,169  65,000  -  -  -  -  -  - Total Appropriations

(348,706)  -  -  -  -  -  -  - Revenues Less Appropriations
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  Bond Series 1999 Construction (318)

  Leon County Fiscal Year 2013 Tentative Budget

Fund Type:  Capital Projects

The Bond Series 1999 Construction Fund is a capital project fund established by proceeds from the Series 1999 Capital Improvement Revenue Bond.  

The fund is used to account for resources and expenditures associated with stormwater and lake projects including: Lafayette Oaks, Lake Munson 

Restoration, Killearn Acres, Lake Charles, Cynthia Drive, Lexington Regional SWMF, Rhoden Cove, and Munson Slough.  In addition, the bond issued 

includes funding for a Courthouse Annex.  Additional bond proceeds have been identified for other facility improvements.

Acct #

Actual Adopted Requested Budget Planned Planned Planned Planned
FY 2013FY 2011 FY 2012 FY 2014 FY 2015 FY 2016 FY 2017FY 2013Revenue Sources

 - Interest Income - Investment 361110  1,079  -  -  -  -  -  - 

 - Pool Interest Allocation 361111  8,626  -  -  -  -  -  - 

 - Net Incr(decr) In Fmv Of Investment 361300  1,237  -  -  -  -  -  - 

 - Appropriated Fund Balance 399900  -  272,500  -  -  -  -  - 

 10,941  272,500  -  -  -  -  -  - Total Revenues

Acct #

Actual Adopted Requested Budget Planned Planned Planned Planned
FY 2013FY 2011 FY 2012 FY 2014 FY 2015 FY 2016 FY 2017FY 2013Department/Division

Appropriations by 

 - Okeeheepkee Prairie Park 043008-572  29,946  272,500  -  -  -  -  - 

 - Fort Braden Renovations 082003-572  49,607  -  -  -  -  -  - 

 - Accu Vote Optical Scan Units 096015-513  39,165  -  -  -  -  -  - 

 118,718  272,500  -  -  -  -  -  - Total Appropriations

(107,777)  -  -  -  -  -  -  - Revenues Less Appropriations
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  Bond Series 2005 Construction (320)

  Leon County Fiscal Year 2013 Tentative Budget

Fund Type:  Capital Projects

The Bond Series 2005 Construction Fund is a capital project fund established by proceeds from the 2005 Series Capital Improvement Revenue Bond.  

The fund is used to account for resources and expenditures associated with the renovations to the County Courthouse building.

Acct #

Actual Adopted Requested Budget Planned Planned Planned Planned
FY 2013FY 2011 FY 2012 FY 2014 FY 2015 FY 2016 FY 2017FY 2013Revenue Sources

 - Interest Income - Investment 361110 (478)  -  -  -  -  -  - 

 - Pool Interest Allocation 361111  11,459  -  -  -  -  -  - 

 - Net Incr(decr) In Fmv Of Investment 361300 (879)  -  -  -  -  -  - 

 - Appropriated Fund Balance 399900  -  -  300,000  300,000  -  -  - 

 10,102  -  300,000  300,000  -  -  -  - Total Revenues

Acct #

Actual Adopted Requested Budget Planned Planned Planned Planned
FY 2013FY 2011 FY 2012 FY 2014 FY 2015 FY 2016 FY 2017FY 2013Department/Division

Appropriations by 

 - Courthouse Repairs 086024-519  -  -  300,000  300,000  -  -  - 

 -  -  300,000  300,000  -  -  -  - Total Appropriations

 10,102  -  -  -  -  -  -  - Revenues Less Appropriations
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  ESCO Capital Projects (321)

  Leon County Fiscal Year 2013 Tentative Budget

Fund Type:  Capital Projects

The ESCO Capital Projects Fund is a capital project fund established in support of the County's capital improvement program.  Major revenue sources 

of the Capital Improvement Fund include the guaranteed savings in utility costs per the County's agreement with Progress Energy.  This fund is used to 

account for the resources and expenditures associated with acquisition or construction of major facilities improvements relating to the County's Energy 

Performance Contract.

Acct #

Actual Adopted Requested Budget Planned Planned Planned Planned
FY 2013FY 2011 FY 2012 FY 2014 FY 2015 FY 2016 FY 2017FY 2013Revenue Sources

 - Interest Income - Investment 361110  55  -  -  -  -  -  - 

 - Pool Interest Allocation 361111 (26,749)  -  -  -  -  -  - 

(26,694)  -  -  -  -  -  -  - Total Revenues

Acct #

Actual Adopted Requested Budget Planned Planned Planned Planned
FY 2013FY 2011 FY 2012 FY 2014 FY 2015 FY 2016 FY 2017FY 2013Department/Division

Appropriations by 

 - ESCO Project 086032-519  412,073  -  -  -  -  -  - 

 412,073  -  -  -  -  -  -  - Total Appropriations

(438,766)  -  -  -  -  -  -  - Revenues Less Appropriations
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  9-1-1 Capital Projects (330)

  Leon County Fiscal Year 2013 Tentative Budget

Fund Type:  Capital Projects 

The 9-1-1 Capital Projects Fund was established to support of the capital needs of the emergency communications system. Major revenue sources of 

the Emergency Communications Fund include proceeds transferred from the 9-1-1 Emergency Communications Fund which includes: wireless 

Enhanced 9-1-1 fee (50 cents/month per service subscriber) pursuant to F .S. 365.172 - 365.173; and the 9-1-1 fee (50 cents/month per service line) 

pursuant to F.S. 365.171(13).  The fund is used to account for resources and expenditures associated with capital projects related to the provision of 

9-1-1 emergency services.

Acct #

Actual Adopted Requested Budget Planned Planned Planned Planned
FY 2013FY 2011 FY 2012 FY 2014 FY 2015 FY 2016 FY 2017FY 2013Revenue Sources

 - Interest Income - Investment 361110  525  -  -  -  -  -  - 

 32,770 Pool Interest Allocation 361111  21,865  24,985  32,500  30,875  31,339  31,809  32,286 

 - Net Incr(decr) In Fmv Of Investment 361300  1,690  -  -  -  -  -  - 

 106,340 Transfer From Fund 130 381130  291,589  85,464  84,953  84,953  90,987  99,861  106,824 

 315,669  110,449  117,453  115,828  122,326  131,670  139,110  139,110 Total Revenues

Acct #

Actual Adopted Requested Budget Planned Planned Planned Planned
FY 2013FY 2011 FY 2012 FY 2014 FY 2015 FY 2016 FY 2017FY 2013Department/Division

Appropriations by 

 139,110 911 Capital Projects 990-599  -  110,449  118,852  115,828  122,326  131,670  139,110 

 -  110,449  118,852  115,828  122,326  131,670  139,110  139,110 Total Appropriations

 315,669  - (1,399)  -  -  -  -  - Revenues Less Appropriations

Fiscal Year 2013 Budget By Fund

Attachment #2 
Page 55 of 65

Page 930 of 959 Posted at 9:00 p.m. on September 11, 2012



  800 Mhz Capital Projects (331)

  Leon County Fiscal Year 2013 Tentative Budget

Fund Type:  Capital Projects 

The 800 Mhz Capital Projects Fund was established in support of the capital needs associated with participation in the intergovernmental radio 

communications program. Major revenue sources of the Radio Communications Fund include proceeds from civil penalties related to traffic infractions 

pursuant to F.S. 318.21.  In accordance with F.S. 318.21(10) $12.50 from each moving traffic violation shall be distributed and paid monthly via the 

Clerk of Court's fine distribution system. The fund is used to account for resources and expenditures associated with Leon County's participation in an 

intergovernmental radio communications programs that have been previously approved by the State of Florida, Department of Management Services .  

This program for Leon County is the 800 MHZ radio system.

Acct #

Actual Adopted Requested Budget Planned Planned Planned Planned
FY 2013FY 2011 FY 2012 FY 2014 FY 2015 FY 2016 FY 2017FY 2013Revenue Sources

 - Transfer From Fund 131 381131  228,209  -  -  -  -  -  - 

 228,209  -  -  -  -  -  -  - Total Revenues

Acct #

Actual Adopted Requested Budget Planned Planned Planned Planned
FY 2013FY 2011 FY 2012 FY 2014 FY 2015 FY 2016 FY 2017FY 2013Department/Division

Appropriations by 

 - Transfers 950-581  1,721,870  -  -  -  -  -  - 

 1,721,870  -  -  -  -  -  -  - Total Appropriations

(1,493,661)  -  -  -  -  -  -  - Revenues Less Appropriations

Notes:

Due to the completion of the 800 MHz capital project, this fund was closed out at the end of the FY 2011. The operating costs related 

to the radio communications program are funded out of the Radio Communication fund (Fund 131).
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  Impact Fee - Countywide Road District (341)

  Leon County Fiscal Year 2013 Tentative Budget

Fund Type:  Capital Projects 

The Impact Fee - Countywide Road District Fund was established in support of the capital needs for road improvements associated with new 

development. Major revenue sources of the Countywide Road District Fund included proceeds from impact fees levied upon developers by the Board of 

County Commissioners.  The impact fees supporting this fund were repealed by the County Commission in 1996.  The fund is used to account for the 

remaining resources and expenditures associated with specific transportation capital projects.

Acct #

Actual Adopted Requested Budget Planned Planned Planned Planned
FY 2013FY 2011 FY 2012 FY 2014 FY 2015 FY 2016 FY 2017FY 2013Revenue Sources

 - Interest Income - Investment 361110  205  -  -  -  -  -  - 

 - Pool Interest Allocation 361111  27,273  -  -  -  -  -  - 

 - Net Incr(decr) In Fmv Of Investment 361300 (485)  -  -  -  -  -  - 

 26,993  -  -  -  -  -  -  - Total Revenues

Acct #

Actual Adopted Requested Budget Planned Planned Planned Planned
FY 2013FY 2011 FY 2012 FY 2014 FY 2015 FY 2016 FY 2017FY 2013Department/Division

Appropriations by 

 - North Monroe Turn Lane 053003-541  92,584  -  -  -  -  -  - 

 92,584  -  -  -  -  -  -  - Total Appropriations

(65,592)  -  -  -  -  -  -  - Revenues Less Appropriations
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  Impact Fee - Northwest Urban Collector (343)

  Leon County Fiscal Year 2013 Tentative Budget

Fund Type:  Capital Projects 

The Impact Fee - Northwest Urban Collector Fund was established to support the capital needs related to road improvements needed to accommodate 

new developments.  Major revenue sources of the NW Urban Collector Fund include proceeds from impact fees levied upon developers in the 

corresponding quadrant of the County.  The impact fees supporting this fund were repealed by the County Commission in 1996.  The fund is used to 

account for the remaining resources and expenditures associated with specific transportation capital projects in the NW quadrant of the County.

Acct #

Actual Adopted Requested Budget Planned Planned Planned Planned
FY 2013FY 2011 FY 2012 FY 2014 FY 2015 FY 2016 FY 2017FY 2013Revenue Sources

 - Interest Income - Investment 361110 (3,314)  -  -  -  -  -  - 

 - Pool Interest Allocation 361111  6,573  -  -  -  -  -  - 

 3,259  -  -  -  -  -  -  - Total Revenues

Acct #

Actual Adopted Requested Budget Planned Planned Planned Planned
FY 2013FY 2011 FY 2012 FY 2014 FY 2015 FY 2016 FY 2017FY 2013Department/Division

Appropriations by 

 - Pullen Road at Old Bainbridge Road 053002-541  15,911  -  -  -  -  -  - 

 15,911  -  -  -  -  -  -  - Total Appropriations

(12,652)  -  -  -  -  -  -  - Revenues Less Appropriations
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  Impact Fee - Southeast Urban Collector (344)

  Leon County Fiscal Year 2013 Tentative Budget

Fund Type:  Capital Projects 

The Impact Fee - Southeast Urban Collector Fund was established  to support the capital needs related to road improvements needed to accommodate 

new developments.  Major revenue sources of the SE Urban Collector Fund include proceeds from impact fees levied upon developers in the 

corresponding quadrant of the County.  The impact fees supporting this fund were repealed by the County Commission in 1996.  The fund is used to 

account for the remaining resources and expenditures associated with specific transportation capital projects in the SE quadrant of the County.

Acct #

Actual Adopted Requested Budget Planned Planned Planned Planned
FY 2013FY 2011 FY 2012 FY 2014 FY 2015 FY 2016 FY 2017FY 2013Revenue Sources

 - Interest Income - Investment 361110 (122)  -  -  -  -  -  - 

 - Pool Interest Allocation 361111  11,773  -  -  -  -  -  - 

 - Net Incr(decr) In Fmv Of Investment 361300  71  -  -  -  -  -  - 

 11,722  -  -  -  -  -  -  - Total Revenues

Acct #

Actual Adopted Requested Budget Planned Planned Planned Planned
FY 2013FY 2011 FY 2012 FY 2014 FY 2015 FY 2016 FY 2017FY 2013Department/Division

Appropriations by 

 - Magnolia Drive & Lafayette Street 

Intersection

055005-541  3,563  -  -  -  -  -  - 

 3,563  -  -  -  -  -  -  - Total Appropriations

 8,159  -  -  -  -  -  -  - Revenues Less Appropriations
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  Solid Waste (401)

  Leon County Fiscal Year 2013 Tentative Budget

Fund Type:  Enterprise 

The Solid Waste Fund is an enterprise fund established in support of the County's waste management programs.  Major revenue sources for the Solid 

Waste Operations Fund include the Non-Ad Valorem Assessment, Landfill Tipping Fees, and Transfer Station Tipping Fees.  The fund is used to 

account for resources and expenditures related to the operation of the County Solid Waste Management Facility and the provision of the County Waste 

Management program.  Beginning in FY 2003, this fund also began accounting for the operations of the Leon County Transfer Station.

Acct #

Actual Adopted Requested Budget Planned Planned Planned Planned
FY 2013FY 2011 FY 2012 FY 2014 FY 2015 FY 2016 FY 2017FY 2013Revenue Sources

 - Delinquent Taxes 311200  49,559  -  -  -  -  -  - 

 1,514,968 Waste Disposal Fee 319150  1,334,584  1,451,449  1,540,102  1,463,097  1,470,413  1,485,117  1,499,968 

 - Delinquent Assessments 2006 319206  317  -  -  -  -  -  - 

 - Delinquent Assessments 2007 319207  1,485  -  -  -  -  -  - 

 - Delinquent Taxes 2008 319208  3,520  -  -  -  -  -  - 

 - Delinquent Assessement - 2009 319209  3,758  -  -  -  -  -  - 

 490,077 Operating Income - Class I 343410  1,919,062  479,930  498,208  473,298  475,664  480,421  485,225 

 7,272,294 Transfer Station Receipts 343411  5,032,989  6,722,786  6,791,060  6,451,507  6,746,971  7,087,494  7,474,504 

 75,608 Operating Income - Tires 343415  36,796  61,256  76,480  72,656  73,385  74,118  74,859 

 69,121 Operating Income - Electronics 343416  18,697  14,753  70,267  66,754  67,088  67,759  68,436 

 189,233 Operating Income - Yard Trash Clean 343417  71,962  138,447  192,373  182,754  183,668  185,506  187,360 

 31,623 Operating Income - Yard Trash 343418  113,960  79,820  32,147  30,540  30,693  30,999  31,309 

 11,500 Rain Barrels & Earth Machines 343419  11,846  9,400  9,600  9,600  9,900  10,400  10,900 

 93,923 Operating Income - Landfill Yard 

Trash Bagged

343420  -  -  95,481  90,707  91,160  92,072  92,993 

 45,489 Resource Recovery (metals, etc) 343451  45,785  44,903  46,244  43,932  44,151  44,593  45,039 

 12,906 Hazardous Waste 343453  12,990  6,992  13,120  12,464  12,526  12,651  12,778 

 - Interest Income - Investment 361110  163,466  -  -  -  -  -  - 

 431,045 Pool Interest Allocation 361111  148,865  406,125  427,500  406,125  412,216  418,400  424,676 

 - Net Incr(decr) In Fmv Of Investment 361300  436  -  -  -  -  -  - 

 - Disposition Of Fixed Assets 364000  260,000  -  -  -  -  -  - 

 - Equipment Buyback 364100  -  180,500  121,500  115,425  -  -  - 

 14,250 Other Miscellaneous Revenue 369900  -  14,250  15,000  14,250  14,250  14,250  14,250 

 1,496,254 Transfer From Fund 126 381126  1,328,013  1,026,334  689,699  689,699  1,018,622  1,024,935  1,578,914 

 1,091,048 Appropriated Fund Balance 399900  -  1,797,088  1,644,237  1,644,237  1,947,517  2,117,255  1,008,118 

 10,558,089  12,434,033  12,263,019  11,767,045  12,598,224  13,145,970  13,009,329  12,839,339 Total Revenues

Acct #

Actual Adopted Requested Budget Planned Planned Planned Planned
FY 2013FY 2011 FY 2012 FY 2014 FY 2015 FY 2016 FY 2017FY 2013Department/Division

Appropriations by 

 100,000 Landfill Improvements 036002-534  87,779  100,000  100,000  100,000  100,000  100,000  100,000 

 640,000 Solid Waste Facility Heavy Equip. & 

Vehicle Replacement

036003-534  160,325  780,000  -  34,500  413,720  975,000  540,000 

 - Solid Waste Technology 036008-534  58,778  -  -  -  -  -  - 

 545,000 Transfer Station Heavy Equip 

Replacement

036010-534  148,572  370,000  410,829  410,829  487,500  585,000  661,050 

 - Equipment Service Bay 036014-534  -  -  -  -  260,000  -  - 

 - HHW Collection Center 036019-534  39,283  -  -  -  -  -  - 

 120,000 Transfer Station Improvements 036023-534  26,282  100,000  100,000  100,000  200,000  120,000  120,000 

 50,000 Rural/Hazardous Waste Vehicle and 

Equipment Replacement

036033-534  -  32,500  74,000  39,500  91,200  25,000  201,238 

 - Household Hazardous Waste 

Loading Ramp

036034-534  -  -  26,850  26,850  -  -  - 

 - Recycling Building Circulation Fan 036035-534  -  -  16,500  16,500  -  -  - 

 - Hook-Lift Recycling Containers 

Replacement

036036-534  -  -  36,000  36,000  37,080  37,080  37,080 

 525,141 Landfill Closure 435-534  17,830  533,836  546,483  546,483  497,709  511,224  525,141 

 854,495 Rural Waste Service Centers 437-534  841,748  917,529  913,291  842,718  845,546  848,454  851,440 

 6,367,669 Transfer Station Operations 441-534  5,579,743  5,908,256  6,058,399  6,053,235  6,100,946  6,360,171  6,363,954 

 2,026,043 Solid Waste Management Facility 442-534  1,880,621  2,052,697  2,014,074  2,007,212  2,008,939  2,015,103  2,020,267 

 555,685 Hazardous Waste 443-534  520,144  573,892  540,481  560,457  561,041  554,443  555,062 

 14,470 MIS Automation - Solid Waste Fund 470-534  16,821  17,020  14,470  14,470  14,470  14,470  14,470 

 275,702 Recycling Services & Education 471-534  348,033  373,536  437,693  293,670  275,733  275,374  275,034 
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  Solid Waste (401)

  Leon County Fiscal Year 2013 Tentative Budget

Acct #

Actual Adopted Requested Budget Planned Planned Planned Planned
FY 2013FY 2011 FY 2012 FY 2014 FY 2015 FY 2016 FY 2017FY 2013Department/Division

Appropriations by 

 27,298 Solid Waste - Risk 495-534  64,551  52,968  27,298  27,298  27,298  27,298  27,298 

 705,216 Indirect Costs - Solid Waste 499-534  553,675  591,947  626,575  626,575  645,372  664,733  684,675 

 32,620 Tax Collector 513-586  29,633  29,852  30,748  30,748  31,670  32,620  32,620 

 10,373,820  12,434,033  11,973,691  11,767,045  12,598,224  13,145,970  13,009,329  12,839,339 Total Appropriations

 184,269  -  289,328  -  -  -  -  - Revenues Less Appropriations

Notes:

The general revenue subsidy decreased by $337,000 due to the completion of a capital improvement project associated with the Rural 

Waste Service Centers and a reorganization of the Recycling program.  The Board approved a $689,699 general revenue subsidy to 

this enterprise fund to pay for the unincorporated area rural waste collection centers and to cover a portion of the disposal cost for 

solid waste collected in the unincorporated area.  These two services are supported by the $40 non ad valorem assessment.  Due to 

the weak economy, the Board chose not to consider raising the $40 non ad valorem assessment and to continue the general revenue 

support for these services.  

Currently, the Board is considering other alternatives to handle waste disposal/collection and recycling.  In addition, the Board directed 

staff to proceed with a new non-ad valorem assessment study to determine a fee structure that would support the program.  Any fee 

changes could occur in FY 2014.

Fiscal Year 2013 Budget By Fund

Attachment #2 
Page 61 of 65

Page 936 of 959 Posted at 9:00 p.m. on September 11, 2012



  Amtrak Depot (420)

  Leon County Fiscal Year 2013 Tentative Budget

Fund Type:  Enterprise 

The Amtrak Depot Fund is an enterprise fund established in support of the County's operation of the Amtrak Depot for public benefit.  Major revenue 

sources of the Amtrak Depot Fund include proceeds from rents charged to occupants of office space located within the facility.  The fund is used to 

account for resources and expenditures associated with the operations and maintenance of the facility.

Acct #

Actual Adopted Requested Budget Planned Planned Planned Planned
FY 2013FY 2011 FY 2012 FY 2014 FY 2015 FY 2016 FY 2017FY 2013Revenue Sources

 - Pool Interest Allocation 361111  1,137  -  -  -  -  -  - 

 1,137  -  -  -  -  -  -  - Total Revenues

Acct #

Actual Adopted Requested Budget Planned Planned Planned Planned
FY 2013FY 2011 FY 2012 FY 2014 FY 2015 FY 2016 FY 2017FY 2013Department/Division

Appropriations by 

 - Amtrak Depot - Risk 495-590  2,016  -  -  -  -  -  - 

 - Amtrak 496-590  14,829  -  -  -  -  -  - 

 - Transfers 950-581  1,487,709  -  -  -  -  -  - 

 1,504,554  -  -  -  -  -  -  - Total Appropriations

(1,503,417)  -  -  -  -  -  -  - Revenues Less Appropriations

Notes:

Due to the activities in this fund no longer being associated with an enterprise and the Florida Statutes' encouragement to limit the 

number of funds, the Amtrak Depot fund (420) was closed at the end of FY 2011.
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  Insurance Service (501)

  Leon County Fiscal Year 2013 Tentative Budget

Fund Type:  Internal Services 

The Insurance Service Fund is an internal service fund established in support of general County operations. Major revenue sources of the Insurance 

Service Fund include proceeds from interdepartmental billings.  The fund is used to account for resources and expenditures associated with assessed 

premiums, claims, and administration of the County's Risk Management Program related to auto and property liability, workers' compensation, and 

other types of insurance.

Acct #

Actual Adopted Requested Budget Planned Planned Planned Planned
FY 2013FY 2011 FY 2012 FY 2014 FY 2015 FY 2016 FY 2017FY 2013Revenue Sources

 - Interest Income - Investment 361110  426  -  -  -  -  -  - 

 125,533 Pool Interest Allocation 361111  137,388  112,195  124,500  118,275  120,049  121,850  123,678 

 - Net Incr(decr) In Fmv Of Investment 361300  5,670  -  -  -  -  -  - 

 - Refund Of Prior Year Expenses 369300  8,204  -  -  -  -  -  - 

 - Other Miscellaneous Revenue 369900  4  -  -  -  -  -  - 

 471,259 Vehicle Insurance 396100  390,325  431,972  471,259  471,259  471,259  471,259  471,259 

 578,500 General Liability 396200  675,421  868,830  578,500  578,500  578,500  578,500  578,500 

 25,700 Aviation Insurance 396300  20,298  25,200  25,700  25,700  25,700  25,700  25,700 

 644,609 Property Insurance 396400  934,910  1,138,858  644,609  644,609  644,609  644,609  644,609 

 1,216,998 Workers Compensation Insurance 396600  1,460,597  1,028,275  1,216,998  1,216,998  1,216,998  1,216,998  1,216,998 

 - Appropriated Fund Balance 399900  -  539,391  -  -  -  -  - 

 3,633,243  4,144,721  3,061,566  3,055,341  3,057,115  3,058,916  3,060,744  3,062,599 Total Revenues

Acct #

Actual Adopted Requested Budget Planned Planned Planned Planned
FY 2013FY 2011 FY 2012 FY 2014 FY 2015 FY 2016 FY 2017FY 2013Department/Division

Appropriations by 

 231,285 Risk Management 132-513  165,957  225,452  230,412  229,490  229,919  230,361  230,816 

 34,599 Indirect Costs - Insurance Service 499-596  35,316  23,828  30,741  30,741  31,663  32,613  33,592 

 2,763,400 Workers' Comp Risk Management 821-596  2,330,502  3,895,441  2,763,400  2,763,400  2,763,400  2,763,400  2,763,400 

 33,315 Budgeted Reserves - Insurance 

Service

990-599  -  -  30,788  31,710  32,133  32,542  32,936 

 2,531,775  4,144,721  3,055,341  3,055,341  3,057,115  3,058,916  3,060,744  3,062,599 Total Appropriations

 1,101,467  -  6,225  -  -  -  -  - Revenues Less Appropriations

Notes:

Due to a restructure of the insurance program, property insurance premiums decreased by 57% and general liability premiums 

decreased by 67%.

Fiscal Year 2013 Budget By Fund

Attachment #2 
Page 63 of 65

Page 938 of 959 Posted at 9:00 p.m. on September 11, 2012



  Communications Trust (502)

  Leon County Fiscal Year 2013 Tentative Budget

Fund Type:  Internal Services 

The Communications Trust Fund is an internal service fund established to account for the resources and expenditures associated with the County's 

communication network, which includes the telephone and internet systems.  The individual departments and agencies are assessed based on the 

number of internet connections, data lines, and telephone usage within their individual areas.

Acct #

Actual Adopted Requested Budget Planned Planned Planned Planned
FY 2013FY 2011 FY 2012 FY 2014 FY 2015 FY 2016 FY 2017FY 2013Revenue Sources

 151,125 Departmental Billings 394000  244,157  152,710  151,125  151,125  151,125  151,125  151,125 

 330,570 Departmental Billings - MIS 

Automation

394200  419,061  445,257  330,570  330,570  330,570  330,570  330,570 

 663,218  597,967  481,695  481,695  481,695  481,695  481,695  481,695 Total Revenues

Acct #

Actual Adopted Requested Budget Planned Planned Planned Planned
FY 2013FY 2011 FY 2012 FY 2014 FY 2015 FY 2016 FY 2017FY 2013Department/Division

Appropriations by 

 481,695 Communications Trust 900-590  629,929  597,967  481,695  481,695  481,695  481,695  481,695 

 - Communications Trust 900-713  40,448  -  -  -  -  -  - 

 670,377  597,967  481,695  481,695  481,695  481,695  481,695  481,695 Total Appropriations

(7,159)  -  -  -  -  -  -  - Revenues Less Appropriations

Note:

Decrease is due to the renegotiated contract for network data and telecommunication lines.
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  Motor Pool (505)

  Leon County Fiscal Year 2013 Tentative Budget

Fund Type:  Internal Services 

The Motor Pool Fund is an internal service fund established to account for the costs associated with operating and maintaining the County's fleet of 

vehicles and heavy equipment.  This internal service fund generates its revenues from direct billings by the Fleet Management Department to other 

departmental users.  Fuel purchased by the Fleet Management Department is supplied to departmental users at cost plus a minor surcharge.  Repairs 

and maintenance performed by the Fleet Management Department are charged to users at the costs of parts plus an applicable shop rate.

Acct #

Actual Adopted Requested Budget Planned Planned Planned Planned
FY 2013FY 2011 FY 2012 FY 2014 FY 2015 FY 2016 FY 2017FY 2013Revenue Sources

 - Transfer From Fund 001 381001  29,565  -  -  -  -  -  - 

 1,455,410 Departmental Billings - Fleet 394100  1,296,233  1,430,997  1,455,410  1,455,410  1,455,410  1,455,410  1,455,410 

 2,057,525 Gas And Oil Sales 395100  1,528,392  1,772,514  2,057,525  2,057,525  2,057,525  2,057,525  2,057,525 

 2,854,190  3,203,511  3,512,935  3,512,935  3,512,935  3,512,935  3,512,935  3,512,935 Total Revenues

Acct #

Actual Adopted Requested Budget Planned Planned Planned Planned
FY 2013FY 2011 FY 2012 FY 2014 FY 2015 FY 2016 FY 2017FY 2013Department/Division

Appropriations by 

 3,448,454 Fleet Maintenance 425-591  2,846,583  3,166,667  3,467,639  3,460,656  3,457,908  3,454,967  3,451,822 

 500 MIS Automation - Motor Pool Fund 470-519  626  531  500  500  500  500  500 

 9,730 Fleet Maintenance - Risk 495-591  12,922  11,313  9,730  9,730  9,730  9,730  9,730 

 54,251 Budgeted Reserves - Motor Pool 

Fund

990-599  -  25,000  35,066  42,049  44,797  47,738  50,883 

 2,860,131  3,203,511  3,512,935  3,512,935  3,512,935  3,512,935  3,512,935  3,512,935 Total Appropriations

(5,941)  -  -  -  -  -  -  - Revenues Less Appropriations

Fiscal Year 2013 Budget By Fund
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RESOLUTION NO. ______ 
 
 WHEREAS, the Board of County Commissioners for the Emergency Medical Services 
Municipal Service Taxing Unit of Leon County, Florida, on September 18, 2012, adopted Fiscal 
Year 2012/2013 final Emergency Medical Services Municipal Service Taxing Unit millage rates 
following a public hearing as required by Florida Statue 200.065; and 
 
 WHEREAS, the Board of County Commissioners for the Emergency Medical Services 
Municipal Service Taxing Unit of Leon County, Florida, held a public hearing as required by 
Florida Statute 200.065; and 
 
 WHEREAS, the gross taxable value for operating purposes not exempt from taxation 
within Leon County has been certified by the County Property Appraiser to the Board of County 
Commissioners for the Emergency Medical Services Municipal Service Taxing Unit of Leon 
County, Florida as $13,213,281,226. 
 
 NOW, THEREFORE, BE IT RESOLVED, by the Board of County Commissioners 
for the Emergency Medical Services Municipal Service Taxing Unit of Leon County, Florida, 
that:  
 
 1. The Fiscal Year 2012/2013 final aggregate millage rate is 8.8144 mills (0.5000 mills – 
Emergency Medical Services MSTU and 8.3144 mills – Countywide), which is equal to the rolled-back rate 
of 8.8144 mills. 
 
 2. This resolution shall take effect immediately upon its adoption. 
 
 DULY ADOPTED at a public hearing this the 18th day of September, 2012. 
 
       LEON COUNTY, FLORIDA  
 
       By: _________________________ 
              Akin S. Akinyemi, Chairman 
         Board of County Commissioners 
ATTEST:  
Bob Inzer, Clerk of the Court 
Leon County, Florida 
 
By: _________________________ 
 
Approved as to Form: 
Leon County Attorney’s Office 
 
By: _________________________ 
 Herbert W. A. Thiele, Esq. 
 County Attorney 
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RESOLUTION NO. ______ 
 
 WHEREAS, the Board of County Commissioners for the Emergency Medical Services 
Municipal Service Taxing Unit of Leon County, Florida, on September 18, 2012, held a public 
hearing as required by Florida Statute 200.065; and 
 
 WHEREAS, the Board of County Commissioners for the Emergency Medical Services 
Municipal Service Taxing Unit of Leon County, Florida, set forth the appropriations and revenue 
estimate for the final Emergency Medical Services Municipal Service Taxing Unit budget for 
Fiscal Year 2012/2013, attached hereto as Exhibit A, in the amount of $16,276,284 and 
 
 NOW, THEREFORE, BE IT RESOLVED, by the Board of County Commissioners 
for the Emergency Medical Services Municipal Service Taxing Unit of Leon County, Florida, 
that:  
 
 1. The Fiscal Year 2012/2013 final Emergency Medical Services Municipal Service 
Taxing Unit (Fund 135) budget be adopted as it appears in the attached Exhibit A. 
  
 2. This resolution shall take effect immediately upon its adoption. 
 
 DULY ADOPTED at a public hearing this the 18th day of September, 2012. 
        
       LEON COUNTY, FLORIDA  
 
       By: _________________________ 
              Akin S. Akinyemi, Chairman 
         Board of County Commissioners 
ATTEST:  
Bob Inzer, Clerk of the Court 
Leon County, Florida 
 
By: _________________________ 
 
Approved as to Form: 
Leon County Attorney’s Office 
 
By: _________________________ 
 Herbert W. A. Thiele, Esq. 
 County Attorney 
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  Emergency Medical Services MSTU (135) 

  Leon County Fiscal Year 2013 Tentative Budget 

Fund Type:  Special Revenue 
 
The Emergency Medical Services MSTU Fund is a special revenue fund established in FY 2004 for emergency medical and transport services.  The primary 
revenue source is transport fees paid primarily by medical insurance, Medicare and the Emergency Medical Services Municipal Services Taxing Unit. 

Acct # 
Actual Adopted Requested Budget Planned Planned Planned Planned 

FY 2013 FY 2011 FY 2012 FY 2014 FY 2015 FY 2016 FY 2017 FY 2013 Revenue Sources 
 6,531,152  MSTU Ad Valorem 311130  6,791,378   6,690,908   6,606,641   6,276,309   6,339,072   6,402,462   6,466,487  

 -  Delinquent Taxes 2003 311203  102,791   -   -   -   -   -   -  
 -  Delinquent Taxes 2004 311204 (5)  -   -   -   -   -   -  
 -  Delinquent Taxes 2005 311205  4,088   -   -   -   -   -   -  
 -  Delinquent Taxes 2006 311206  3,685   -   -   -   -   -   -  
 -  Delinquent Taxes 2007 311207  3,421   -   -   -   -   -   -  
 -  Delinquent Taxes 2008 311208  6,511   -   -   -   -   -   -  
 -  Delinquent Taxes - 2009 311309  5,296   -   -   -   -   -   -  

 9,965,500  Ambulance Fees 342600  8,889,173   9,167,500   9,320,000   8,854,000   9,120,000   9,395,500   9,680,500  
 163,685  Special Events 342604  140,092   133,095   158,400   150,480   153,710   156,940   160,265  
 10,165  Patient Transports 342605  10,682   9,500   9,500   9,025   9,310   9,595   9,880  

 -  Interest Income - Investment 361110  757   -   -   -   -   -   -  
 141,867  Pool Interest Allocation 361111  96,832   115,995   140,700   133,665   135,670   137,705   139,771  

 -  Net Incr(decr) In Fmv Of Investment 361300  5,288   -   -   -   -   -   -  
 -  Other Miscellaneous Revenue 369900  9,725   -   -   -   -   -   -  
 -  Compensation For Loss Of Assets 388200  92,764   -   -   -   -   -   -  

 134,864  Appropriated Fund Balance 399900  -   -   852,805   852,805   106,408   200,322   101,144  

 16,162,479   16,116,998   17,088,046   16,276,284   15,864,170   16,302,524   16,558,047   16,947,233  Total Revenues 

Acct # 
Actual Adopted Requested Budget Planned Planned Planned Planned 

FY 2013 FY 2011 FY 2012 FY 2014 FY 2015 FY 2016 FY 2017 FY 2013 Department/Division 
Appropriations by  

 987,500  Emergency Medical Services Vehicle & 
Equipment Replacement 

026014-526  756,000   -   860,500   860,500   633,798   869,400   790,000  

 12,500  Emergency Medical Services 
Technology 

076058-526  21,138   52,500   52,500   52,500   12,500   12,500   12,500  

 -  Additional Ambulance & Equipment 096013-526  -   585,000   673,000   -   -   -   -  
 -  Emergency Medical Services Truck 096017-526  33,500   -   138,000   -   -   -   -  

 13,771,730  Emergency Medical Services 185-526  12,831,460   13,676,939   13,791,199   13,544,092   13,518,081   13,681,815   13,721,384  
 6,910  MIS Automation - EMS Fund 470-526  11,512   7,085   6,910   6,910   6,910   6,910   6,910  

 53,069  EMS - Risk 495-526  57,831   55,897   53,069   53,069   53,069   53,069   53,069  
 1,372,481  Indirect Costs - EMS 499-526  1,042,575   1,274,289   1,219,432   1,219,432   1,256,015   1,293,695   1,332,506  

 137,851  Tax Collector 513-586  143,424   140,157   133,797   133,797   133,797   135,135   136,486  
 -  Transfers 950-581  14,106   -   -   155,984   -   -   -  

 605,192  Budgeted Reserves - EMS Fund 990-599  -   325,131   413,287   250,000   250,000   250,000   505,192  

 14,911,546   16,116,998   17,341,694   16,276,284   15,864,170   16,302,524   16,558,047   16,947,233  Total Appropriations 

 1,250,933   -  (253,648)  -   -   -   -   -  Revenues Less Appropriations 

Notes: 
 
An $860 million decline in property valuations reduced ad valorem revenue for this fund.  A projected increase in ambulance fee revenue 
offsets this decline. 

Fiscal Year 2013 Budget By Fund 
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RESOLUTION NO. _______ 
 
 WHEREAS, the Board of County Commissioners for the Primary Healthcare Municipal 
Service Taxing Unit of Leon County, Florida, on September 18, 2012, adopted Fiscal Year 
2012/2013 final Primary Healthcare Municipal Service Taxing Unit millage rates following a 
public hearing as required by Florida Statue 200.065; and 
 
 WHEREAS, the Board of County Commissioners for the Primary Healthcare Municipal 
Service Taxing Unit of Leon County, Florida, held a public hearing as required by Florida 
Statute 200.065; and 
 
 WHEREAS, the gross taxable value for operating purposes not exempt from taxation 
within Leon County has been certified by the County Property Appraiser to the Board of County 
Commissioners for the Primary Healthcare Municipal Service Taxing Unit of Leon County, 
Florida as $13,213,281,226. 
 
 NOW, THEREFORE, BE IT RESOLVED, by the Board of County Commissioners 
for the Primary Healthcare Municipal Service Taxing Unit of Leon County, Florida, that:  
 
 1. The Fiscal Year 2012/2013 final Primary Healthcare Municipal Service Taxing Unit 
operating millage rate is 0.000 mills, which is equal to the rolled-back rate of 0.000 mills by 
100.00%. 
 
 2. This resolution shall take effect immediately upon its adoption.  
 
 DULY ADOPTED at a public hearing this the 18th day of September, 2012. 
 
                          LEON COUNTY, FLORIDA  
 
       By: _________________________ 
              Akin S. Akinyemi, Chairman 
         Board of County Commissioners 
ATTEST:  
Bob Inzer, Clerk of the Court 
Leon County, Florida 
 
By: _________________________ 
 
Approved as to Form: 
Leon County Attorney’s Office 
 
By: _________________________ 
 Herbert W. A. Thiele, Esq. 
 County Attorney 
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RESOLUTION NO. ________ 
 
 WHEREAS, the Board of County Commissioners for the Primary Healthcare Municipal 
Service Taxing Unit of Leon County, Florida, on September 18, 2012, held a public hearing as 
required by Florida Statute 200.065; and 
 
 WHEREAS, the Board of County Commissioners for the Primary Healthcare Municipal 
Service Taxing Unit of Leon County, Florida, set forth the appropriations and revenue estimate 
for the final Primary Healthcare Municipal Service Taxing Unit budget for Fiscal Year 
2012/2013, attached hereto as Exhibit A, in the amount of $0. 
 
 NOW, THEREFORE, BE IT RESOLVED, by the Board of County Commissioners 
for the Primary Healthcare Municipal Service Taxing Unit of Leon County, Florida, that:  
 
 1. The Fiscal Year 2012/2013 final Primary Healthcare Municipal Service Taxing Unit 
(Fund 163) budget be adopted as it appears in the attached Exhibit A. 
  
 2. This resolution shall take effect immediately upon its adoption. 
 
 DULY ADOPTED at a public hearing this the 18th day of September, 2012. 
 
       LEON COUNTY, FLORIDA  
 
       By: _________________________ 
              Akin S. Akinyemi, Chairman 
         Board of County Commissioners 
ATTEST:  
Bob Inzer, Clerk of the Court 
Leon County, Florida 
 
By: _________________________ 
 
Approved as to Form: 
Leon County Attorney’s Office 
 
By: _________________________ 
 Herbert W. A. Thiele, Esq. 
 County Attorney 
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  Primary Health Care MSTU (163) 

  Leon County Fiscal Year 2013 Tentative Budget 

Fund Type:  Special Revenue 
 
The Primary Care MSTU Fund is a special revenue fund established to encompass all of Leon County and provides funding for the delivery of primary health care 
programs, services, and facilities to uninsured, low income persons under the age of 65 living within Leon County.  The enabling ordinance allows for up to 1/2 mil 
annually to be levied. 

Acct # 
Actual Adopted Requested Budget Planned Planned Planned Planned 

FY 2013 FY 2011 FY 2012 FY 2014 FY 2015 FY 2016 FY 2017 FY 2013 Revenue Sources 
 -  MSTU Ad Valorem 311130  24   -   -   -   -   -   -  
 -  Delinquent Taxes 2004 311204  -   -   -   -   -   -   -  
 -  Delinquent Taxes 2005 311205  341   -   -   -   -   -   -  
 -  Delinquent Taxes 2007 311207  151   -   -   -   -   -   -  
 -  Delinquent Taxes 2008 311208  515   -   -   -   -   -   -  
 -  Pool Interest Allocation 361111  259   -   -   -   -   -   -  

 1,290   -   -   -   -   -   -   -  Total Revenues 

Acct # 
Actual Adopted Requested Budget Planned Planned Planned Planned 

FY 2013 FY 2011 FY 2012 FY 2014 FY 2015 FY 2016 FY 2017 FY 2013 Department/Division 
Appropriations by  

 -  Transfers 950-581  29,576   -   -   -   -   -   -  

 29,576   -   -   -   -   -   -   -  Total Appropriations 

(28,287)  -   -   -   -   -   -   -  Revenues Less Appropriations 

Notes: 
 
Since FY 2007 the millage rate for this fund has been levied at 0.0 mils.  Primary health care is currently supported by ad valorem property 
taxes (See page 3 - General Fund).  This fund was closed at the end of FY 2011. 

Fiscal Year 2013 Budget By Fund 
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NOTICE OF BUDGET HEARING 
 
The Leon County Board of County Commissioners has tentatively adopted a 
budget for Fiscal Year 2012/2013. 
  
A public hearing to make a FINAL DECISION on the budget AND TAXES will 
be held on: 

Tuesday, September 18, 2012 
6:00 P.M. 

At 
Leon County Courthouse 

301 South Monroe Street, 5th Floor 
Tallahassee, Florida 
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General
Funds

Special
Revenue

Funds

Debt
Service
Funds

Capital
Projects
Funds

Enterprise
Funds

Internal
Service
Funds

Total
Budget

Estimated Revenues
 

Taxes:                    Millage per $1,000
Countywide Millage   8.3144 41,891,740 62,475,740 0 0 0 0 104,367,480
EMS MSTU               0.5000 0 6,276,309 0 0 0 0 6,276,309
Primary Care MSTU  0.0000 0 0 0 0 0 0 0
Delinquent 0 0 0 0 0 0 0

Other Taxes 41,800 19,930,715 0 3,390,740 1,463,097 0 24,826,352
Licenses and Fees 0 8,097,077 0 0 0 0 8,097,077
Intergovernmental Revenue 2,138,893 20,040,973 0 0 0 0 22,179,866
Fines and Forfeiture 0 589,285 0 0 0 0 589,285
Interest and Investments 288,420 871,307 0 681,265 406,125 118,275 2,365,392
Micellaneous 340,416 2,041,908 0 0 129,675 0 2,511,999
Charges for Services 2,126,425 11,745,612 0 0 7,434,212 0 21,306,249
Excess Fees 350,000 0 0 0 0 0 350,000
Interdepartmental Billing 0 0 0 0 0 6,931,696 6,931,696
Fund Balance Retained Earnings 4,961,915 2,665,249 1,200 14,016,198 1,644,237 0 23,288,799
Subtotal: Estimated Revenues 52,139,609 134,734,175 1,200 18,088,203 11,077,346 7,049,971 223,090,504

0 0 0 0 0 0 0
Transfers From Other Funds 2,890,859 15,980,031 9,366,407 2,160,521 689,699 0 31,087,517

0 0 0 0 0 0 0

Total Estimated Revenues 55,030,468$       150,714,206$     9,367,607$       20,248,724$       11,767,045$       7,049,971$      254,178,021$     

Estimated Expenditures

General Government 26,947,834 6,173,472 0 2,923,690 30,748 229,990 36,305,734
Public Safety 1,952,205 88,826,522 0 0 0 0 90,778,727
Physical Environment 2,365,410 6,601,680 0 1,411,780 11,736,297 0 22,115,167
Transportation 0 10,863,184 0 6,304,200 0 0 17,167,384
Economic Environment 1,940,388 3,513,420 0 0 0 0 5,453,808
Human Services 8,725,822 1,528,954 0 0 0 0 10,254,776
Cultural / Recreation 6,698,891 4,470,253 0 2,810,000 0 0 13,979,144
Debt Service 0 0 9,367,607 0 0 0 9,367,607
Other Non-Operating 0 92,338 0 0 0 6,746,222 6,838,560
Court Related Expenditures 300,709 2,847,451 0 0 0 0 3,148,160
Subtotal: Estimated Expenditures 48,931,259 124,917,274 9,367,607 13,449,670 11,767,045 6,976,212 215,409,067

0 0 0 0 0 0 0
Reserves 250,000 558,624 0 6,799,054 0 73,759 7,681,437

0 0 0 0 0 0 0
Transfer To Other Funds 5,849,209 25,238,308 0 0 0 0 31,087,517

0 0 0 0 0 0 0

Total Est. Expenditures & Reserves 55,030,468$       150,714,206$     9,367,607$       20,248,724$       11,767,045$       7,049,971$      254,178,021$     

LEON COUNTY BOARD OF COUNTY COMMISSIONERS - FISCAL YEAR 2012/2013
BUDGET SUMMARY

THE PROPOSED OPERATING BUDGET EXPENDITURES OF THE LEON COUNTY BOARD OF COUNTY COMMISSIONERS ARE 
5.10% LESS THAN LAST YEAR’S TOTAL OPERATING EXPENDITURES.

THE TENTATIVE, ADOPTED, AND/OR FINAL BUDGETS ARE ON FILE IN THE OFFICE OF THE ABOVE MENTIONED TAXING 
AUTHORITY AS A PUBLIC RECORD. 
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Regular Meeting & Public Hearing Page 30 

September 18, 2012 

 

22. Second and Final Public Hearing to Adopt a Resolution Authorizing the Submittal 
of a $500,000 Community Development Block Grant Application in the 
Neighborhood Revitalization Category to the Florida Department of Economic 
Opportunity 
 

Pursuant to the attached legal notice, a public hearing was conducted. 

 

County Administrator Long announced the public hearing and confirmed there were no 

speakers on this issue.    

Commissioner Sauls moved, duly seconded by Commissioner Dozier, approval of Option 
1:  Conduct the second and final public hearing, and adopt the Resolution authorizing the 
submission of the Community Development Block Grant (CDBG) application, and 
authorize the County Administrator to execute said grant and other documents incidental 
to obtaining and administering said grant.  The motion carried 7-0. 

 

 

 

 

 

[Remainder of Page Intentionally Left Blank] 
  







 

Leon County 
Board of County Commissioners 

Cover Sheet for Agenda #22 
 

September 18, 2012 
 
To: 

 

Honorable Chairman and Members of the Board 
  

From: Vincent S. Long, County Administrator 
  

Title: Second and Final Public Hearing to Adopt a Resolution Authorizing the 
Submittal of a $450,000 Community Development Block Grant Application in 
the Neighborhood Revitalization Category to the Florida Department of 
Economic Opportunity 

 
 
 

County Administrator 
Review and Approval: 

Vincent S. Long, County Administrator 

Department/ 
Division Review: 

Alan Rosenzweig, Deputy County Administrator  
Ken Morris, Director, Office of Economic Development and 
Business Partnerships 

Lead Staff/ 
Project Team: 

Don Lanham, Grants Program Coordinator 

 
Fiscal Impact:  
This item has a fiscal impact to the County.  To make this application competitive, $125,000 of 
matching funds will be used as leverage if the grant application is funded.  Matching funds are 
available within the FY 2012/13 Public Works Capital Improvement Projects (CIP) budget. 
 
Staff Recommendation:   
Option # 1: Conduct the second and final public hearing, and adopt the Resolution authorizing 

the submission of the Community Development Block Grant (CDBG) application 
(Attachment #1), and authorize the County Administrator to execute said grant and 
other documents incidental to obtaining and administering said grant.                             
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Title: Second and Final Public Hearing to Adopt a Resolution Authorizing the Submittal of a 
$450,000 Community Development Block Grant Application in the Neighborhood Revitalization 
Category to the Florida Department of Economic Opportunity 
September 18, 2012 
Page 2 

 
Report and Discussion 

 
Background: 
 
In July, Staff has received notification that the Department of Economic Opportunity (DEO) has 
opened the 2012 Florida Small Cities Community Development Block Grant (CDBG) 
application process with an application deadline of October 1, 2012.  The application process 
requires the local government to advertise and conduct two public hearings, with one being 
conducted by the governing body.  The first advertised public hearing occurred on August 31, 
2012 and was conducted by Board staff.  This hearing was conducted to receive input from 
concerned citizens, the general public, and elected officials; however, no public input was 
received.  The second and final public hearing allows the general public an opportunity to give 
public comment on the application.  The CDBG Citizens Advisory Task Force, pursuant to Rule 
9B-43 F.A.C., met on May 10, 2012, and recommended the filing of the CDBG grant application 
in the Neighborhood Revitalization (NR) category, if a viable project was found.  If an NR 
project was not found, the Task Force recommended submitting an application in the Housing 
Rehabilitation (HR) category.  This decision was based upon prior allocations to each of the 
categories and was supported by the allocations released in July, with $8.8 million allocated to 
the NR category and $3.4 million to the HR category. 
 
Analysis: 
 
County staff proposes to apply for $450,000 in CDBG funding and leverage it with $125,000 in 
matching funds currently in the Public Work’s FY2012/13 Capital Improvement Projects (CIP) 
budget.  The last CDBG application (Neighborhood Revitalization) was not funded due to a low 
Community Wide Needs score.  This score is assigned to the County, based upon Census 
numbers with prior successful applications, causing a reduction in the points awarded.  A decade 
of successful applications substantially reduced this score, making it difficult to compete in this 
process.  The leveraging of these funds, together with biddable plans currently being prepared by 
Public Works, will add 125 points to the application score, making it more competitive.  
 
The proposed project will address the Autumn Woods Target Area, developed to address 
flooding issues within the subdivision (Attachment #2).  Due to the area having inadequate 
downstream drainage capacity, many residents experience flooding during large storm events.  
This project is a listed Transportation and Stormwater project in the CIP schedule, and was 
chosen based upon the economic characteristics of the neighborhood and the ability to have 
biddable plans completed, both scoring factors in the grant application. 
 
The CDBG Grant application requires the Board to adopt a Resolution authorizing the 
submission of the CDBG Grant Application.  The designation of the County Administrator as the 
representative authorized to execute all grant documents will facilitate this process.   
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Title: Second and Final Public Hearing to Adopt a Resolution Authorizing the Submittal of a 
$450,000 Community Development Block Grant Application in the Neighborhood Revitalization 
Category to the Florida Department of Economic Opportunity 
September 18, 2012 
Page 3 
 
The required Public Hearing Notice will be published in the Tallahassee Democrat  
(Attachment #3). 
 
Options:  
1. Conduct the second and final public hearing and adopt the Resolution authorizing the 

submission of the Community Development Block Grant application, and authorize the 
County Administrator to execute said grant and other documents incidental to obtaining and 
administering said grant. 

2. Conduct the second and final public hearing and do not adopt the Resolution authorizing the 
submission of the Community Development Block Grant application.   

3. Board direction. 
 
 
Recommendation: 
Option #1.  
 
 
Attachments:  
1. Resolution authorizing submission of the Community Development Block Grant (CDBG) 

Application 
2. Autumn Woods Target Area Map 
3. Draft Notice of Public Hearing 
 
 
VSL/AR/KM/DAL/dal 
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RESOLUTION NO. 12-__ 
 
A RESOLUTION OF THE LEON COUNTY, FLORIDA BOARD OF COUNTY 
COMMISSIONERS AUTHORIZING THE SUBMISSION OF A COMMUNITY 
DEVELOPMENT BLOCK GRANT, NEIGHBORHOOD REVITALIZATION 
APPLICATION FOR FISCAL YEAR 2012;  AND AUTHORIZING THE COUNTY 
ADMINISTRATORTO EXECUTE SAID GRANT, ANY AND ALL DOCUMENTS 
INCENDENTIAL TO OBTAINING AND ADMINISTRATING SAID GRANT. 
 
WHEREAS, the U.S. Department of Housing and Urban Development under provisions 
of Title 1 of the Housing and Community Development Act of 1974, as amended, have 
authority to approve Community Development Block Grants; and 
 
WHERAS, Leon County possesses the legal authority to apply for a Community 
Development Block Grant; and 
 
WHEREAS, there has been a series of public hearings held to obtain citizen input 
concerning the use and availability of these funds; and  
 
WHEREAS, the County’s Fiscal Year 2012 Florida Small Cities Community 
Development Block Grant Neighborhood Revitalization application reflects the 
community development needs of the County; and 
 
WHEREAS, it is in the best interest of Leon County to apply for Fiscal Year 2012 
Florida Small Cities Community Development Block Grant funding in the  
Neighborhood Revitalization category. 
 
NOW, THEREFORE, BE IT RESOLVED BY THE COUNTY COMMISSION OF 
LEON COUNTY, FLORIDA, AS FOLLOWS: 
 

1. That Leon County apply for a FFY 2012 Florida Small Cities Community 
Development Block Grant for Neighborhood Revitalization. 

 
2. That the County Administrator of Leon County be hereby authorized to execute 

on behalf of the County, any and all application forms and other documents, 
including any corrective amendments, necessary in order to obtain and administer 
said grant. 
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  LEON COUNTY, FLORIDA 
 
 
  BY:_____________________________ 
        Akin Akinyemi, Chairman 
 
ATTEST:  
BOB INZER, CLERK OF THE COURT  
LEON COUNTY, FLORIDA 
 
BY:__________________________   
    
 
APPROVED AS TO FORM: 
LEON COUNTY ATTORNEY’S OFFICE 
 
 
Herbert W.A. Thiele, Esq. 
County Attorney 
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Drainage Improvements
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Notice of Community Development Block Grant Public Hearing 
 

(Second Notice) 
 
Notice is hereby given that the Board of County Commissioners of Leon County, Florida 
(the “County”) will conduct a public hearing on Tuesday, September 18, 2011 at 6:00 PM 
at the Leon County Courthouse, Board of County Commission Chambers, 5th Floor, 301 
South Monroe Street, Tallahassee, Florida, to obtain comments on a proposed FFY 2012 
application to the Florida Department of Economic Opportunity (DEO) for a Small Cities 
Community Development Block Grant (CDBG). The $500,000 application is in the 
Neighborhood Revitalization Category and will address flooding that is occurring in an 
area that predominantly consists of low to moderate income households. The proposed 
CDBG budget is as follows: 
 
Flood and Drainage Activities $460,000  
Administration       40,000 
TOTAL    $500,000 
 
Project Location: Autumn Woods Subdivision, Lakewood Village Subdivision, and 
Shadywood Unrecorded Subdivision, Tallahassee Florida.   
 
Project Description: The proposed improvements consists of open ditch grading along 
the existing drainage easements, cross drain pipe upgrades at Autumn Woods Way and 
Bright Drive, ditch lining to improve drainage conveyance and erosion control after the 
Bright Drive cross drain, and a low crossing to replace the existing constricted pipe at the 
outfall point. 

 
All interested parties are invited to present their comments at the public hearing at the 
time and place set out above. A copy of the application will be available during this 
session and at the Grant Program Coordinators office during regular hours after the 
Public Hearing. To obtain additional information, contact Don Lanham, the Grant 
Program Coordinators at (850) 606-5300 or at lanhamd@leoncountyfl.gov. or Lamarr 
Kemp at (850) 606-1900 or at kempl@leoncountyfl.gov. Anyone wishing to appeal the 
action of the Board with regard to this matter will need a record of the proceedings and 
should insure that a verbatim record is made. 

 
In accordance with the American with Disabilities Act and Section 286.26, Florida 
Statutes, persons needing a special accommodation to participate in this proceeding 
should contact Don Lanham or Facilities Management, Leon County Courthouse, 301 
South Monroe Street, Tallahassee, Florida 32301, by written request at least 48 hours 
prior to the proceeding. Telephone: 606-5300 or 606-5000; 1-800-955-8771 (TDD) or 1-
800-955-8770 (Voice), or 711 via Florida Relay service. 
 
September 12, 2012 
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Regular Meeting & Public Hearing Page 31 

September 18, 2012 

 

Chairman Akinyemi announced that the Board had concluded its Public Hearings and would 
return to its General Business Agenda, Item #15. 
 

Citizens to be Heard on Non-Agendaed Items (3-minute limit per speaker; Commission may 

discuss issues that are brought forth by speakers.) 

 Chairman Akinyemi confirmed that there were no speakers on Non-Agendaed Items  
 

Comments/Discussion Items 
 

County Attorney Thiele: 

 No issues. 
 

County Administrator Long:   

 Reminded the Board of the Division of Tourism Annual Marketing Rollout event at 
Mission San Luis on Wednesday, October 3rd at 5:00 p.m.   

 

Commissioner Discussion Items 
 
Commissioner Desloge: 

 Expressed concern that the approved budget was perceived as a property tax hike, 
when in reality the property tax collection is neutral.  He stated that the County 
continues to do more with less and that a lot of work was put into the development of 
the budget. 

 Congratulated County Administrator Long on being a finalist for the Leadership 
Tallahassee’s “Distinguished Leadership Award”.  

 Announced with pride that his daughter Elizabeth passed her bar exam today.   

 Established with County Attorney Thiele that the number of Internet Cafes in Leon 
County had dropped to 17 from 29.   Mr. Thiele added that all 17 sites had applied for a 
renewal, although four do not meet the criteria.  Thus, the number could be down to as 
low as 13.  He stated that the goal of the ordinance is to have less than 10 sites. 
 

Commissioner Dailey: 

 No issues. 
 

Commissioner Dozier: 

 Requested a Resolution for newly appointed Eagle Scout, Nicholas C. Falci, to be 
presented at an outside event.   Approved without objection.  
 

Commissioner Proctor: 

 No issues. 
 

Commissioner Sauls: 

 Stated that she has had multiple requests for the installation of a traffic signal at the 
intersection of Woodville Highway and Natural Bridge Road.  She asked Tony Park, 
Director of Public Works and Community Development, to contact the Florida 
Department of Transportation on the feasibility of the request and provide her a report.    
 

Commissioner Maddox: 

 No issues. 
 

Chairman Akinyemi: 

 No issues. 
 

Receipt and File:  Fallschase Community Development District Fiscal Year 2013 Adopted 
Budget 
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