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Please Note: This New Employee Guide has been created to give general information about the
employment practices, benefits and programs that are available to you as a new County employee (for
job classifications in non-bargaining, Amalgamated Transit Union, and Teamsters bargaining units.) The
material in this handbook is only a summary; for details please refer to the Sarasota County Government
Human Resources Policies, Procedures and Guidelines.
If you have any questions about your job, benefits, or County policies and programs, please contact your
supervisor or a Human Resources Department representative for further information.
This guide does not constitute a legal contract or entitlement to benefits not otherwise provided.
Sarasota County Government reserves the right to amend or terminate any of the information described
in this booklet at any time and for any reason subject to applicable legal requirements.
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What Do You Need To Know?
Employees’ Responsibilities for Policies
You are responsible for becoming familiar with policies, procedures, and operational regulations which
govern your employment with the County. Up-to-date versions of the Sarasota County Government
Human Resources Policies, Procedures and Guidelines are available in EmployeeNet (in the Employee
Services/Human Resources portal, click on “Quick Links” in the far right column).
Identification Badge
Employees are expected to wear their Sarasota County Identification Badge at all times while working. If
your badge is lost, stolen or damaged, please contact Human Resources.
Probationary Period
New employees complete an initial probation period of six months. During this period, employees are
considered “at-will” and the employment relationship can be terminated at any time by either party.
(All managers retain “at-will” status.) After completing probation, an employee attains “regular” status.
Until completed, the initial probationary period will be extended for each day of absence.
Employee Intranet
Sarasota County has an intranet site called “EmployeeNet” (or “eNet”). This site is the default page for
all County computers when accessing the internet. It is encouraged that all employees explore eNet for
weekly updates and articles, the Employee Services/Human Resources portal, KRONOS timecard system,
ePhone employee phone directory, access to board meetings on demand and other online tools and
information.
Change of Personal information
Changes to the employee’s name, marital status, address (physical and/or mailing), telephone number,
personal email address and emergency contact information should be made by the employee within the
Workday system as quickly as possible.
The Withholding Allowance Certificate (W-4) is available for completion within Workday as well. The
W-4 can be used to make changes to income withholdings due to changes in marital status, number of
dependents, or change in income upon request.
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Outside Employment
Employees are required to submit an Outside Employment Request Form for any employment held in
addition to their County job. Outside employment should not interfere with the performance of County
duties or be considered a conflict of interest. If an employee chooses to maintain outside employment,
he or she must refrain from using County time or property in conducting these activities.
Emergency Roles
All Sarasota County employees, full-time and part-time, are required to assist in disaster response
efforts. Some employees will be assigned a role in the county’s Emergency Operations Center (EOC)
during an emergency activation by virtue of their position within the county. Anyone not automatically
assigned a role must register online within 30 days of hiring. On the County’s EmployeeNet’s home
page, click in the top menu bar under “Job Tools” then click on “Emergency Role Registration”.

Benefits and Wellness
Insurance
The County provides all employees (regularly scheduled for 30 or more hours per week) the opportunity
to participant in the group insurance plan that includes: medical, dental, vision, long-term disability, life
and dependent life insurance. Coverage is also extended to eligible dependents.
Retirement
Pension: Sarasota County participates in the Florida Retirement System (FRS) which provides retirement
benefits for employees in designated positions. All employees contribute three percent of their eligible
pay; the County also pays a contribution for its employees in order to provide retirement income in
addition to social security benefits. As a new hire you may choose either the FRS Investment Plan or the
FRS Pension Plan. FRS will mail an FRS Handbook and enrollment instructions to your home. You must
enroll in one of the two plans by the end of your fifth month of employment.
Deferred Compensation: Employees may also participate in the Sarasota County 457(b) Deferred
Compensation Plan which is funded by employee pre-tax contributions or Roth after-tax contributions.
Additional information on these programs can be found on EmployeeNet (in the Employee Services/
Human Resources portal, click on “Employee Health & Benefits” then “Retirement & Deferred
Compensation” in the far left column). You may also contact Benefits 861-5236 or
askbenefits@scgov.net.
Employee Assistance Program (EAP)
The Employee Assistance Program (EAP) provides personal, professional and confidential assistance to
you and your family members – up to six free sessions per issue, per year. Please contact your Human
Resources Representative for additional provider information.
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Maintaining a Productive and Respectful Workplace
Equal Employment Opportunity
All personnel actions will be based on merit and fitness of the individual under consideration. There will
be no discrimination against any person in recruitment, examination, appointment, training, promotion,
retention, or any other personnel action based on race, sex, national origin, religion, creed, age, physical
disability, political affiliation, gender identity, sexual orientation or other non-merit factors.
Sexual Harassment
Sexual harassment is defined as unwelcome sexual advances, request for sexual favors and/or other
conduct of a sexual nature which has the effective of implicitly or explicitly threatening one’s conditions
of employment and/or reasonably interfering with job performance by creating a hostile, intimidating or
offensive work environment. This type of behavior is inappropriate, as Sarasota County strives to
provide an environment in which employees are able to work freely without receiving unsolicited and
unwelcome sexual overtones.
Discrimination or harassment based on race, color, religion, age, sex, national origin, disability or
any other legally protected status is considered a form of employee misconduct. Examples of such
misconduct may include, but are not limited to:
•
•
•

A request or demand for sexual favors accompanied by a threat concerning an individual’s
employment status or a promise of preferential treatment;
Unnecessary and unwelcome touching of an individual, for example, touching, pinching, hugging
or repeatedly brushing against another individual’s body; or
Offensive jokes, comments, slurs, email, memos, faxes, posters, cartoons or gestures.

Disciplinary action, up to and including termination, may be taken against any employee who has been
substantiated as engaging in this type of behavior. Disciplinary action may also be taken against any
employee who in bad faith makes a false or dishonest claim of harassment or discrimination.
Reporting Complaints
Under no circumstances will an employee be penalized for reporting what the employee believes in
good faith to be harassment under this policy. Employees are required to immediately report conduct
which is believed to be in violation and are encouraged to follow their chain of command. If they are
not comfortable doing so or have any related questions about this policy, they may contact a Human
Resources Representative or the Director of Human Resources.
Complaints of harassment will be handled and investigated promptly and in as impartial and confidential
manner as possible. Employees are required to cooperate in any investigation.
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Code of Conduct
As a Sarasota County Government employee, you are expected to avoid conduct and speech which
undermines the efficiency and/or reputation of fellow employees, County departments, divisions,
offices, policies and programs. You are also expected to immediately notify your supervisor if you are
cited or incarcerated for a violation of the law.
Tobacco-Free Policy
In order to protect the public health, safety and welfare of citizens and employees, smoking tobacco or
any other substance is prohibited in County owned or operated facilities and vehicles, and on County
property, campuses, parking lots and work sites.
Drug and Alcohol Policy
Sarasota County is committed to a Drug/Alcohol-Free work environment. Drug and alcohol
consumption constitutes a danger to the employee, fellow employees and the public. The safety of
public property and equipment is placed in jeopardy when an employee is under the influence of drugs
or alcohol.
In accordance with Sarasota County Human Resources Policies, Procedures and Guidelines, Section
12.03, employees may be subject to the following alcohol and drug screening procedures:
(a)
(b)
(c)
(d)

Pre-employment (safety sensitive positions)
Reasonable suspicion (all employees)
Post-accident (all employees)
Random (employees whose position requires a CDL)

Training and Development
Classes and Self-Study Options
Employees are encouraged to participate in training programs that enhance job skills and abilities. Our
Training & Development staff offers several resources including classes, online courses, and a Resource
Library with selected DVD’s, audio CDs and books.
Workday
Employees use Workday Learning to enroll in classes, access online courses, drop enrollment, and view
their current transcript. Help videos are available within Workday Learning to assist you.
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HR Management Series
All managers and supervisors are expected to complete the HR Management Series, which includes HR
topics such as hiring, managing performance, diversity, employee relations, and coaching. Complete
details will be sent to you within your first six months of employment.
Tuition Reimbursement Program
Employees are encouraged to continue their formal academic education in areas that will enhance their
contribution to County service. Depending on funding availability, Sarasota County provides tuition
reimbursement for employees. Educational Assistance is coordinated through Human Resources.

Collective Bargaining Units
Many positions within Sarasota County Government are covered by collective bargaining agreements
(CBA), which are jointly negotiated between the County and each respective labor union. Florida is a
“right-to-work” state; membership with a union is an individual’s choice, neither mandated by the union
nor required for employment.
It is the responsibility of collective bargaining unit employees to familiarize themselves with the rules
and regulations set forth in the collective bargaining agreement, as these guidelines prevail over policies
found in the Sarasota County Government Human Resources Procedures and Guidelines. These HR
Procedures and Guidelines will be applicable to members of the bargaining unit in matters not expressly
agreed to in their contractual agreement.
Sarasota County’s collective bargaining units include: Teamsters (skilled and unskilled trades);
Amalgamated Transit Union (Bus Operators); and International Association of Fire Fighters (firefighters
and paramedics). All contracts may be viewed and located on EmployeeNet (in the Human Resources
Portal, click on “County Forms” then “Collective Bargaining Unit Information”).

Using County Technology
Computer information systems and networks are an integral part of the business process of Sarasota
County Government. The county has made a substantial investment in human and financial resources to
create these systems and establish policies that enhance productivity, reduce business and legal risk,
safeguard the information contained within these systems, protect the interests of citizens, and protect
the investment of the organization. For these reasons, our Enterprise Information Technology (EIT)
Department suggests the following:
1. Technology Support: For any technology related questions and requests (e.g., installations,
disposals, relocations of computer equipment, computer software, or desk phones), you may:
• Call 861-7100, or
• Email TechnologySupport@scgov.net, or
• Submit a request via the Service Support/Help function on EmployeeNet
Rev. December 2021
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2. General Employee Responsibilities:
• County property must be used primarily for professional reasons and not interfere with
productivity or violate any County policies. Personal use may be incidental and
occasional.
• Employees are responsible for the content of all text, audio, or images that are sent or
received to them over the County network.
• Confidentiality of County records must be maintained at all times.
3. Security:
• Always logout, or lock your computer with a screen saver, if you leave your workstation.
• No passwords should ever be sent to anyone via email. Do not even email your
password to anyone in EIT.
• Jump drives can spread viruses; minimize the use of jump drives to download or email
documents using County equipment.
4. Internet Sites: Our organization’s internet use policy restricts access to web pages that are
“blue coated” including malware and malicious threats, censorship, etc. If you receive a Blue
Coat notification, refrain from accessing that web page using County equipment.
5. Public Records Law: Computer records are deemed public by the Florida Legislature under
Florida. Public records requests can be made at any time to request copies of emails/phone
records without an employee’s approval or knowledge.
6. Emails, Texts and Social Media: Sarasota County’s Cellular Telephone Policy strictly prohibits
texting for public business on any device, whether it is personal or county-issued.
7. Phones:
• Employees are assigned a desk phone, cell phone, smart phone or radio based on job
need as determined by management.
• The County’s Cellular Telephone policy can be found on EmployeeNet in the EIT portal.
8. Personal Computers:
• County business documents must not be saved on personal hard drives.
• VPN (Virtual Private Network) may be requested for county employees who are
assigned a laptop, subject to approval by their director. VPN should be used for county
business needs only.
How to Set Your Password on Your County Computer
•

Passwords must be a minimum of 14 characters. One must be a capital alpha character, and
one must be a number. Consider using a pass-phrase such as: "I can walk 1 mile" or "1 Ring to
rule them all". These are difficult passwords to crack, but easy to remember.

•

Avoid words in a dictionary, derivatives of account names and common character sequences
such as “123456.” Do not use personal details, such as a spouse’s name, automobile license
plate, social security number or birthday. Do not use proper names, geographical locations,
common acronyms or slang.

•

Passwords will be changed every 90 days, and can only be changed once in a 24-hour
period. Security software restricts the reuse of passwords for at least 10 password cycles.
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Pay and Leave Policies
Pay Periods
Sarasota County employees are paid every two weeks. A pay period begins 12:00 a.m. on Saturday and
continues through 11:59 p.m. on Friday, which includes a total of 14 days. Employee pay is issued via
Direct Deposit by the Clerk of the Court, and payroll is validated and processed by Human Resources. If
you have related questions, you may contact Human Resources at 861-5353, or by email at
askHR@scgov.net.
Attendance and Punctuality
If you anticipate being late to or absent from work, you are responsible for contacting your supervisor or
designee. If you know about an absence in advance, you should inform your supervisor as soon as
possible. This policy may vary to meet special requirements of respective departments.
Notification of Absence
If an employee is absent for three (3) consecutive workdays without reporting to the supervisor, the
employee will be removed from payroll as having resigned without notice.
Scheduled Leave / Accrued Time Off
Sarasota County employees accrue scheduled leave at different levels depending on length of service
and FTE. Leave is accrued per pay period and cannot be used until it is earned. Full-time employees
accrue time off at the rates shown in the chart below. Note: Part time employees accrue prorated leave
based on their full-time equivalent (FTE).
Months of
Service
0-24
25-60
61-120
121-180
180+

Years of
Service
0-2
2-5
5-10
10-15
15+

Yearly Accrual
Days
Hours
128
16
152
19
176
22
25
200
224
28

Bi-weekly
Accrual Rate
4.9232
5.8464
6.7696
7.6920
8.6152

Hourly
Accrual Rate
0.06154
0.07308
0.08462
0.09615
0.10769

Employees are limited to 320 leave hours per year. Accrued leave hours over 320 will be rolled into
Bank B (used for extended illnesses only). Your available accrued leave is the amount indicated on
Kronos in the Accruals tab, and it can be used (with authorization) while serving an initial probationary
period.
You will be eligible for any payment at the current rate of pay for any accrued Bank A leave balance
(including any hours that may have been transferred from another County agency) at the date of
separation only when you have successfully completed an initial probationary period; Bank B balances
will be not be paid out upon separation.
Rev. December 2021
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Personal Leave
In addition to accrued time off, regular full-time employees receive three personal days off each
calendar year. Part-time employees receive a prorated amount of personal leave based on their FTE.
For new employees, Personal Leave will be credited on a pro-rated basis after successful completion of
the initial probationary period. Personal Leave does not roll over; it is forfeited if not used by the end of
the year.
Holidays
County holidays are usually announced in October of each year. County holidays observed by Sarasota
County for regular employees include:
New Year’s Day
Dr. Martin Luther King Jr. Day
Presidents Day
Memorial Day
Independence Day
Labor Day

Veteran’s Day
Thanksgiving Day
Thanksgiving Friday
Christmas Eve
Christmas Day

For employees of the 12th Judicial Circuit Court of Florida, Christmas Eve is not observed. However,
Good Friday and Rosh Hashana are observed in addition to the holidays listed above.
Reporting Your Time
Employees receive biweekly reminders by email to complete their timecards through a computerized
system called KRONOS. This system allows you to view accrued leave and report any time off. KRONOS
can be found on the EmployeeNet home page (button in the middle of the page marked "Time
Cards"). As an employee, you are responsible for entering and approving your own time; your
supervisor will verify that all information is correct. Non-exempt employees (eligible for overtime)
must obtain their supervisor’s approval before making up time, working extra hours, or working
overtime. If you need to request a KRONOS password reset, contact Human Resources at 861-5353.
Family Medical Leave Act (FMLA)
In response to the Federal Family and Medical Leave Act of 1993, employees who have worked with
Sarasota County for at least 1250 hours during the previous 12 months may take up to 12 weeks of leave
(up to a total of 26 weeks for military caregiver) per 12-month rolling period for a certified event.
Certified events include, but are not limited to, the following:
•
•
•
•
•

Birth, adoption or foster placement of a child
Serious health condition of the employee
Serious health condition of a dependent, spouse, or parent
To handle any qualifying exigency caused by a family member’s active military
To care for a family member who incurred a serious injury or illness in the line of active military
duty (up to 26 weeks)
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Workers’ Compensation Guidelines
Timely reporting of an accident is essential. It is the employee’s responsibility to report all injuries,
illnesses and accidents to the supervisor as soon as possible, even if no medical treatment is required.
Sarasota County uses a company called Johns Eastern Company, Inc. to administer a comprehensive,
integrated, criteria-based workers’ compensation program that is specifically designed to provide
enhanced medical care, improve functionality during injury recovery, and deliver a high level of overall
case coordination and service levels. If you are injured while at work, follow these instructions:
•
•

Call Johns Eastern immediately at 866-803-5100 (24/7, 365 days/year) for all medical and
related issues. A triage nurse will provide medical direction, information and other support.
A Johns Eastern nurse will coordinate all medical and related services, and work with the
employee treating clinicians and the supervisory personnel.

Find complete workers’ compensation on EmployeeNet (in the Employee Services/Human Resources
Portal, click on “Safety and Risk” then “Workers’ Compensation” Program).
Short-Term Disability
Short-Term Disability is available to all benefits-eligible employees who are out of work due to an
extended illness or injury. Employees who are approved will receive 70% of their bi-weekly salary.
There is the ability to supplement the remaining 30%. To learn more, contact Benefits at 706-5589 or
askBenefits@scgov.net.
Administrative Leave
Administrative Leave is paid time off that is given for special circumstances: bereavement, jury duty,
military duty and election service. Contact Human Resources for eligibility criteria or refer to Section
9.05 of the Human Resources Policies, Procedures and Guidelines.
Domestic Violence Leave
The Florida Domestic Leave Act grants employees who have worked three months or longer up to three
days/24 hours (prorated for part-time) of unpaid leave per rolling calendar year for a variety of activities
connected with domestic violence issues.

Rev. December 2021

