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1. INTRODUCTION AND SCOPE OF SERVICES 

 
This initial chapter of the report introduces the Human Resources Program 

Development study including outlining the requested scope of services for the 

engagement, and summarizes the methodologies utilized and work tasks conducted by 

the Matrix Consulting Group. 

1. SCOPE OF SERVICES. 
 

The Matrix Consulting Group was retained by the Volusia Transportation 

Planning Organization (VTPO) to conduct an assessment of its human resources 

program and to develop relevant materials to ensure that a complete program is 

available to the organization to guide activities.  

The RFP outlined the scope of services for this project as including the following 

areas of review and evaluation: 

• Review existing human resources administration including employment 
policies and practices, employee records and government filings. This will 
include, but is not limited to reviewing and updating the Employee Handbook, 
reviewing and ensuring compliance for required programs such as affirmative 
action and Equal Employment Opportunities, review of the content and 
management of personnel files and practices for safeguarding employee privacy.  

 
• Recommend and administer a program to assess organizational performance. 

This may include, but is not limited to strategies that measure overall productivity, 
professional development and training, as well as strategies that will identify the 
strengths and weaknesses of the organization. This may also include measures 
of customer satisfaction, team building exercises and conducting 360 evaluations 
and feedback.  

 
• Assess and recommend activities needed for an effective employee 

performance management program. This may include, but is not limited to 
identifying and implementing a revised technique for conducting employee 
performance evaluations for staff as well as for the Executive Director, individual 
goal setting and professional development.  
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• Facilitate meetings as needed to evaluate the organization, implement activities 
included as part of the proposal. This will include, but is not limited to a project 
kick-off meeting, a discussion with the VTPO Executive Committee, one-on-one 
interviews, feedback sessions and a summary meeting.  

 
 The specific deliverables for the project included a summary of the employee 

survey results, summary of the assessment, revised performance evaluation forms for 

VTPO employees and the Executive Director, and a revised employee manual. 

2. DESCRIPTION OF STUDY METHODOLOGY. 
 

As part of conducting this assessment of the human resources program for the 

VTPO, the Matrix Consulting Group conducted the following activities: 

• Conducted interviews with all staff of the VTPO to understand their perceptions 
of the human resources program and the extent to which it met their needs; 

 
• Conducted an on-line survey with all employees of the VTPO to solicit 

anonymous feedback regarding various issues related to their employment, the 
human resources program, and specifically related to the employee performance 
process and form; 

 
• Conducted a best management practices assessment of the current human 

resources efforts at the VTPO and evaluated the employee manual for 
sufficiency, compliance with legal requirements and content; 

 
• A review and assessment of the administrative functions of the Human 

Resources program using the program assessment checklist; 
 
• Solicited additional feedback and comments from staff during a staff meeting, 

specifically related to their desires and needs from a performance evaluation tool 
and process.  During this meeting, various alternatives related to performance 
evaluations, including process and forms, were discussed; 

 
• Conducted a meeting with the Executive Committee of the Board of Directors to 

understand their level of satisfaction with the existing performance evaluation tool 
utilized to evaluate the Executive Director and changes that they would like to 
see in the form / process; and  

 
• Evaluated the existing employee manual to ensure that it (1) addressed relevant 

state and federal human resources regulations and practices; (2) represented 
current practices of the VTPO, and revised as necessary.  During this evaluation 
and revision process, staff of the VTPO was given multiple opportunities to 
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provide input and feedback on potential changes necessary to improve the 
employee manual. 

 
The activities enabled the project team to assess and analyze the current 

performance of the human resources program, assess how these practices compared 

to best management practices in the human resources field, conduct an evaluation of 

compliance with major regulations impacting human resources and practices utilized by 

best performing human resources programs of comparable size and scope.  These 

activities have resulted in this report which contains both operational recommendations 

for improvement, revised evaluation tools for the both employees and the Executive 

Director, and a revised employee manual.   

 



 

 

 

 

 

 

 

 

 

 

 

2.  EXECUTIVE SUMMARY 
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2. EXECUTIVE SUMMARY 

 
The Executive Summary is provided to outline and summarize the key 

recommendations and documents developed throughout this engagement.    More 

detail and analysis, and final copies of the documents are provided in later chapters of 

this report. 

 
3. KEY RECOMMENDATIONS. 
 

In addition to the adoption of the new performance evaluation tools and the new 

employee manual, there are minor adjustments to the existing human resources 

program that can be made to improve the operations of this function for the Volusia 

Transportation Planning Organization.  These are each identified in the table in the 

following section of the report but are summarized below for ease of review: 

• Creation of two personnel files for each employee.  One should consist of items 
related to the individual employee’s employment and include: application 
materials, evaluations, discipline, training attended, certifications, leave requests, 
etc.   A second file should be created that consists of all information related to 
benefit program application or enrollment, medical records, disability, etc.  The 
second file should have much greater limited access to individuals and typically 
contains confidential information that should be accessed only by an employee, 
his/her supervisor and necessary administrators for administration of benefit 
programs. 

 
• Completion of performance evaluation forms should be a priority and done 

annually for every employee, including the Executive Director, of the VTPO, by 
an agreed upon date each year. 

 
• Annual training programs should be developed for each employee as part of their 

annual evaluation with specific training topics outlined, and other 
recommendations documented, that will assist an employee in continuing their 
professional development and that is in conformance with the needs of the 
organization. 
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• Information should be periodically shared with all employees to inform them of 
how to access information regarding their benefit programs and resolve coverage 
issues. 

 
• An exit interview process should be implemented to assess reasons for staff 

departure. 
 
• The VTPO should continue with their annual strategic planning efforts with the 

Board, and consider implementation of training for staff in the areas of 
teambuilding, communications, and project coordination. 

 
• The Office Manager should receive specific training, relative to the support 

provided to the Chief Financial Officer in handling human resources activities, 
relative to basic human resources management and confidentiality to ensure 
necessary skills and knowledge have been provided to perform these duties.    
This training could be provided internally by the CFO or through courses offered 
in the region.   

 
• A basic level of training should be provided to all employees on a period basis to 

cover key “workplace” issue such as sexual harassment, substance abuse, 
diversity, and workplace violence.  Most organizations target providing these 
courses to all employees once every three to five years.  

 
 The following chapter contains a more detailed assessment of how the VTPO 

operates on key elements of a human resources program. 

 



 

 

 
 

 

 

 

 

 

 

 

3. OVERVIEW OF THE HUMAN RESOURCES 
PROGRAM 
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3. OVERVIEW AND ASSESSMENT OF THE VTPO 

HUMAN RESOURCES PROGRAM. 
 
This chapter presents a brief descriptive overview and assessment of the Human 

Resources Program of the Volusia Transportation Planning Organization.  The purpose of 

this summary is to document the project team’s understanding of the organization, staffing, 

and assigned responsibilities for the Human Resources functions.  This summary was 

developed based upon the work conducted by the project team, including: 

• Interviews with all VTPO staff, including the Executive Director. 
 
• Collection of various data describing the current human resources program.  
 
• Review and evaluation of key practices as they relate to human resources 

programs. 
 
 The sections, that follow, describe our current understanding of the Human 

Resources Division by key function and position.  

1. INTRODUCTION. 

 The Volusia Transportation Planning Organization (VTPO) is a federally mandated 

organization responsible for regional transportation planning.  The VTPO is responsible for 

the development and updating of the long-range transportation plan, a Transportation 

Improvement Program, the Unified Planning Work Program, and various transportation 

plans and studies.  

 There are nine staff members as represented in the following organizational chart:  
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CURRENT VTPO ORGANZIATIONAL STRUCTURE 
 

 

 As a small organization, the Volusia Transportation Planning Organization does not 

have dedicated staff to handle human resources functions.  These duties are principally 

assigned to the Chief Financial Officer, with selected duties performed by the Executive 

Director (employee evaluations, establishing goals and objectives, training needs, etc.) 

and the Office Manager (supporting Chief Financial Officer with associated paperwork and 

maintenance of the personnel files).    

 In practice, the Chief Financial Officer serves as the de facto “Human Resources 

Director” for the organization and oversees all human resources efforts, benefit programs, 

employee paperwork and support, etc.  Overall, this approach has worked well for the 

organization and is appropriate for an organization of the size and scope of the VTPO. 
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Local Coordinating 
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Office Manager 
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2. SUMMARY OF PROVISION OF MAJOR HUMAN RESOURCES FUNCTIONS. 

 The following table summarizes the major human resources functions, services, 

and efforts of the VTPO and identifies how the organization handles these services 

presently.  

 
Human Resources Function 

or Best Practice 

 
Current Approach to Handling 

 
Opportunity for 
Improvement  

 
Employee Manual (Current 
and up-to-date employee 
manual provided to 
employees) 

 
An employee manual is provided to all 
employees outlining key policies and 
procedures of the VTPO. 

 
With the completion of this 
study, the VTPO will have an 
updated manual reflecting 
current practices and 
incorporating additional 
policies.  This should be 
reviewed with the VTPO 
Board, adopted, and provided 
to all employees. 

 
Classification and 
Compensation (systems are in 
place and reviewed 
periodically) 

 
The VTPO has recently undergone a 
compensation study to use in guiding 
salary decisions. 

 
Periodic evaluation of market 
conditions should be 
conducted to ensure the 
VTPO remains competitive 
for professional positions. 

 
Employee Recruitment (all 
positions recruited 
competitively). 

 
VTPO handles recruitment for all 
positions.  Executive Director 
principally responsible for conducting 
these with support provided by other 
staff as requested. 

 
No recommendation needed 
at this point.  The VTPO 
should continue to fill all 
vacancies through a 
competitive process. 

 
Applicant Screening  

 
VTPO handles recruitment for all 
positions.  Executive Director 
principally responsible.  Other VTPO 
staff involved, as requested, to assist 
with review of applications. 

 
No recommendation 
necessary. 

 
Applicant Reference Checks 
(reference checks conducted 
prior to employment). 

 
Conducted by VTPO staff. 

 
No recommendation 
necessary.  The VTPO 
should continue conducting 
reference checks prior to 
employment. 

 
Applicant background, medical 
examinations (conducted as 
required as part of employment 
process). 

 
Chief Financial Officer coordinates 
required background and medical 
evaluations.  Third party vendors 
utilized for conducting any required 
medical exams. 

 
No recommendation 
warranted. 
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Human Resources Function 

or Best Practice 

 
Current Approach to Handling 

 
Opportunity for 
Improvement  

 
Employee Personnel Files 
(confidential medical 
information segregated from 
other employment materials 
and access to both is limited.  
Files maintained in secure 
environment.) 

 
The Chief Financial Officer maintains 
all employee files for the VTPO staff 
with support from the Office Manager 
as needed. 

 
Employee files should be 
segregated into two files.  
One covering general 
employment information 
(application, wage changes, 
leave requests, discipline, 
etc.).  The second should 
contain all confidential 
medical and benefit 
information.  While both 
should be maintained in 
confidential and secure 
areas, access to the second 
file should be limited to those 
with bona fide reasons for 
access (i.e. – supervisor, 
benefits administrator). 
 
The Office Manager should 
receive appropriate training in 
basic human resources 
management given the 
requirements for 
confidentiality and privacy.  
This training can be 
conducted either by the CFO 
or through seminars available 
locally.  It is important that 
staff expected to assist in the 
HR arena have received at 
least a minimal orientation 
and training on HR practices. 

 
Labor Relations / Collective 
Bargaining 

 
Not applicable to the VTPO.  No 
employees are unionized. 

 
Not applicable. 

 
Grievance Processing / 
Administration 

 
Principally handled by Executive 
Director with support from the Chief 
Financial Officer. 

 
No recommendation 
necessary.  Current process 
complies with minimal 
requirements for due process. 

 
Healthcare Administration 

 
Chief Financial Officer handled 
coordination of healthcare programs 
for employees.  Third party vendors 
utilized to process claims, address 
employee benefit questions, etc. 

 
Some employees expressed 
concerns about fully 
understanding benefits and 
how to access or difficulties 
dealing with specific issues.   
The VTPO should ensure a 
periodic orientation on 
benefits is available to staff to 
fully understand the plan 
benefits. 
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Human Resources Function 

or Best Practice 

 
Current Approach to Handling 

 
Opportunity for 
Improvement  

 
Healthcare Claims Processing 
/ Problem Resolution 

 
Chief Financial Officer involved, if 
needed, in resolving problems.  A 
third party vendor is utilized for 
processing of all claims. 

 
No recommendation 
warranted. 

 
COBRA Notification and 
Processing (access to 
continued healthcare provided 
when employee separates 
employment) 

 
Chief Financial Officer responsible for 
handling. 

 
No recommendation needed. 

 
Workers’ Compensation 
Insurance / Coordination 

 
Chief Financial Officer coordinates 
workers compensation claims 
program.  Claims administered by a 
third party administrator. 

 
No recommendation for 
change. 

 
FMLA (Family Medical Leave 
Act) Administration 

 
Not applicable to the VTPO due to 
size of organization. 

 
Not applicable to VTPO. 

 
Military Leave Administration 

 
Chief Financial Officer would 
coordinate if requested. 

 
No recommendation 
necessary. 

 
Payroll Services 

 
Chief Financial Officer handles all 
payroll for the Organization.   

 
No recommendation needed 
to change current process. 

 
Coordination of Employee 
Training (specific employee 
training plans developed 
annually) 

 
Most training is handled by individual 
employees with the approval of 
specific classes by the Executive 
Director.  Executive Director is 
responsible for ensuring staff attend 
required training. 

 
As identified on the new 
employee performance 
evaluation form, annual 
training programs should be 
developed for each individual 
employee. 

 
Organization-wide training is 
provided on key service and 
compliance topics such as 
Sexual Harassment, Customer 
Service, Workplace Violence, 
Substance Abuse, and 
Diversity. 

 
The VTPO does not have a standard 
practice of providing training on these 
topics to all employees on a periodic 
basis. 

 
The VTPO should adopt a 
policy of providing training to 
all employees on a “core” set 
of topics at least every five 
years.  The core topics 
should include:  Customer 
Service, Diversity, Sexual 
Harassment Substance 
Abuse, and Workplace 
Violence.  The VTPO should 
either contract with a provider 
to meet this need, or partner 
with a local government to 
attend courses on these 
topics that they are providing 
to their own employees. 
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Human Resources Function 

or Best Practice 

 
Current Approach to Handling 

 
Opportunity for 
Improvement  

 
Employee Orientation 
(conducted for all employees 
upon hire). 

 
Conducted by Chief Financial Officer 
and Executive Director. 

 
No specific recommendation 
warranted.  All employees 
should be fully oriented to 
their position and the 
organization upon hire. 

 
Performance Evaluation 
Coordination (done annually 
and in timely manner) 

 
Executive Director is responsible for 
conducting for all VTPO employees. 

 
With the implementation of 
the new form, a consensus 
was expressed from staff to 
having all evaluations done at 
once rather than on an 
employee’s anniversary date.  

 
Employee Discipline  

 
Executive Director would be 
responsible for addressing any 
employee disciplinary actions. Legal 
counsel involved, as needed, based 
upon Executive Director 
determination. 

 
No recommendation 
necessary. 

 
Exit Interviews (conducted on 
all departing employees) 

 
Executive Director would be 
responsible for conducting. 

 
All employees who leave the 
VTPO should be requested to 
participate in an exit interview 
to discuss their employment 
with the VTPO.  Issues 
discussed during this meeting 
should include: reason for 
leaving, level of support 
provided during employment, 
overall satisfaction with 
employment, training 
provided, supervision, and 
VTPO policies and 
procedures. 

 
Risk Management (OSHA, 
ergonomics, safety programs) 

 
Chief Financial Officer is principally 
responsible for these functions for the 
VTPO.  Given size of organizations, 
these issues are generally addressed 
only when an issue arises. 

 
No recommendation 
necessary. 

 
This assessment of key human resources program functions has identified 

several minor opportunities for improvement that can enhance the human resource 

program of the Volusia Transportation Planning Organization.  As a small organization, 

the VTPO is not capable of having dedicated staff to perform or oversee the Human 
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Resources programs but is still responsible for ensuring that they are in compliance with 

key federal and state regulations.  Additionally, there are human resources practices 

that are important to have in place and performed to have a well-performing work 

environment for employees. 

3. ORGANIZATIONAL PERFORMANCE AND IMPROVEMENT. 

In addition to the evaluation of the HR program, the VTPO requested an 

assessment and recommendations on future efforts that should be undertaken to 

improve organizational performance.   Currently the VTPO conducts an annual strategic 

planning session that provides guidance on annual goals, work plans, and issues to be 

addressed over the next year. 

As a small organization, and one composed principally of highly trained 

professional staff, the VTPO should ensure that maximizes efforts to keep employees 

highly functioning and effective, as each individual is critical to the success of the 

organization.  Additional areas that the VTPO should consider to maintain, enhance, 

and improve organizational improvement include the following: 

• Teambuilding and Communication Training:  This training is one of the most 
overlooked areas in most organizations.  Despite the small size of the employee 
base, the VTPO has a very high need for all employees to work effectively as a 
team to accomplish its mission / work plan.  The ability of employees to 
effectively communicate, openly and honestly with each other is critical to 
organizational performance. 

 
• Project Planning and Coordination Training:  While most employees have 

extensive experience in project planning, it is always useful to refresh skills in this 
area.  With most employees serving as the lead on various internal employee 
groups to accomplish projects and tasks, periodic training in this area could be 
extremely beneficial in the overall performance of all employees. 

 
• Continuation of Strategic Planning and Work Planning Efforts:  The VTPO 

should continue to conduct annual strategic planning efforts, and the 
development of annual work plans for each employee and the organization.  The 
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annual goals developed, as part of each employee’s performance evaluation 
should tie directly to the accomplishment of the organizational goals and 
objectives for the year. 

 
 Future efforts, or continued efforts, in these three areas will enable the VTPO to 

continue past successes, improve the effectiveness of team efforts, and continue the 

organization on the path of continual improvement begun with this study.  The VTPO 

and its staff should be commended for taking the time and interest in conducting self-

assessments of their operations.  This desire to continually improve is a key attribute of 

organizations with an appropriate focus on service to customers and internal 

improvement. 



 

 

 

 

 

 

 

 

 

 

 

 

4. REVISED PERFORMANCE EVALUATION 
TOOLS 
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4. REVISED PERFORMANCE EVALUATION TOOLS 

 
 

 One of the major specific deliverables of this engagement was the review of the 

existing performance evaluation tools utilized to evaluate the performance of VTPO 

employees (one for the general staff and one for the Executive Director) and revise the 

forms as necessary.  Revisions were made to either conform to best practices in 

performance evaluation and/or to better meet the unique needs of the VTPO.  Input on 

both the employee evaluation form and the Executive Director evaluation form was 

solicited from all VTPO staff and members of the VTPO Board Executive committee 

respectively.   

This feedback and input was solicited both through an anonymous employee 

survey that was administered by the Matrix Consulting Group, a group meeting held 

with all staff during one of the staff meetings, and the sharing of initial drafts with staff 

members with an invitation to provide feedback directly to the project team regarding 

the draft documents.  A summary of the survey results is contained in Appendix A of this 

report. 

During this engagement, several alternatives were considered as potential 

revisions to the process and / or form, including the implementation of a 360-degree 

feedback mechanism.  360 feedback provides an opportunity for all staff to provide input 

on an employee’s performance in a positive and constructive manner.  While the 

consensus of the employees was not to pursue this approach to employee evaluations 

at this time, the VTPO may wish to reconsider this approach in future years after the 

revised forms have been in place for a period of time.   As a smaller organization, 
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consisting generally of professional positions that are reliant on each other to 

accomplish tasks, the VTPO is a good candidate for implementation of a 360-degree 

evaluation process.  While staff was not ready to embrace it at this point in time, they 

may be more receptive, in the future, once evaluations have been conducted annually 

and they grow more comfortable having open discussions about performance in a 

constructive manner. 

 The review found that the existing forms generally covered necessary topical 

areas, but changes were made in the rating scales utilized, and the inclusion of a 

greater focus on the development of an annual training plan for all staff.  Also, a general 

consensus was reaches that staff generally preferred that the evaluations be conducted 

at a single point in time during the year (rather than on the employee’s anniversary 

date).   It was determined that the appropriate date would be May of each year to 

provide time in advance of the budget adoption so that the evaluations could be utilized 

as a component of pay increases.   

 Finally, it was noted that evaluation forms have not been consistently performed 

each year (in recent years) on each employee.   The VTPO should adopt a policy of 

requiring that all employees be evaluated annually. 

 The following pages present the revised evaluation forms with two alternatives 

presented for the Executive Director evaluation.  While the evaluation criteria are the 

same in both versions, one applies the rating scale only to the overall evaluation area, 

and the other applies the rating scale to each criterion within each evaluation area 

(similar to the employee evaluation).  These should be adopted by the VTPO and 

implemented with the next evaluation period.    
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REVISED EMPLOYEE PERFORMANCE EVALUATION FORM 

VTPO PERFORMANCE EVALUATION FORM 
          

Date:_________ 
Name:_______________________________           Position Title:______________________________ 

Immediate Supervisor/Title:_____________________________________________________________ 

Review Period:  ___Probationary    ___Annual   

 
INSTRUCTIONS:  This form will be completed at the end of an employee’s probationary period and annually thereafter by 
the employee’s immediate supervisor.  The supervisor may also ask the employee to complete a self-appraisal. Once the 
review has been conducted, a copy is given to the employee, a copy retained by the supervisor, and the original sent to 
Human Resources for inclusion in the employee’s personnel file. 
 
Rate the employee’s performance relative to time in position by checking the most appropriate rating.  Make an 
explanatory comment to support your rating, and where possible cite specific examples of behavior that led to the rating.  
When performance does not meet expectations, list specific goals for improvement and the date you expect them to be 
achieved. 
 

 
Evaluation Area 

 
N
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A
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Staff Support:      

• Works cooperatively with staff members to accomplish tasks. 
    Works cooperatively with committee members and other agency representatives to provide them with assistance as 

requested. 
    Shares knowledge and information. 
    Consistently volunteers to assist with monthly meeting follow up and with preparation for upcoming meetings. 
Comments on Staff Support: 
 
 

Public Focus:      

     Understands organizational requirements and expectations. 
     Establishes regular effective communications with the organization. 
     Fulfills organizational job requirements. 

Comments on Public Focus: 
 
 

Behavioral Skills:      

     Adheres to agency standards and code of ethics. 
     Actions consistently match words. 
     Builds trust. 
     Treats people fairly, with dignity and respect. 
     Follows through with commitments and is considered reliable by peers. 

Comments on Behavioral Skills: 
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Ability to Work Under Pressure:     

     Demonstrated ability to obtain desired results under stress conditions, short time cycles, last minute changes, etc. 
     Ability to adjust to external factors impacting work activities. 

Comments on Ability to Work Under Pressure: 
 

Ability to Organize:     

     Demonstrated ability to set realistic, measurable goals and objectives to schedule work in an orderly, systematic 
manner. 

     Ability to accomplish individual tasks in a manner to achieve desired goals and objectives. 
     Awareness of impact of individual contributions to accomplishment of overall goals and objectives of VTPO. 
Comments on Ability to Organize: 
 

Ability to Communicate - Orally     

     Needs, problems, and procedures are communicated, in an intelligible manner, to affected parties. 
     Oral reports presented in a clear, well-organized manner. 
     Agencies policies and project status reports are effectively and accurately communicated to the public. 
     Demonstrated ability to transfer a thought, plan, idea, etc. through oral communications to others so that they fully 

understand the subject. 
Comments on Ability to Communicate - Orally: 
 

Ability to Communicate – Written:     

     Demonstrated ability to transfer a thought, plan, idea, etc. through written communications to others so that they fully 
understand the subject. 

     Written reports are clear, concise, well-organized and rarely lacking critical information or returned for correction. 
     Reports are submitted in a prescribed format and contain all specified information. 
     Reports are furnished on schedule or at agreed upon time. 
Comments on Ability to Communicate - Written 
 

Drive and Initiative:     

     Demonstrated efforts as a self-starter, with self-motivation to achieve the established goals and objectives in 
reaching the desired results. 

     Does not wait for specific direction to perform duties. 
     Understands and effectuates appropriate level of self-direction. 
Comments on Drive and Initiative: 
 

Flexibility:     

     Demonstrated ability to adjust to changing internal and external conditions. 
     Able to change mid-course and effectively deal with changes in direction that impact work efforts. 
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Comments on Flexibility: 
 

Creativity:     

     Demonstrated ability to develop alternative solutions, envision problems and future impacts, seek methods and 
procedures for obtaining desired results. 

     Ability to develop a project from a concept, idea, or general problem statement that has been presented to him/her. 
Comments on Creativity: 

Cooperation:     

     Demonstrated ability to work with others, to assist others, to be a team player, and to accept ideas and 
recommendations from others. 

     Conflicts or problems in working relationships are usually resolved without intercession of higher authority. 
     Few and only minor problems occur because of inadequate communications and coordination of activities. 
Comments on Cooperation: 

Ability to Analyze:     

     Demonstrated ability to reason, evaluate facts and opinions, consider consequences, select sound alternatives, and 
make decisions that produce desired results. 

     Conclusions and recommendations are substantiated and documented by available information. 
Comments on Ability to Analyze: 

Ability to Plan:     

     Ability to meet all State and Federal deadlines for projects. 
    Ability to disseminate information and agenda packets to committees on time. 
    Ability to develop project schedules consistent with Agency’s goals and deadlines. 
    Ability to manage several projects simultaneously and maintain all project schedules. 
    Performance of assigned projects is consistent with currently accepted techniques, standards and procedures. 
Comments on Ability to Plan: 

Willingness to Accept Greater Responsibility:     

     Demonstrated interest, willingness, and desire to seek out and/or accept work assignments that increase 
responsibility. 

Comments on Willingness to Accept Greater Responsibility: 

OVERALL EVALUATION: 
Overall performance of employee based upon review and evaluation of 
all evaluation factors. 
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Comments by Immediate Supervisor. 
 

Please include (a) rationale for your overall evaluation, (b) key strengths of the employee, (c) any ways in which the 
employee needs to improve, and (d) what the employee has accomplished during this review period to prepare for 
greater effectiveness in the present position and/or prepare for more responsibility.  Add extra sheets if necessary.) 
 
 
 
 
 
 
 
 
 

Professional Development Plan for Coming Year 
 

In the upcoming review period, what should this employee do to develop greater effectiveness in the current position 
and/or prepare for greater responsibilities?  (Consider items such as professional conferences, coursework, self study, 
reading materials, etc.).   
 
 
 
 
 
 
 
 

Goals and Objectives for Coming Year 
 

What are the key goals and objectives for this employee over the next twelve months.  These should include individual, 
team and contributions to agency goals and objectives. 
 
 
 
 
 
 
 

 
Employee Comments 

 
Comments by Appraised Employee.  My performance has been discussed with me as described in this appraisal.  
(Please feel free to add any comments you have concerning your performance, your development, or your review.  If you 
wish, you may give these comments directly to your supervisor, in writing, within the next five (5) working days.  Add 
extra sheets as necessary.) 
 
 
 
 
 
 
 
 
 
Supevisor Signature:  __________________________________ Date:_____________________ 
 
Employee Signature:  __________________________________ Date:_____________________ 
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REVISED EXECUTIVE DIRECTOR EVALUATION FORM (ALTERNATIVE 1) 

 
Page 1 of 3 
 

 

 
EXECUTIVE DIRECTOR EVALUATION 

 

 
INSTRUCTIONS:  Members of the VTPO Executive Committee will each receive a copy of this evaluation form, along 
with a copy of the adopted VTPO goals and objectives from the Executive Director.   Each member should 
independently complete this evaluation form and then as a group develop a consensus evaluation.    
 
The evaluation form should be completed based upon the received materials and the personal knowledge of the 
person completing the evaluation taking into consideration performance over the entire rating period.  It is not 
necessary to respond to all evaluation criteria and a choice is provided to indicate the election not to respond to 
any particular evaluation criteria.  The evaluation criteria are not ranked in any particular order of importance and are 
not weighted.  The evaluation instrument and all completed evaluation by Executive Committee members should be 
read and considered as a whole, balancing all criteria collectively. 
 
Choose the rating that best reflects your perception of the Executive Director’s performance over the last year.   
 

 
Evaluation Area 
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Organization and Governance, consider: 
     Has in place a clear mission statement, as well as long-range and strategic 

plans, and effectively assists the VTPO in reviewing and updating those 
plans. 

     Prepares adequately and has adequate information for knowledgeable 
decision-making. 

     Makes well-considered recommendations among available alternatives. 
     Effectively informs VTPO representatives of industry trends and recent 

developments in transportation planning and pertinent legislative proposals 
and changes. 

     Keeps the VTPO representatives apprised of the status of programs and 
services. 

     Works effectively with outside professionals 

 
 

 
 

 
 

 
 

 
 

 
 

 

 
 

 
 

 
 

 
 

 
 

 
 

 

 
 

 
 

 
 

 
 

 
 

 
 

 

 
 

 
 

 
 

 
 

 
 

 
 

 
Comments on Organization and Governance: 
 
Communications, consider: 
     Demonstrates an understanding and appreciation for the provisions of 

Florida law regarding open meetings and maintenance of public records. 
     Acts effectively in keeping the public informed of agency goals, objectives, 

and services; and in seeking public input for decision-making. 
     Communicates clearly and persuasively in writing and verbally, both within 

and outside the agency. 
     Listens carefully, is respectful of others, welcomes new ideas and 

maintains a credible open door policy. 
     Promotes the interests and welfare of the agency within the community 

and industry. 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

Comments on Communications: 
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Leadership, consider: 
     Inspires staff to do its best professionally; 
     Acts in a manner that motivates others to high standards of fairness, 

enthusiasm, honesty, integrity, and accomplishment. 
     Is visionary and communicates that effectively to staff and VTPO 

representatives. 
     Demonstrates effectiveness and diplomacy in working with others in 

maintain productive relationships. 
     Demonstrates the ability to make good judgments, rally support, and give 

clear direction when needed. 
     Well organized and motivates staff members to work as a team and 

produce quality work. 
     Is a leader in the industry, maintains a credible profile and a well-respected 

image for the agency. 
     Demonstrates familiarity with technological advances of importance to 

transportation planning activities. 
    Maintains technology and software necessary to meet the changing needs 

of and demands upon the VTPO. 

 
 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

Comments on Leadership: 
 
Human Resources, consider: 
     Maintains or increases staff productivity. 
     No undue staff turnover due to personnel complaints. 
     Manages staff by appropriate supervision and delegation of 

responsibilities. 
     Makes provision for further staff training and development. 
     Establishes and follows effective personnel policies and procedures. 

 
 
 
 

 
 
 

 
 
 
 

 
 
 

 
 
 
 

 
 
 

 
 
 
 

 
 
 

Comments on Human Resources: 
 
 
 
Finances, consider: 
     Understands finances, institutes sound accounting procedures that assure 

fiscal confidence, integrity and a reasonable balance among the competing 
interests of compensation, capital expenditures, and reserves. 

     Develops realistic budgets prior to the beginning of each fiscal year and 
stays within them. 

     Manages necessary cash flow and maintains needed reserves to 
accomplish program goals and objectives. 

     Demonstrates a thorough understanding of funding sources, and 
appreciates applicable regulatory constraints and financial reporting 
requirements. 

     Achieves “clean” financial audit. 

 
 

 
 

 
 

 
 

 
 
 

 

 
 

 
 

 
 

 
 

 
 
 

 

 
 

 
 

 
 

 
 

 
 
 

 

 
 

 
 

 
 

 
 

 
 
 

 
Comments on Finances: 
 
OVERALL EVALUTION: 
Overall performance of employee based upon review and evaluation of all 
evaluation factors. 
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Page 3 of 3 
 

ORGANIZATIONAL, BEHAVIORAL AND PROFESSIONAL SKILLS.  Rate performance by making a check for each 
category. 
 

 
Skill Area 

 
Unsatisfactory 

 
Fair 

 
Good 

 
Very Good 

 
Outstanding 

Knowledge of Issues      
Intergovernmental Relations      
Public Relations      
Interpersonal Skills      
Attitude      
Dependability      
Adaptability / Flexibility      
Written Communications      
Verbal Communications      
Initiative      
Planning & Organizing      
Problem Solving      
Decision Making & Judgment      
Creativity      
OVERALL RATING      

 
 

Comments by Rater 
 

 
Please include (a) rationale for your overall evaluation, (b) key strengths of the employee (things the Executive 
Director should keep doing), and (c) any ways in which the employee needs to improve (things the Executive Director 
should change).  Add extra sheets if necessary. 
 
 
 
 
 
 
 
 
 

Employee Comments 
 

Comments by Appraised Employee.  My performance has been discussed with me as described in this appraisal.  
(Please feel free to add any comments you have concerning your performance, your development, or your review.  If 
you wish, you may give these comments directly to your supervisor, in writing, within the next five (5) working days.  
Add extra sheets as necessary.) 
 
 
 
 
 
 
 
 
 
 
 
 
Evaluation Completed By: _____________________________ Date:_____________________ 
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REVISED EXECUTIVE DIRECTOR EVALUATION FORM (ALTERNATIVE 2) 

 
Page 1 of 3 
 

 

 
EXECUTIVE DIRECTOR EVALUATION 

 

 
INSTRUCTIONS:  Members of the VTPO Executive Committee will each receive a copy of this evaluation form, along 
with a copy of the adopted VTPO goals and objectives from the Executive Director.   Each member should 
independently complete this evaluation form and then as a group develop a consensus evaluation.    
 
The evaluation form should be completed based upon the received materials and the personal knowledge of the 
person completing the evaluation taking into consideration performance over the entire rating period.  It is not 
necessary to respond to all evaluation criteria and a choice is provided to indicate the election not to respond to 
any particular evaluation criteria.  The evaluation criteria are not ranked in any particular order of importance and are 
not weighted.  The evaluation instrument and all completed evaluation by Executive Committee members should be 
read and considered as a whole, balancing all criteria collectively. 
 
Choose the rating that best reflects your perception of the Executive Director’s performance over the last year.   
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Organization and Governance:      

 
     Has in place a clear mission statement, as well as long-range and strategic plans, and effectively assists the VTPO 

in reviewing and updating those plans. 
     Prepares adequately and has adequate information for knowledgeable decision-making. 
     Makes well-considered recommendations among available alternatives. 
     Effectively informs VTPO representatives of industry trends and recent developments in transportation planning and 

pertinent legislative proposals and changes. 
     Keeps the VTPO representatives apprised of the status of programs and services. 
     Works effectively with outside professionals 
Comments on Organization and Governance: 
 
 

Communications:      

 
     Demonstrates an understanding and appreciation for the provisions of Florida law regarding open meetings and 

maintenance of public records. 
     Acts effectively in keeping the public informed of agency goals, objectives, and services; and in seeking public input 

for decision-making. 
     Communicates clearly and persuasively in writing and verbally, both within and outside the agency. 
     Listens carefully, is respectful of others, welcomes new ideas and maintains a credible open door policy. 
     Promotes the interests and welfare of the agency within the community and industry. 
Comments on Communications: 
 
 
 
 
 
 
 
 



VOLUSIA TRANSPORTATION PLANNING ORGANIZATION 
Human Resources Program Development Final Report 
 

Matrix Consulting Group   Page 24 
 

 
Page 2 of 3 
 

 
Evaluation Area 

 
N

ot
 

A
pp

lic
ab

le
 

D
oe

s 
N

ot
 

M
ee

t 
Ex

pe
ct

at
io

ns
 

M
ee

ts
 

Ex
pe

ct
at

io
ns

 

Ex
ce

ed
s 

Ex
pe

ct
at

io
ns

 

Leadership:      

 
     Inspires staff to do its best professionally; 
     Acts in a manner that motivates others to high standards of fairness, enthusiasm, honesty, integrity, and 

accomplishment. 
     Is visionary and communicates that effectively to staff and VTPO representatives. 
     Demonstrates effectiveness and diplomacy in working with others in maintain productive relationships. 
     Demonstrates the ability to make good judgments, rally support, and give clear direction when needed. 
     Well organized and motivates staff members to work as a team and produce quality work. 
     Is a leader in the industry, maintains a credible profile and a well-respected image for the agency. 
     Demonstrates familiarity with technological advances of importance to transportation planning activities. 
    Maintains technology and software necessary to meet the changing needs of and demands upon the VTPO. 
Comments on Leadership: 
 

Human Resources:      

 
     Maintains or increases staff productivity. 
     No undue staff turnover due to personnel complaints. 
     Manages staff by appropriate supervision and delegation of responsibilities. 
     Makes provision for further staff training and development. 
     Establishes and follows effective personnel policies and procedures. 
Comments on Human Resources: 
 

Finances:      

 
     Understands finances, institutes sound accounting procedures that assure fiscal confidence, integrity and a 

reasonable balance among the competing interests of compensation, capital expenditures, and reserves. 
     Develops realistic budgets prior to the beginning of each fiscal year and stays within them. 
     Manages necessary cash flow and maintains needed reserves to accomplish program goals and objectives. 
     Demonstrates a thorough understanding of funding sources, and appreciates applicable regulatory constraints and 

financial reporting requirements. 
     Achieves “clean” financial audit. 
Comments on Finances: 
 

OVERALL EVALUTION: 
Overall performance of employee based upon review and evaluation of 
all evaluation factors. 

    

Overall Comments: 
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Page 3 of 3 
 

 
 
ORGANIZATIONAL, BEHAVIORAL AND PROFESSIONAL SKILLS.  Rate performance by making a check for each 
category. 
 

 
Skill Area 

 
Unsatisfactory 

 
Fair 

 
Good 

 
Very Good 

 
Outstanding 

Knowledge of Issues      
Intergovernmental Relations      
Public Relations      
Interpersonal Skills      
Attitude      
Dependability      
Adaptability / Flexibility      
Written Communications      
Verbal Communications      
Initiative      
Planning & Organizing      
Problem Solving      
Decision Making & Judgment      
Creativity      
OVERALL RATING      

 
 

Comments by Rater 
 

 
Please include (a) rationale for your overall evaluation, (b) key strengths of the employee (things the Executive 
Director should keep doing), and (c) any ways in which the employee needs to improve (things the Executive Director 
should change).  Add extra sheets if necessary. 
 
 
 
 
 
 
 
 
 

Employee Comments 
 

Comments by Appraised Employee.  My performance has been discussed with me as described in this appraisal.  
(Please feel free to add any comments you have concerning your performance, your development, or your review.  If 
you wish, you may give these comments directly to your supervisor, in writing, within the next five (5) working days.  
Add extra sheets as necessary.) 
 
 
 
 
 
 
 
 
 
 
 
 
Evaluation Completed By: _____________________________ Date:_____________________ 
 

 



 

 

 

 

 

 

 

 

 

5. REVISED EMPLOYEE MANUAL 
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5. REVISED EMPLOYEE MANUAL 
 

 One of the other major deliverables of this assessment of the Human Resources 

Program Development engagement, was the review of the current Employee Manual 

utilized by the Volusia Transportation Planning Organization (VTPO) to ensure that it 

was both in compliance with applicable federal and state regulations governing human 

resources activities; and that it adequately documented and represented current 

practices of the VTPO. 

 The employees of the VTPO were provided several opportunities to provide input 

to the Matrix Consulting Group regarding the contents and sufficiency of the employee 

manual.  These opportunities included the anonymous employee survey, during an 

employee meeting attended by the consultant, and receiving a draft copy of the manual 

with an opportunity to provide additional comments.   

 While generally, the manual was found in compliance with applicable federal and 

state regulations, several areas were noted for revision to either enhance or clarify the 

current policies and procedures.  The manual was shared with all staff after an initial 

revision to solicit input and feedback prior to finalizing.  Where necessary, input was 

also solicited from the Executive Committee of the VTPO Board for input where 

changes in selected policies represented changes in policy rather than simply updating 

to reflect current practice or to provide clarification. 

 The major policies and procures that were changed and/or added to the 

employee manual include the following: 

• Violence in the Workplace, 

• Americans with Disability, 
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• Pension Plans (rewritten extensively to reflect current practice), 

• Exit Interview, 

• Political Activity, and 

• Educational Assistance. 

 All other changes made to the manual can be characterized as “minor” and were 

done to incorporate existing practice and/or Board policy. The entire new manual is 

presented on the following pages.  The VTPO administration should review this manual 

with the VTPO Board, have it adopted, and provide copies to all staff upon adoption. 
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VOLUSIA TRANSPORTATION PLANNING ORGANIZATION 
 
 
 

HANDBOOK OF EMPLOYEE POLICIES AND PRACTICES 
 
 
 
 

Adopted:  
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Welcome new employee! 
 
We wish you every success here at the Volusia Transportation Planning Organization. 
 
We believe that each employee contributes directly to the VTPO's growth and success, and we 
hope you will take pride in being a member of our team. 
 
This handbook was developed to describe some of the expectations of our employees and to 
outline the policies, programs, and benefits available to eligible employees.  Employees should 
familiarize themselves with the contents of the employee handbook as soon as possible, for it 
will answer many questions about employment with the VTPO. 
 
We hope that your experience here will be challenging, enjoyable and rewarding.  Again, 
welcome! 
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SECTION 1  ORGANIZATION DESCRIPTION 
 
The VTPO is a federally mandated organization that is responsible for area-wide transportation 
planning.  This includes the development and update of the following transportation plans:  the 
Long-Range Transportation Plan, the Transportation Improvement Program, the Transit 
Development Plan, and the Unified Planning Work Program.  The VTPO is also involved in 
various special transportation planning studies. 
 
 
VTPO shares office space, equipment, and some expenses with the Volusia Council of 
Governments (VCOG).  Both of these individual organizations have their own governing boards, 
their own top-level management staff and their own technical support staff.    Other than the 
sharing of space and some expenses, there is no operational or employment relationship 
between these two entities. 
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ORGANIZATIONAL STRUCTURE OF THE 
VOLUSIA TRANSPORTATION PLANNING ORGANIZATION 
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SECTION 2 INTRODUCTORY STATEMENT 
 
This handbook is designed to acquaint the staff with the VTPO and provide information about 
working conditions, employee benefits and policies affecting employment.  Additional policies 
may be adopted by the Executive Director and/or the Board, as necessary, to guide operations 
or establish policies and procedures for the organization.  Copies of these policies will be 
provided to all staff members upon adoption.  Staff members should read, understand and 
comply with all provisions of the handbook.  It describes many of the responsibilities of the staff 
members as employees and outlines the programs developed by the VTPO to benefit 
employees.  
 
No employee handbook can anticipate every circumstance or question about policy.  As the 
VTPO continues to grow, the need may arise, and the VTPO reserves the right to revise, 
supplement or rescind any policies or portion of the handbook from time to time as it deems 
appropriate, in its sole and absolute discretion. Employees will, of course, be notified of such 
changes to the handbook as they occur. 
 
All employees of the VTPO are subject to the adopted employment-at-will policy permitting a 
staff member or the VTPO to end the employment relationship for any reason at any time.   
Nothing in this handbook shall alter this employment-at-will policy. 
 
As a condition of your employment, you will be required to sign an Employee Acknowledgement 
Form stating that you have read and fully understand the information contained in this 
handbook; therefore, it very important that you read this handbook and understand its contents. 
  
If you have any questions regarding these policies, you should seek advice and guidance from 
the Executive Director, or his/her designee.  A current copy of this handbook is available at all 
times and may be requested from the Executive Director. 
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SECTION  3 GENERAL POLICIES 
 
A. NATURE OF EMPLOYMENT 

 
Employment with the VTPO is voluntary and every individual employed retains the status of an “at 
will” employee.  This means that the employee is free to terminate the employment relationship at 
any time and for any reason.  Similarly, the VTPO may terminate the employment relationship at 
any time and for any reason, with or without notice or cause. 
 
Policies set forth in this handbook are not intended to create a contract, nor are they to be 
construed to constitute contractual obligations of any kind or a contract of employment between the 
VTPO and any of its employees.  The provisions of the handbook have been developed at the 
discretion of the Board and, except for its policy of employment-at-will, may be amended or 
cancelled at any time, at the VTPO’s sole discretion. 
 
These provisions supersede all existing policies and practices and may not be amended or 
added to without the express written approval of the VTPO Board. 
 
These policies are not necessarily applicable to contract employees.  As related to contract 
employees, the provisions of the contract shall govern in the event of a conflict. 
 

B. EQUAL EMPLOYMENT OPPORTUNITY 

The VTPO is an equal opportunity employer.  In order to provide equal employment and 
advancement opportunities to all individuals, employment decisions at the VTPO will be based on 
merit, qualifications and abilities.  The VTPO does not discriminate in employment opportunities or 
practices on the basis of race, color, religion, sex, national origin, age, veteran’s status, disability or 
any other status protected by law. 
 
The VTPO will make reasonable accommodations for qualified disabled individuals in all 
employment matters and comply with all applicable regulations of the Americans with 
Disabilities Act. 
 
Any employees with questions or concerns about any type of discrimination in the workplace are 
encouraged to bring these issues to the attention of the Executive Director, or designee.  
Employees can raise concerns and make reports without fear of reprisal or negative 
employment action based upon raising an issue alleging potential discrimination.  The raising of 
concerns or alleged discrimination will not impact other employment actions that may be taken 
for other bona fide reasons not related to the claim of discrimination (i.e. – poor job 
performance, violation of personnel rules, etc.).  
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Anyone found to be engaging in any type of unlawful discrimination will be subject to disciplinary 
action, up to, and including termination of employment. 
 
C.  Violence in the Workplace 

The VTPO recognizes the seriousness of violence in the workplace, including domestic and 

sexual violence.  Personal issues can be extended to the workplace and are of concern.  

Employees facing such issues may seek assistance through the employee assistance program.  

The VTPO does not tolerate violence in the workplace and will impose serious disciplinary 

action, up to an including termination, for employees found to have engaged in this behavior. 

D.  Americans with Disabilities Act (ADA) 

ADA is the federal law which prohibits discrimination against qualified applicants or employees with 

a disability.  And, if the need exists and can be met by the employer without “undue hardship,” it 

also requires that such persons be provided “reasonable accommodation” to participate in the job 

application and selection process or, if employed, to perform the “essential functions” of their job.  If 

you have questions or concerns about who is covered and whether you qualify for a special 

accommodation, contact the Chief Financial Officer.  The VTPO is committed to being an employer 

of choice for all individuals.  

 
SECTION 4 EMPLOYMENT START-UP 
 

A. EMPLOYMENT APPLICATION 

The VTPO relies upon the accuracy of information contained in the employment application or 
resume, as well as the accuracy of other data presented throughout the hiring process and 
employment.  Any misrepresentations, falsifications or material omissions in any of this information 
or data may result in the VTPO’s exclusion of the individual from further consideration for 
employment or, if the person has been hired, immediate termination of employment. 
 

B. JOB POSTING 

The VTPO provides employees an opportunity to indicate their interest in open positions and 
advance within the organization according to their skills and experience.  In general, notices of all 
regular, full-time job openings are posted, although the VTPO reserves its discretionary right to not 
post a particular job opening.  Job openings will be posted on the VTPO bulletin board located in 
the copy room, and normally remain open for a minimum of ten days. 
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Each job posting notice will include the dates of the posting period, job title, department, location, 
grade level, job summary, essential duties and qualifications (required skills and abilities).   
 
To be eligible to apply for a posted job, employees must have performed competently for at least 
one year in their current position.  Eligible employees may only apply for those posted jobs for 
which they possess the required skills, competencies and qualifications.   
 
To apply for an open position, employees should submit a job posting application to the Chief 
Financial Officer listing job-required skills and accomplishments.  It should also describe how their 
current experience with the VTPO and prior work experience and/or education qualifies them for 
the position.   
 
Job posting is a way to inform employees of openings and to identify qualified and interested 
applicants who might not otherwise be known to the hiring manager.  Other recruiting sources may 
also be used to fill an open position in the best interest of the organization. 
 
C. EMPLOYMENT REFERENCE AND BACKGROUND CHECKS 
 
To ensure that individuals who join the VTPO are well qualified and have a strong potential to 
be productive and successful, it is the policy of the VTPO to check the employment references 
of all applicants.  Additionally, the VTPO reserves the right to conduct any necessary 
background checks or verification of information (such as educational credentials) submitted on 
the employment application at any point in time if it relates to the employee’s qualifications to 
hold a specific position with the VTPO. 
 

D. EMPLOYEE MEDICAL EXAMINATIONS 

To help ensure that employees are able to perform their duties adequately and safely, medical 
examinations will be required.  Any such examination shall be limited to the determination of the 
applicant’s / employee’s ability to perform the required duties of the position. 
 
After an offer has been made to an applicant, a medical examination will be performed at the 
VTPO’s expense by a health professional of the VTPO’s choice.  The offer of employment and 
assignment to duties may be contingent upon satisfactory completion of the exam. 
 
A medical examination or re-examination of an employee during employment may be required 
to determine ability to continue to adequately and safely perform the duties of the employee’s 
position. 
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Information on an employee’s medical condition or history will be kept separate from other 
employee information and maintained in confidence.  Access to this information will be limited 
as provided by law. 
 

E. JOB APPLICANT DRUG TESTING  
All job applicants who have been made an offer of employment with the VTPO shall be required 
to undergo screening for the presence of illegal drugs or alcohol.  Any applicant who tests 
positive for the presence of illegal drugs and/or alcohol will be denied employment at that time 
and may not re-apply for employment with the VTPO for six (6) months.  Any applicant who 
refuses to submit to a drug test will be rejected, and will no longer be considered for 
employment with the VTPO. 
 

F. IMMIGRATION LAW COMPLIANCE 

The VTPO is committed to employing only United States citizens and aliens who are authorized 
to work in the United States and does not unlawfully discriminate on the basis of citizenship or 
national origin. 
 
In compliance with the Immigration Reform and Control Act of 1986, and all other applicable 
state and federal legislation, each new employee, as a condition of employment, must complete 
the Employment Eligibility Verification Form I-9 and present documentation establishing their 
identity and employment eligibility.  Former employees who are rehired must also complete the 
form if they have not completed an I-9 with the VTPO within the past three years, or if their 
previous I-9 is no longer retained or valid. 
 

G. FAMILY EMPLOYMENT RESTRICTION 
No member of the family (i.e., relative) of a permanent full-time, permanent part-time, temporary 
or other VTPO employee who has direct or delegated supervisory authority shall be hired, 
promoted or retained on a permanent or temporary basis.  A waiver of this policy may be 
considered for approval by the Board where such action is determined to be in the best interest 
of the Organization or because such waiver is necessary to obtain (or retain) an employee with 
certain unique skills and/or abilities. 
 
No member of the family of a VTPO Board member, or the VTPO Executive Director shall be hired 
or retained as a permanent full-time, permanent part-time, temporary or other VTPO employee at 
any time. 
 
Direct or delegated supervisory authority is defined as an employee having the authority to appoint 
employees, promote, advance, evaluate, discipline or the ability to effectively recommend the same 
regarding the affected family member applicant/employee. 
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For the purposes of this policy, a relative is any person who is related by blood or marriage, or 
whose relationship with the employee is similar to that of persons who are related by blood or 
marriage. 
 
H. INTRODUCTORY PERIOD 
 
The introductory period is intended to give new employees the opportunity to demonstrate their 
ability to achieve a satisfactory level of performance and to determine whether the new position 
meets their expectations.  The VTPO uses this period to evaluate employee capabilities, work 
habits and overall performance.  Either the employee or the VTPO may end the employment 
relationship at will at any time during or after the introductory period, with or without cause or 
advance notice. 
 
All new and rehired employees work on an introductory basis for the first 180 calendar days 
after their date of hire.  Employees who are promoted or transferred within the VTPO must 
complete a second introductory period of the same length with each assignment to a new 
position.  Any significant absence will automatically extend an introductory period by the length 
of the absence.  If the VTPO determines that the designated introductory period does not allow 
sufficient time to thoroughly evaluate the employee’s performance, the introductory period may 
be extended for a specified period with notice given to the employee of the VTPO’s decision to 
extend the introductory period.  Such notice will be given in writing prior to the normal expiration 
of the introductory period.    
 
During the initial introductory period, new employees are eligible for those benefits that are 
required by law, such as workers’ compensation insurance and Social Security.  They may also 
be eligible for other VTPO-provided benefits, subject to the terms and conditions of each 
benefits program.   
 
 
I. TIMEKEEPING 
 
Accurately recording time worked is the responsibility of every employee.  Federal and State 
laws require the VTPO to keep an accurate record of time worked in order to calculate 
employee pay and benefits.  Time worked is the time actually spent on the job performing 
assigned duties. 
 
Employees should accurately record the time they work each day and the task they are 
supporting. They should also record any departure from work for personal reasons.  Overtime 
work must always be approved in writing by the Executive Director before it is performed.   
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Failure to seek and receive approval in advance of working additional hours may be cause for 
disciplinary action. 
 
Altering, falsifying, tampering with time records or recording time on another employee’s time 
record may result in disciplinary action, up to and including termination of employment. 
 
It is the employee’s responsibility to sign their time records to certify the accuracy of all time 
recorded.  The Executive Director will review and then initial the time record before submitting it 
for payroll processing. 
 

J. OUTSIDE EMPLOYMENT 
 
An employee may hold outside jobs as long as the employee continues to meet the 
performance standards of his/her job with the VTPO.  No outside work may be conducted during 
hours the employee is being compensated by the VTPO or utilizing any supplies, equipment or 
other resources of the VTPO. All employees will be judged by the same performance standards 
and will be subject to the VTPO’s scheduling demands, regardless of any existing outside work 
requirements. 
 
If the VTPO determines that an employee’s outside work interferes with performance or the 
ability to meet the requirements of the VTPO, the employee may be asked to terminate the 
outside employment if he or she wishes to remain employed with the VTPO. 
 
Outside employment that constitutes a conflict of interest is prohibited.  Employees may not 
receive any income or material gain from individuals outside the VTPO for materials produced, 
or services rendered, while performing their jobs. 
 
 
 
 

K. WORK SCHEDULES 
 
The VTPO office is normally open from 8:00 am to 5:00 pm, Monday through Friday, excluding 
certain holidays.   Other operating hours may be established in the future by the VTPO.  It is 
imperative that sufficient coverage of the office is in place at all times during regular office 
hours.  The normal work schedule for full time employees is eight hours per day, five days per 
week.  The Executive Director will advise employees of the times their schedules will normally 
begin and end.  Staffing needs and operational demands may necessitate variations in starting 
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and ending times, as well as variations in the total hours that may be scheduled each day and 
week. 
 

L. PERSONNEL DATA CHANGES 

It is the responsibility of each employee to promptly notify the VTPO of any changes in 
personnel data.  Personal mailing addresses, telephone numbers, names and number of 
dependents, individuals to be contacted in the event of an emergency, educational 
accomplishments and other such status reports should be kept accurate and current at all times.  
If any personnel data has changes, notification to the Chief Financial Officer should be made 
immediately. 
 

M. PAYDAYS 
 
All employees are paid bi-weekly on every other Friday.  There are twenty-six (26) pay periods 
in each year.  Each paycheck period will include earnings for all work performed through the 
end of the previous payroll period. 
 
In the event that a regularly scheduled payday falls on a day off, such as a holiday, employees 
will receive pay on the last day of work before the regularly scheduled payday. 
 
Employees will have their pay directly deposited into a bank account (or multiple bank accounts) 
by providing to the VTPO their bank account information. 
 
Employees will receive an itemized statement of wages when the VTPO makes direct deposits. 
 
N. PAY DEDUCTIONS 
 
The law requires that the VTPO make certain deductions from every employee’s compensation.  
Among these are applicable Federal income, social security and medicare taxes.  The VTPO 
must also deduct Social Security taxes on each employee’s earnings up to a specified limit that 
is called the Social Security “wage base”.  The VTPO matches the amount of Social Security 
taxes paid by each employee.   All required deductions will be made by the VTPO as required 
by federal and state law. 
 
The VTPO offers programs and benefits beyond those required by law.  Eligible employees may 
voluntarily authorize deductions from their paychecks to cover the costs of participating in these 
programs.  The VTPO may establish minimum notification periods for processing voluntary 
deductions. 
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SECTION 5 RULES OF EMPLOYEE CONDUCT 

A. ATTENDANCE AND PUNCTUALITY 

The VTPO expects employees to be reliable and punctual in reporting for scheduled work.  
Absenteeism and tardiness place a burden on other employees and on the VTPO.  In the rare 
instances when employees cannot avoid being late to work or are unable to work as scheduled, 
they should notify their supervisor as soon as possible in advance of the anticipated tardiness or 
absence.  All employees should provide notice of scheduled absences as required by the 
VTPO. 
 
Poor attendance and excessive tardiness are disruptive.  Either may lead to disciplinary action, 
up to and including termination of employment. 
 

B. CONDUCT AND WORK RULES 

Employees of the VTPO are public employees and as such are employed for the benefit of the 
public.  Public employees are bound to uphold the Constitution of the United States of America 
and the State of Florida, as well as all local government laws and regulations.  Employees are 
expected to perform their duties in a manner above reproach and to uphold the highest 
standards of morality, integrity and impartiality when engaged in any work related situation. 
 
Employees are to conduct themselves in a manner that does not damage the public’s faith and 
confidence in the VTPO’s public service responsibility.  Employees should always conduct 
themselves in a manner which avoids giving the impression that they can be improperly 
influenced or encouraged to place a private interest above the public good. 
 
To ensure orderly operations and provide the best possible work environment, the VTPO 
expects employees to follow rules of conduct that will protect the interests and safety of all 
employees and the organization. 
 
It is not possible to list all the forms of behavior that are considered unacceptable in the work 
place.  The following are examples of infractions of rules of conduct that are considered to be 
dismissible violations: 
  
• Theft or inappropriate removal or possession of property 
• Falsification of timekeeping records 
• Working under the influence of alcohol or illegal drugs 
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• Possession, distribution, sale, transfer, or use of alcohol or illegal drugs in the workplace, 
while on duty, or while operating employer-owned vehicles or equipment, or while driving on 
work-related business. 

• Fighting or threatening violence in the workplace 
• Boisterous or disruptive activity in the workplace 
• Negligence or improper conduct leading to damage of employer-owned or customer-owned 

property 
• Insubordination or other disrespectful conduct 
• Violation of safety or health rules 
• Smoking in prohibited areas 
• Sexual or other unlawful or unwelcome harassment 
• Possession of dangerous or unauthorized materials, such as explosives or firearms, in the 

workplace 
• Excessive absenteeism or any absence without notice 
• Unauthorized absence from work station during the work day 
• Unauthorized use of telephones, mail system, internet, or other employer-owned equipment 
• Violation of personnel policies 
• Unsatisfactory performance or conduct 
 
Employment with the VTPO is at the mutual consent of the VTPO and the employee, and either 
party may terminate that relationship at any time, with or without cause, and with or without 
advance notice. 
 
C. DRUG AND ALCOHOL USE 
 
While on the VTPO premises and while conducting business-related activities off the VTPO 
premises, no employee may use, possess, distribute, sell or be under the influence of alcohol or 
illegal drugs.  This policy is not intended to prevent a VTPO employee who is attending a VTPO 
sponsored event at which alcohol is served from personally electing to consume an alcoholic 
beverage served at that event. 
 
The legal use of prescribed drugs is permitted on the job only if it does not impair an employee’s 
ability to perform the essential functions of the job effectively and in a safe manner that does not 
endanger other individuals in the workplace. 
 
Violations of this policy may lead to disciplinary action, up to and including immediate 
termination of employment, and/or required participation in a substance abuse rehabilitation or 
treatment program.  Such violations may also have legal consequences. 
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Employees with drug or alcohol problems that have not resulted in, and are not the immediate 
subject of, disciplinary action may request approval to take unpaid time off to participate in a 
rehabilitation or treatment program through the VTPO’s health insurance benefit coverage.  
Leave may be granted if the employee agrees to abstain from the use of the problem substance 
and abides by all the VTPO policies, rules and prohibitions relating to conduct in the workplace, 
and if granting the leave will not cause the VTPO any undue hardship. 
 

D. DRUG AND ALCOHOL TESTING   
In order to maintain the safety and efficiency of its operations and to protect employees and the 
public, VTPO employees may be required to submit to drug and/or alcohol testing if there is a 
cause for reasonable suspicion of substance abuse. Employees who refuse substance testing 
under these circumstances will be terminated.  The VTPO will select a licensed laboratory which 
will perform the drug and/or alcohol testing in accordance with any applicable federal or state 
regulations.   
 
The following is a list of some, but not all circumstances, which could be indicators of a 
substance abuse problem and considered reasonable suspicion: 
 

• Observed alcohol or drug abuse during work hours 
• Apparent physical state of impairment 
• Incoherent mental state 
• Marked changes in personal behavior that are otherwise unexplainable 
• Deteriorating work performance that is not attributable to other factors 
• Accidents or other actions that provide reasonable cause to believe the employee may 

be under the influence of drugs or alcohol 
 
If an employee tests positive for drugs and/or alcohol, and if that employee is granted a leave of 
absence for substance abuse rehabilitation, he or she may be required to participate in an after-
care and work rehabilitation program.  Upon successful completion of all or part of these required 
programs, the employee may be released to resume work but will be subject to random substance 
abuse testing and close performance monitoring to ensure that he or she remains drug free.  

 

E. PERSONAL APPEARANCE 

 
Dress, grooming, and personal cleanliness standards contribute to the morale of all employees 
and affect the business image the VTPO presents to the public.  During business hours, 
employees are expected to present a clean and neat appearance and to dress according to the 
requirements of their positions.  The VTPO generally follows a “business casual” approach to 
office attire unless requirements (meetings, presentations, or field work) of the position or 
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specific duties require more formal or informal attire.  The employee should consult the 
Executive Director with any questions regarding a definition of appropriate attire. 
 

F. RECYCLING 

The VTPO is committed to conservation, recycling and reuse whenever practicable and 
economically feasible.  This includes the purchase, use and disposal of products and materials 
in a manner that will best utilize natural resources and minimize any negative impact on the 
earth’s environment. 
 
Special recycling receptacles have been set up in the workplace to promote the separation and 
collection of recyclable materials.  Employees are expected to participate in this program. 
 

G. SAFETY 

The VTPO provides information to employees about workplace safety and health issues through 
regular internal communication channels such as staff meetings, bulletin board postings, 
memos or other written communications. 
 
Each employee is expected to obey safety rules and to exercise caution in all work activities.  
Employees must immediately report any unsafe condition to the appropriate supervisor.  
Employees who violate safety standards, who cause hazardous or dangerous situations, who 
fail to report or, where appropriate, remedy such situations, may be subject to disciplinary 
action, up to and including termination of employment.  Except as otherwise permitted by 
federal or state law, employees are prohibited from bringing into the workplace any item that 
could create the risk of death or physical harm to others. 
 
In the case of accidents that result in injury, regardless of how insignificant the injury may 
appear, employees should immediately notify the Executive Director. Such reports are 
necessary to comply with laws and initiate insurance and/or workers’ compensation benefits.  All 
employees will provide full support and all necessary information to complete or conduct any 
required reports, accident form, or investigation that may be required or conducted. 
 

H. SALES AND SOLICITATION 
 
Employees shall not distribute promotional literature or printed solicitation materials of any kind, 
nor shall they sell merchandise, solicit financial contributions, or solicit for any other cause 
during working time.  The posting of such material on VTPO bulletin boards is prohibited.   



VOLUSIA TRANSPORTATION PLANNING ORGANIZATION 
Human Resources Program Development Final Report 
 

Matrix Consulting Group   Page 46 
 

 

I. SECURITY INSPECTIONS 
 
Desks, lockers, and other storage devices that are provided for the convenience of employees 
remain the sole property of the VTPO.  Accordingly, they, as well as any articles found within 
them, can be inspected by any agent or representative of the VTPO at any time, either with or 
without prior notice.  In addition, employees are forbidden from locking their desks or offices, 
unless a copy of the key is given to the Chief Financial Officer. 

 

J.   SEXUAL AND OTHER UNLAWFUL HARASSMENT 
 
Actions, words, jokes, or comments based on an individual’s sex, race, ethnicity, age, religion or 
any other legally protected characteristic will not be tolerated.  Any employee who wants to 
report an incident of sexual or other unlawful harassment should promptly report the matter to 
the Chief Financial Officer.  If the employee believes it would be inappropriate to contact the 
Chief Financial Officer the employee should immediately contact the Executive Director or 
Chairperson of the VTPO Board.   
 
Employees can raise concerns and make reports without fear of reprisal.   Employees are 
encouraged to raise concerns at the earliest possible time so that the VTPO can take prompt 
action, as warranted.    
 
Individuals who make complaints have an obligation to assist and cooperate with the VTPO’s 
investigation of such complaints.  All employees of the VTPO have an obligation to assist and 
cooperate with any investigation being undertaken regarding sexual or other unlawful 
harassment. 
 
If the VTPO, upon investigation of a harassment complaint, determines that an employee has been 
harassed by another employee, appropriate remedial action will be taken against the offender, up 
to and including termination. 
 
K. SMOKING 
 
Smoking is strictly prohibited throughout the workplace.  This policy applies equally to all 
employees and visitors. 
 
L. USE OF COMPUTER AND E-MAIL  
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Computers, computer files, the E-mail system, internet access and software furnished to 
employees are the property of the VTPO, and are intended for business use.  Employees are 
strictly prohibited from placing any password on a staff office personal computer that has not 
been given to the Chief Financial Officer. Other than occasional incidental use, the use of e-mail 
or internet access for any non-business purpose is strictly prohibited and inappropriate usage or 
violation of this procedure, may subject the employee to disciplinary action, up to and including 
termination.  To ensure compliance with this policy, computer and e-mail usage may be 
monitored.  Individual office computer hard drives may be audited at the discretion of the VTPO. 
 
Use of the internet and E-mail is subject to the Public Records Law (Fla. Stat. Chap. 119) and 
the Government-In-The-Sunshine Law (Fla. Stat. Chap. 286).  A copy of all messages, 
transmitted and received via E-mail will be automatically retained and made available to the 
public upon request in compliance with the Public Records Law (Fla. Stat. Chap. 119). 
Employees should not state anything in an E-mail message that would be inappropriate if 
published to the news media.  All E-mail is saved on the archive server and may be audited to 
determine compliance with this policy. 
 
No aliases are allowed.  All E-mail messages shall be credited to the actual author.  All 
employees using E-mail shall be assigned a unique electronic mailbox, accessible by an 
employee-controlled password.  No employee shall use another employees’ electronic mailbox 
or password.  Additionally, no E-mail messages shall be transmitted or stored in encrypted form.  
Further guidance on the appropriate use of e-mail is contained in the VTPO’s email 
communication policy. 
 
The VTPO strives to maintain a workplace free of harassment and is sensitive to the diversity of 
its employees.  Therefore, the VTPO prohibits the use of computers and the E-mail system in 
ways that are disruptive, offensive to others or harmful to morale.  For example, the display or 
transmission of sexually explicit images, messages or cartoons is not allowed.  Other such 
misuse includes, but is not limited to, ethnic slurs, racial comments, off-color jokes or anything 
that may be construed as harassment or showing disrespect for others. 
 
E-mail may not be used to solicit others for commercial ventures, religious or political causes, 
outside organizations or other non-business matters.  As all e-mail messages are public 
information, they must be saved and stored in the appropriate designated location. 
 
The VTPO purchases and licenses the use of various computer software for business purposes 
and does not own the copyright to this software or its related documentation.  Unless authorized 
by the software developer, the VTPO does not have the right to reproduce such software for use 
on more than one computer. 
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Employees may only use software on local area networks or on multiple machines according to 
the software license agreement.  The VTPO prohibits the illegal duplication of software and its 
related documentation. 
 
Employees should notify the Chief Financial Officer upon learning of any violations of this policy.  
Employees who violate this policy will be subject to disciplinary action, up to and including 
termination of employment. 
 
M. USE OF EQUIPMENT 
 
Equipment essential in accomplishing job duties is often expensive and may be difficult to 
replace.  When using property, employees are expected to exercise care, perform required 
maintenance and follow all operating instructions, safety standards, and guidelines.   
 
Employees should immediately notify the Chief Financial Officer if any equipment, machines or 
tools appear to be damaged, defective or in need of repair.  Prompt reporting of damages, 
defects and the need for repairs could prevent deterioration of equipment and possible injury to 
employees or others.   
 
Improper, careless, negligent, destructive, unsafe use or operation of equipment or the 
alteration of equipment can result in disciplinary action, up to and including termination of 
employment. 
 

N. USE OF PHONE AND MAIL SYSTEMS 

Personal use of telephones for long-distance and toll calls is not permitted.  Any VTPO provided 
cell-phones are principally for the use of the employee to benefit the employer.   Similar to 
limitations placed on office-phones, personal cell-phone use is prohibited where it results in 
additional cost to the VTPO.   
 
Use of personal cell-phones within the VTPO’s office should be conducted in a manner that is 
not disruptive to others or the completion of VTPO work activities. 
 
The use of VTPO-paid postage for personal correspondence is not permitted. 
 
SECTION 6 EMPLOYEE CLASSIFICATION, COMPENSATION AND BENEFITS 
 
A.  EMPLOYMENT CATEGORIES 
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It is the intent of the VTPO to clarify the employment classifications so employees understand 
their employment status and benefit eligibility.  These classifications do not guarantee 
employment for any specified period of time.  The right to terminate the employment relationship 
at will, at any time, is retained by both the employee and the VTPO. 
 
Each employee is designated as either NONEXEMPT or EXEMPT from Federal wage and hour 
laws.  NONEXEMPT employees are entitled to overtime pay under the specific provisions of 
Federal laws.  EXEMPT employees are excluded from specific provisions of Federal wage and 
hour laws.  An employee’s EXEMPT or NONEXEMPT classification may be changed only upon 
written notification by VTPO management. 
 
In addition to the above categories, each employee will also belong to one of the following other 
employment categories: 
 
1. REGULAR FULL-TIME employees are those who are not in a temporary or introductory 

status and who are regularly scheduled to work the VTPO’s full-time schedule.  
Generally, they are eligible for the VTPO’s benefit package, subject to the terms, 
conditions and limitations of each benefit program. 

 
2. PART-TIME employees are those who are not assigned to a temporary or introductory 

status and who are regularly scheduled to work less than 30 hours or less per week.  
While they do receive all legally mandated benefits (such as Social Security, medicare, 
workers’ compensation insurance and Florida Retirement System benefits), they are 
ineligible for all of the VTPO’s other benefit programs. 

 
3. INTRODUCTORY employees are those whose performance is being evaluated to 

determine whether further employment in a specific position or with the VTPO is 
appropriate.  Employees who satisfactorily complete the introductory period will be 
notified of their new employment classification in writing by the Executive Director. 
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4. TEMPORARY employees are those who are hired as interim replacements, to 
temporarily supplement the workforce, or to assist in the completion of a specific project.  
Employment assignments in this category are of a limited duration.  Employment beyond 
any initially stated period does not in any way imply a change in employment status.  
Temporary employees retain that status unless, and until notified of a change in writing 
by the Executive Director.  While temporary employees receive all legally mandated 
benefits (such as workers’ compensation insurance, medicare and Social Security), they 
are ineligible for all of the VTPO’s other benefit programs. 

B. ACCESS TO PERSONNEL FILES 

Individual personnel files will be maintained and available for examination in accordance with 
Florida’s Public Records Act.  The personnel file includes such information as the employee’s 
job application, resume, records of training, documentation of performance appraisals and 
salary increases and other employment records.  Certain types of confidential records, including 
documents containing personal medical information, will be kept in a separate confidential 
personnel file and access to this file will be limited to only those VTPO employees with a bona 
fide operational reason for access and public access will be limited to the greatest extent 
allowable by law. 
 
Employees who wish to review their own file should contact the Chief Financial Officer.  With 
reasonable advance notice, employees may review their own personnel files in the presence of 
an individual appointed by the VTPO to maintain the files. 
 

C. ADMINISTRATIVE PAY CORRECTIONS 
 
The VTPO takes all reasonable steps to ensure that employees receive the correct amount of 
pay in each paycheck and that employees are paid promptly on the scheduled payday. 
 
In the unlikely event that there is an error in the amount of pay, the employee should promptly 
bring the discrepancy to the attention of the Chief Financial Officer so that corrections can be 
made as quickly as possible. 
 
Corrections will be made on the next regularly scheduled paycheck. 
 
 
D. EMPLOYEE BENEFITS 
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Eligible employees at the VTPO are provided with a wide range of benefits.  A number of 
programs (such as Social Security, medicare, and workers’ compensation) cover all employees 
of the VTPO in the manner prescribed by law. 
 
Benefits eligibility for some programs is dependent upon a variety of factors, including employee 
classification.  The Chief Financial Officer can identify the programs for which you are eligible.  
Details on many of these programs can be found throughout this personnel manual. 
 
The following are some of the benefit programs are available to eligible employees: 

• Auto Mileage Reimbursement 
• Bereavement Leave 
• Deferred Compensation Plan 
• Dental Insurance 
• Educational Financial Assistance 
• Employee Assistance Program (EAP) 
• Health Insurance 
• Paid Holidays 
• Jury Duty Leave 
• Life Insurance 
• Meal Allowances 
• Medical Leave 
• Pension Plan (including FSRS) 
• Relocation Assistance 
• Sam’s Club Membership 
• Travel Allowances 
• Vision Care Insurance 
• Paid Time Off 

 
Some of the benefit programs listed above may require contributions from the employee, but 
most are fully paid by the VTPO. 
 
E.  HEALTH INSURANCE 
 
The VTPO health insurance plan provides employees and their dependants’ access to medical, 
dental and vision care insurance benefits.  Employees in the regular full-time and introductory 
employment classifications are eligible to participate in the health insurance plan.  Eligible 
employees may participate in the health insurance plan subject to all terms and conditions of the 
agreement between the VTPO and the insurance carrier.   
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A change in employment classification that would result in the loss eligibility to participate in the 
health insurance plan may qualify an employee for benefits continuation under the Consolidated 
Omnibus Budget Reconciliation Act (COBRA).  Refer to the Benefits Continuation (COBRA) 
policy for more information. 
 
Details of the health insurance plan are described in the Summary Plan Description (SPD).  An 
SPD and information on the cost of coverage will be provided in advance of enrollment to 
eligible employees.  Contact the Chief Financial Officer for more information about health 
insurance benefits. 
 
F.  BENEFITS CONTINUATION (COBRA) 
 
The Federal Consolidated Omnibus Budget Reconciliation Act (COBRA) gives employees and 
their qualified beneficiaries the opportunity to continue health insurance coverage under the 
VTPO’s health plan when a “qualifying event” would normally result in the loss of eligibility.  
Some common qualifying events include resignation, termination of employment, death of an 
employee, reduction on an employee’s hours or a leave of absence, an employee’s divorce or 
legal separation or a dependent child no longer meeting the eligibility requirements. 
 
Under COBRA, the employee or beneficiary pays the full cost of coverage at the VTPO’s group 
rates plus an administrative fee.  The VTPO provides each eligible employee with a written 
notice describing the rights granted under COBRA when the employee becomes eligible for 
coverage under the VTPO health insurance plan.  The notice contains important information 
about the employee’s rights and obligations. 
 
G.  SHORT-TERM DISABILITY 
 
The VTPO provides a short-term disability (STD) benefits plan to eligible employees who are 
unable to work because of a qualifying disability due to an illness or injury.  Employees in the 
regular full-time and introductory employment classifications are eligible to participate in this 
STD plan.  Under the VTPO’s plan, eligible employees who wish to participate are responsible 
for paying the plan premium. 
 
Eligible employees may participate in the STD plan subject to all terms and conditions of the 
agreement between the VTPO and the insurance carrier.  If the VTPO has a reasonable belief 
that an employee is unable to return to work and perform the required duties of the position, the 
VTPO may require a return to work physical, at the expense of the VTPO, or appropriate 
documentation from the employee’s medical provider stating that the employee may return to 
work and outlining any continuing restrictions. 
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Disabilities arising from pregnancy or pregnancy-related illness are treated in the same manner 
as any other illness that prevents an employee form working. 
 
Details of the STD benefits plan, including benefit amounts, when they are payable, and 
limitations, restrictions and other exclusions are described in the Summary Plan description 
provided to all eligible employees.  Contact the Chief Financial Officer for more information 
about STD benefits. 
 
H.  LONG-TERM DISABILITY 
 
The VTPO provides a long-term disability (LTD) plan benefits plan to help eligible employees 
cope with an illness or injury that results in a long-term absence from employment.  LTD is 
designed to ensure a continuing income for employees who are disabled and unable to work.  
Employees in the regular full-time and introductory employment classifications are eligible to 
participate in the LTD plan.  
 
Eligible employees may participate in the LTD plan subject to all terms and conditions of the 
agreement between the VTPO and the insurance carrier.  Under the VTPO’s LTD plan, eligible 
employees who wish to participate are responsible for paying the plan premium.  If the VTPO 
has a reasonable belief that an employee is unable to return to work and perform the required 
duties of the position, the VTPO may require a return to work physical, at the expense of the 
VTPO, or appropriate documentation from the employee’s medical provider stating that the 
employee may return to work and outlining any continuing restrictions. 
 
Details of the LTD benefits plan, including benefit amounts and limitations and restrictions, are 
described in the Summary Plan Description provided to all eligible employees.  Contact the 
Chief Financial Officer for more information about LTD benefits. 
 
I.          EDUCATIONAL ASSISTANCE 
  
The VTPO recognizes that the skills and knowledge of its employees are critical to the success 
of the organization.  The educational assistance program encourages personal development 
through formal education so that employees can maintain and improve job-related skills or 
enhance their ability to compete for reasonably attainable jobs within the VTPO.  This policy is 
not applicable to general training completed by an employee as part of their employment with 
the VTPO such as skills enhancement (i.e. – Excel training, project management training) or 
other career development training that is designed to make an employee more effective and 
productive.  These training seminars, when approved by the Executive Director, will continue to 
be paid at 100% and are not subject to any reimbursement policy. 
  
The VTPO will provide educational assistance to all eligible employees.  To maintain eligibility, 
employees must remain on the active payroll and be performing their job satisfactorily through 
the completion of each course.  Only regular, full-time employees are eligible for educational 
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assistance. 
  
Individual courses or courses that are part of a degree, license or certification program must be 
related to the organization in order to be eligible for educational assistance.  The VTPO has the 
sole discretion to determine whether a course relates to an employee’s current job duties or a 
foreseeable future position.  In addition, staff members must request approval for 
reimbursement for college-level classes from the Executive Director of the VTPO, both in 
advance and in writing.  Employees should enroll in the most cost effective course to meet a 
degree objective (i.e. – taking courses at public institutions of higher education rather than 
private institutions whenever feasible). 
  
The VTPO will reimburse staff members for college-level classes at a rate of no more than two 
classes per semester, per staff member, and for no more than 75% of the total cost of tuition, 
books and other class fees.  Employees will not be reimbursed for any costs associated with 
classes if these are covered by any other method (i.e. – financial aid, state or federal grants, 
etc.).  All classes must be taken at universities or colleges that are accredited through one of the 
following regional organizations:  Middle States Association of Colleges and Schools, New 
England Association of Schools and Colleges, North Central Association of Colleges or 
Schools, Northwest Association of Schools and Colleges, Southern Association of Colleges and 
Schools, or the Western Association of Schools and Colleges.  The staff member must provide 
proof of course completion and must achieve a grade of “B” or better in order to receive 
reimbursement.  Receipts for all requested reimbursement must be provided to the Chief 
Financial Officer. 
  
At the discretion of the VTPO Executive Director, the VTPO may make the payment outlined in 
the preceding paragraph at the time the relevant educational costs were incurred rather than as 
a reimbursement.  Should the employee fail to complete the course with a grade of “B” or better, 
the employee will be responsible for reimbursing the VTPO for all advanced payments over a 
period of time not to exceed six (6) months. During any period of time where the employee owes 
money to the VTPO under the tuition assistance program, future payments to the employee will 
only be on a reimbursable basis.  In addition, any employee hired after the effective date of this 
handbook who leaves employment with the VTPO will be responsible to repay 100% of 
educational benefits received for coursework completed within one year prior to the separation 
date and 50% of the educational benefits for coursework completed more than one year and up 
to two years prior to the separation date.  Coursework completed more than two years prior to 
separation will not be required to repay any education benefit. 
  
While educational assistance is expected to enhance employee performance and professional 
abilities, the VTPO cannot guarantee that participation in formal education will entitle the 
employee to automatic advancement, a different job assignment or pay increases. 
  
Employees should contact the Chief Financial Officer for more information or questions about 
educational assistance. 

 J. BEREAVEMENT LEAVE 
 
Up to five workdays of paid bereavement leave will be provided to regular full-time employees 
and to introductory employees each year.  Bereavement pay is calculated based on the base 
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pay rate at the time of absence and will not include any special forms of compensation, such as 
incentives, commissions or bonuses. 
 
Bereavement leave will normally be granted unless there are unusual business needs or staffing 
requirements.  Employees may, with the Executive Director’s approval, use any available paid 
leave for additional time off as necessary. 
 
The VTPO defines “immediate family” as the employee’s spouse, parent or stepparent, child or 
stepchild, sibling; the employee’s spouse’s parent, child, or sibling; the employee’s child’s 
spouse; grandparents or grandchildren.  Special consideration will also be given to any other 
person whose association with the employee was similar to any of the above relationships. 
 

K. EMERGENCY CLOSINGS 
 
At times, emergencies such as severe weather, fires or power failures can disrupt operations of 
the organization.  In extreme cases, these circumstances may require the closing of the work 
facility. 
 
When operations are officially closed due to emergency conditions, the time off from scheduled 
work will be paid.  Employees in essential operations may be asked to work on a day when 
operations are officially closed.  In these circumstances, employees who work will receive 
regular pay. 
 
L. HOLIDAYS 
 
The VTPO will grant holiday time off to all employees on the holidays listed below.  Floating 
holidays may be scheduled with the approval of the Executive Director on the designated 
floating holiday date, or on any day following that date, but in any event, must be taken prior to 
the end of that fiscal year (June 30) or it will be forfeited.  Floating holidays are not subject to 
cash reimbursement. 
 
• New Year’s Day (January 1) 
• Martin Luther King, Jr.’s Birthday (Third Monday in January) (Celebrated as a floating 

holiday) 
• Good Friday (Friday before Easter) 
• Memorial Day (last Monday in May) 
• Independence Day (July 4) 
• Labor Day (first Monday in September) 
• Thanksgiving (fourth Thursday in November) 
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• Day after Thanksgiving 
• Christmas (December 25) 
• Employee’s Birthday (celebrated as a floating holiday) 
 
The VTPO will grant paid holiday time off to all eligible employees immediately upon assignment to 
an eligible employment classification.  Holiday pay will be calculated based on the employee’s 
straight-time pay rate (as of the date of the holiday) times number of hours the employee would 
otherwise have worked on that day for full-time or part-time employees.  Regular full-time 
employees and regular part-time and introductory employees are eligible for paid holiday time off. 
 
A recognized holiday that falls on a Saturday will be observed on the Friday before.  A 
recognized holiday that falls on a Sunday will be observed on the following Monday. 
 
If a recognized holiday falls during an eligible employee’s paid absence (such as vacation or 
sick leave), holiday pay will be provided instead of the paid time off benefit that would otherwise 
have applied. 
 
Paid time off for holidays will not be counted as hours worked for the purposes of determining 
overtime. 
 

M. JURY DUTY 

Employees in an eligible classification may request up to two weeks of paid jury duty leave over 
any one-year period.  Consideration for extended paid jury duty leave may be given by the 
VTPO Board on a case-by-case basis for employees selected to serve on a jury of extended 
duration. 
 
Jury duty pay will be calculated on the employee’s base pay rate times the number of hours the 
employee would otherwise have worked on the day of absence.  Only regular full-time 
employees qualify for paid jury duty leave. 
 
If employees are required to serve jury duty beyond the period of paid jury duty leave, they may 
use any available paid time off (for example, vacation benefits) or may request an unpaid jury 
duty leave of absence.   
 
Employees must show the jury duty summons to their supervisor as soon as possible so that 
the supervisor may make arrangements to accommodate their absence.  Employees are 
expected to report for work whenever the court schedule permits. 
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Either the VTPO or the employee may request an excuse from jury duty if, in the VTPO’s 
judgment, the employee’s absence would create serious operational difficulties. 
 
The VTPO will continue to provide health insurance benefits for the full term of the jury duty 
absence. 
 
Benefit accruals such as vacation, sick leave or holiday benefits will be suspended during 
unpaid jury duty leave and will resume upon return to active employment. 

N. LIFE INSURANCE 

The VTPO provides a basic life insurance plan for eligible employees.  Each eligible employee’s 
life insurance policy is equal to one times the annual salary of that employee.  The VTPO will be 
responsible for premiums and taxes up to the IRS maximum.  The employee will be responsible 
for taxes on the amount exceeding the IRS maximum. 
 
Employees in the regular full-time and introductory employment classifications are eligible to 
participate in the life insurance plan. 
 
Eligible employees may participate in the life insurance plan subject to all terms and conditions 
of the agreement between the VTPO and the insurance carrier.  Contact the Chief Financial 
Officer for more information about life insurance benefits. 
 
O. MEAL PERIODS 
 
All full-time regular employees, exempt or non-exempt, are provided with one meal period of not 
less than 30 minutes in length each workday.  The Executive Director will schedule meal 
periods to accommodate operating requirements.  Employees will be relieved of all active 
responsibilities and restrictions during their meal period and will not be compensated for that 
time. 

 

P. MILITARY LEAVE 
 
A military leave of absence will be granted to employees who are absent from work because of 
service in the U. S. Uniformed Services in accordance with the Uniformed Services Employment 
and Reemployment Rights Act (USERRA).  Advance notice of military service is required, 
unless military necessity prevents such notice or it is otherwise impossible or unreasonable. 
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The leave will be unpaid; however, employees may use any available paid time off for the 
absence.  Continuation of health insurance benefits is available as required by USERRA based 
on the length of the leave and subject to the terms, conditions and limitations of the applicable 
plans for which the employee is otherwise eligible. Benefit accruals, such as vacation, sick leave 
or holiday benefits will be suspended during the unpaid leave and will resume upon the 
employee’s return to active employment. 
 
Employees on military leave for up to 30 days are required to return to work for the first regularly 
scheduled shift after the end of service, allowing reasonable travel time.  Employees on longer 
military leave must apply for reinstatement in accordance with USERRA and all applicable State 
laws. 
 
Employees returning from military leave will be placed in the position they would have attained, 
or a comparable one, had they remained continuously employed depending on the length of 
military service in accordance with USERRA.  They will be treated as though they were 
continuously employed for purposes of determining benefits based on length of service. 
 

Q. OVERTIME COMPENSATION  
 
When operating requirements or other needs cannot be met during regular working hours, 
employees will be given the opportunity to volunteer for overtime work assignments.  All overtime 
work must receive the Executive Director’s prior authorization.  Overtime assignments will be 
distributed as equitably as practical to all employees qualified to perform the required work. 
 
Overtime compensation is paid to all non-exempt employees in accordance with Federal wage 
and hour law.  Overtime pay is based on actual hours worked.  Time off from sick leave, 
vacation leave, emergency closings or any leave of absence will not be considered hours 
worked for purposes of performing overtime calculations.  Overtime compensation will be 
awarded to all eligible non-exempt employees at a rate of time and one half. 
 
Non-exempt employees who work overtime without receiving prior authorization from the 
Executive Director may be subject to disciplinary action, up to and including possible termination 
of employment. 

 
 
R. PAID TIME OFF (PTO) 
 
Paid Time Off (PTO) is an all purpose time-off policy for eligible employees to use for vacation, 
illness or injury and personal business.  It combines traditional vacation and sick leave plans into 
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one flexible, paid time-off policy.  Regular full-time and introductory employees are eligible to earn 
and use PTO as described in this policy.  However, before PTO can be used for employees in their 
introductory period, a waiting period of 30 days must be completed. 
 
Once employees enter an eligible employment classification, they begin to earn PTO according 
to the schedule below.  The amount of PTO employees receive each year increases with the 
length of their employment as shown in the following schedule: 

 
PAID TIME OFF (PTO) EARNING SCHEDULE: 
Years of Eligible Service  PTO Hours PTO Hours 
     Biweekly Each Year 
Upon initial eligibility   7.38  192 

After 5 years   8.31  216 

After 13 years   9.85  256 

After 20 years   10.15  264 
 
The length of eligible service is calculated on the basis of a “benefit year.”  This is the 12-month 
period that begins when the employee starts to earn PTO.  An employee’s benefit year may be 
extended for any significant leave of absence, except military leave of absence.  Military leave has 
no effect on this calculation.  
 
PTO can be used in minimum increments of one-half hour.  Employees who have an 
unexpected need to be absent from work should notify the Executive Director before the 
scheduled start of their workday, if possible.  The Executive Director must also be contacted on 
each additional day of unexpected absence. 
 
To schedule planned PTO, employees should make an advance written request for approval 
from the Executive Director.  Requests will be reviewed based on a number of factors, including 
business needs and staffing requirements. 
 
PTO is paid at the employee’s base pay rate at the time of the absence.  It does not include 
overtime or any special forms of compensation such as incentives, commissions, bonuses or 
shift differentials. 
 
In the event that available PTO is not used by the end of the benefit year, employees may carry 
as many as 520 hours of unused time forward to the next benefit year.  Accumulation of hours 
may exceed 520 hours in a benefit year; however, an employee may only carry 520 hours 
forward from one benefit year to the next.  
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Once an employee has accumulated 240 hours of PTO, that employee is eligible to participate 
in an annual sell back of hours up to 48.  Employees who sell hours back to the VTPO will 
receive compensation for those hours at their base rate of pay at the time of sale.  The 
opportunity to participate in the sell back is available once a year during the month of June. 
 
Upon termination of employment, employees will be paid for unused PTO that has been earned 
through the last day of work. 
 
S. PAY ADVANCES 
 
The VTPO does not under any circumstances provide pay advances on unearned wages to 
employees. 
 
Any questions concerning deductions taken from your paycheck or how the amount of the 
deduction(s) was/were calculated should be directed to the Director of Finance and 
Administration. 
 

T. PENSION PLAN(S). 

 
In order to provide its employees with the potential for future financial security, the VTPO offers 
a retirement savings plan benefit.  As of September 2009, the VTPO has elected to participate 
exclusively in the Florida State Retirement System for all future eligible employees. At that time, 
existing employees were provided an opportunity to participate in the FSRS program or to 
remain in the existing program offered through Principal.  All eligible new employees will 
participate in the FSRS program and will not have the option to participate in the Principal 
pension plan. Employee and employer contributions, eligibility for retirement benefits, and all 
program requirements for the FSRS program are governed by the FSRS. 
 
Some VTPO employees remain participants in the Principal purchase pension plan. Employee 
and employer contributions, eligibility for retirement benefits, vesting, and all program 
requirements for the Principal plan are governed by the VTPO Board.  All earnings of the 
pension plan account continue to accumulate tax-free until the employee receives them as 
benefits.  All requests to begin, modify, or end individual voluntary contributions to a pension 
plan account must be made in writing to the Chief Financial Officer.   
 
Each employee participating in the Principal purchase pension plan will become 100% vested 
after one year of employment with the VTPO.  If the employee becomes separated from 
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employment with the VTPO prior to achieving one year of service, the employer’s contribution to 
that employee’s account is forfeited by that employee.  All employee forfeitures remain in the 
account for the VTPO’s use in offsetting its next contribution. 
 
An additional deferred compensation plan is also offered that allows all employees to contribute 
additional funds for retirement on a voluntary basis via payroll deduction. 
 
For more information on the pension plan account, please contact the Chief Financial Officer. 
 
U. TIME OFF TO VOTE 
 
Generally, employees are able to find time to vote either before or after their regular work 
schedule.  If employees are unable to vote in an election during their nonworking hours, the 
VTPO will grant up to two hours of either unpaid time off or PTO, if available, to vote. 
   
Employees should request time off to vote from their supervisor at least two working days prior 
to the election day.  Advance notice is required so that the necessary time off can be scheduled 
at the beginning or end of the work day, whichever provides the least disruption to the normal 
work schedule. 
 

V. TRAVEL EXPENSES 

The VTPO will reimburse employees for reasonable business travel expenses incurred while on 
assignments outside of Volusia County.  All out of County business travel must be approved in 
advance by the Executive Director. 
 
When approved, the actual costs of travel, meals, lodging and other expenses directly related to 
accomplishing business travel objectives will be reimbursed by the VTPO.  Employees are 
expected to limit expenses to reasonable amounts. 
 
Expenses that generally will be reimbursed include the following: 
 
• Airfare or train fare for travel in coach or economy class or the lowest available fare 
• Car rental fees, only for compact or mid-sized cars.  Please note that employees renting 

cars for business purposes are required to purchase the additional liability insurance at the 
maximum amount available and the VTPO must be named as the additional insured 

• Fares for shuttle or airport bus service, where available; cost of public transportation or other 
ground travel 

• Taxi fares 
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• Mileage costs for use of personal cars, only when less expensive transportation is not 
available.  Mileage is reimbursed at the IRS current rate 

• Cost of standard accommodations for the government or conference rate in hotels, motels 
or similar lodgings 

• Cost of meals to be reimbursed in accordance with the adopted IRS travel regulations based 
upon the location where the employee is traveling.   Please note that employees will not be 
reimbursed for any meals that are included in the cost of a conference or meeting 
registration fee.  Actual cost of the meal will be reimbursed with receipt; tips are not 
reimbursable.   

• Charges for telephone calls, fax, internet and similar services required for business 
purposes 

 
When travel is completed, employees should submit completed travel expense reports within 7 
days.  Reports should be accompanied by receipts for all individual expenses. 
 
Abuse of this business travel expenses policy, including falsifying expense reports to reflect 
costs not incurred by the employee, can be grounds for disciplinary action, up to and including 
termination of employment. 

W. WITNESS DUTY 

If employees have been subpoenaed or are otherwise requested to testify as witnesses by the 
VTPO or on behalf of work activities associated with the VTPO, they will receive paid time off for 
the entire period of witness duty. 
 
Employees will be granted unpaid time off to appear in court as a witness when requested by a 
party other than the VTPO.  Employees are free to use any available paid leave benefit (such as 
vacation leave) to receive compensation for the period of this absence.  The subpoena should 
be shown to the Executive Director immediately after it is received so that operating 
requirements can be adjusted, where necessary, to accommodate the employee’s absence.  
The employee is expected to report for work whenever the court schedule permits. 

X. WORKERS’ COMPENSATION INSURANCE 
 
The VTPO provides a comprehensive workers’ compensation insurance program at no cost to 
employees.  This program covers any injury or illness sustained in the course of employment 
that requires medical, surgical or hospital treatment.  Subject to applicable legal requirements, 
workers’ compensation insurance provides benefits after a short waiting period or immediately if 
the employee is hospitalized. 
 



VOLUSIA TRANSPORTATION PLANNING ORGANIZATION 
Human Resources Program Development Final Report 
 

Matrix Consulting Group   Page 63 
 

Employees who sustain work-related injuries or illnesses should inform the Chief Financial 
Officer immediately.  No matter how minor an on-the-job injury may appear, it is important that it 
be reported immediately.  This will enable an eligible employee to qualify for coverage as 
quickly as possible, and be directed to the appropriate medical care provider. 
 
Neither the VTPO nor the insurance carrier will be liable for the payment of workers’ 
compensation benefits for injuries that occur during an employee’s voluntary participation in any 
off-duty recreational, social or athletic activity sponsored by the VTPO. 
 
Y. MOVING EXPENSE REIMBURSEMENT 
 
At the discretion of the Executive Director, moving expenses incurred by a duly appointed 
eligible staff member shall be reimbursed by the VTPO up to, but not exceeding $1000.  The 
VTPO Board may authorize an additional amount for the top management position of the 
agency.  Only full-time, salaried professional employees hired to fill a management level 
position are eligible for moving expense reimbursement. 
 
For specific information regarding the terms and extent of moving expense reimbursement, 
please contact the Chief Financial Officer. 
 
Employees must request moving expense reimbursement for specific items in advance of the 
date the expenses are incurred.  The VTPO will reimburse expenses only if the employee has 
received advance approval, incurs reasonable expenses and submits satisfactory proof of the 
expense within 30 calendar days of the date the expense was incurred. 
 
The VTPO extends moving expense benefits in an effort to contribute to the success of every 
employee relocation.  However, if an employee separates from VTPO services within one year 
of the relocation, the amount of relocation reimbursement will be considered only a loan.  
Accordingly, the employee will be asked to reimburse 100% of the moving expense 
reimbursement. 
 
SECTION 7 EMPLOYEE EVALUATION AND DISCIPLINE 

A. PERFORMANCE EVALUATION 
 
Supervisors and employees are strongly encouraged to discuss job performance and goals on 
an informal, day-to-day basis.  Formal performance evaluations are conducted prior to the 
completion of an employee’s initial period in any new position.  This period, known as the 
introductory period, allows the supervisor and the employee to discuss the job responsibilities, 
standards and performance requirements of the new position.  Additional formal performance 
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evaluations are conducted to provide both supervisors and employees the opportunity to 
discuss job tasks, identify and correct weaknesses, encourage and recognize strengths and 
discuss positive, purposeful approaches for meeting goals. 
 
Performance evaluations will be conducted annually, during the month of May. In any area 
where an employee is rated below a fully satisfactory level, the Executive Director will identify a 
correction action plan to be followed by the employee and a review will be conducted every six 
months until performance improves to at least the fully satisfactory level.  The existence of a 
performance improvement plan does not preclude the VTPO or the Executive Director from 
taking disciplinary action, up to or including termination. 
 
The purpose of the performance review is to evaluate and improve the employee’s performance 
so that the individual and organization goals and objectives may be achieved.  Performance 
reviews may provide crucial information for various personnel decisions such as merit pay 
increases, commendations, discipline or termination.   
 
Merit-based pay adjustments are awarded by the VTPO in an effort to recognize truly superior 
employee performance.  The decision to award such an adjustment is dependent upon 
numerous factors, including the information documented by this formal performance evaluation 
process.  These adjustments are awarded at the discretion of the Executive Director. 
 

B. PROBLEM RESOLUTION 
 
The VTPO is committed to providing the best possible working conditions for its employees.  
Part of this commitment is encouraging an open and honest atmosphere in which any problem, 
complaint, suggestion or question receives a timely response from the VTPO Executive 
Director. 
 
The VTPO strives to ensure fair and honest treatment of all employees.  Managers and 
employees are expected to treat each other with mutual respect.  Employees are encouraged to 
offer positive and constructive criticism. 
 
If an employee disagrees with the established rules of conduct, policies or practices, they can 
express their concern to the VTPO Executive Director.  No employee will be penalized, formally 
or informally, for voicing a complaint with the VTPO in a reasonable, business-like manner. 
 
Not every problem can be resolved to everyone’s total satisfaction, but only through 
understanding and the discussion of mutual problems can employees and management develop 
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confidence in each other.  This confidence is important to the operation of an efficient and 
harmonious work environment. 
 
All employees shall have the right at any time to secure consideration of any grievance 
regarding any disciplinary action taken by the VTPO which affects the substantial interest of the 
employee, except however, probationary employees who cannot appeal their dismissal.  The 
submission of a grievance by an employee shall in no way adversely affect the employee or his 
employment with the VTPO. 
 
1. The aggrieved employee shall have the right and the duty to first personally bring his 

grievance orally or in writing to the attention of the Executive Director within five calendar 
days from the date the incident occurred. 

 
2. If the Executive Director is unavailable, or the complaint involves actions of the 

Executive Director, the employee shall present the problem in writing to the Chief 
Financial Officer within five calendar days after the incident has occurred. 

 
3. The Executive Director (or Chief Financial Officer) shall review the written 

complaint and conduct any investigation necessary to establish the facts.  The 
Executive Director (or Chief Financial Officer) shall inform the employee of the 
results of the investigation and any attempt to resolve the matter within five 
calendar days of receipt of the written complaint, and shall place a copy of the 
written complaint and the response in the employee’s file. 

 
4. If the employee is not satisfied with the results of this informal dispute resolution 

procedure, the employee may, within five working days from the date of receipt of the 
response from the Executive Director (or Chief Financial Officer), apply in writing to the 
Board Chairman to request a public hearing of the grievance at a regular or special 
meeting of the VTPO Board.   Where permissible by law, this hearing shall be conducted 
in a closed session.  The VTPO Board’s action shall be considered final. 

 

C. DISCIPLINARY ACTION 
 
The purpose of this policy is to state the VTPO’s position on administering equitable and 
consistent discipline for unsatisfactory conduct in the workplace.  The best disciplinary measure 
is the one that does not have to be enforced and comes from good leadership and fair 
supervision at all employment levels. 
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The VTPO’s own best interest lies in ensuring fair treatment of all employees and in making 
certain that disciplinary actions are prompt, uniform and impartial.  The major purpose of any 
disciplinary action is to correct the problem, prevent recurrence and prepare the employee for 
satisfactory service in the future. 
 
Although employment with the VTPO is based on mutual consent and both the employee and 
the VTPO have the right to terminate employment at will, with or without cause or advance 
notice, the VTPO may use progressive discipline at its discretion. 
 
The disciplinary actions which the Executive Director is authorized to impose consist of the 
following: 
 

• Oral reprimand 
• Written reprimand 
• Change in assignment 
• Reduction in pay 
• Demotion 
• Suspension 
• Discharge 

 
The actions are not necessarily sequential, and the Executive Director may take any action 
without prior notice or warning, depending on the nature of the conduct of the employee.  
Whenever practical, and where warranted, the VTPO Executive Director will ensure that an 
appropriate disciplinary investigation is conducted to reasonably ascertain the facts related to a 
particular alleged violation by the employee that warrants disciplinary action.  The failure to 
complete a disciplinary action will not prohibit the VTPO from taking disciplinary action, up to 
and including termination, if in the determination of the Executive Director, that one is not 
warranted and/or more immediate action is required. 
 
Again, notwithstanding the procedures contained herein, employment with the VTPO is at the 
mutual consent of the VTPO and the employee, and either party may terminate that relationship 
at any time, with or without cause, and with or without advance notice. 
 
SECTION 8 EMPLOYMENT TERMINATION 
 
A. DEFINITIONS 
 
Below are examples of some of the most common circumstances under which employment is 
terminated: 
 
• RESIGNATION – voluntary employment termination initiated by an employee 
 



VOLUSIA TRANSPORTATION PLANNING ORGANIZATION 
Human Resources Program Development Final Report 
 

Matrix Consulting Group   Page 67 
 

• DISCHARGE – involuntary termination initiated by the organization 
 
• LAYOFF - involuntary employment termination initiated by the organization for non-

disciplinary reasons 
 
• RETIREMENT – voluntary employment termination initiated by the employee meeting age, 

length of service and any other criteria for retirement from the organization 
 
Since employment with the VTPO is based on mutual consent, both the employee and the 
VTPO have the right to terminate employment at will, with or without cause at any time.  
Employee benefits will be affected by employment termination in the following manner:  all 
accrued, vested benefits that are due and payable at termination will be paid.  Some benefits 
may be continued at the employee’s expense if the employee so chooses.  The employee will 
be notified in writing of the benefits that may be continued and of the terms, conditions and 
limitations of such continuance. 
 

B. RETURN OF PROPERTY 

Employees are responsible for the return of all property, materials and/or written information 
issued to them or in their possession or control.  Employees must return all property 
immediately upon request or upon termination of employment.  Where permitted by applicable 
laws, the VTPO may withhold from the employee’s paycheck, the cost of any items that are not 
returned when requested.  The VTPO may also take all action deemed appropriate to recover or 
protect its property. 
 

C. RESIGNATION 

Resignation is a voluntary act initiated by the employee to terminate employment with the 
VTPO.  Although advance notice is not required, the VTPO requests at least two weeks written 
resignation notice from all employees. 
 
If an employee does not provide advance notice as requested, the employee will be considered 
ineligible for rehire. 
 

D. EXIT INTERVIEWS 

The Executive Director, or his designee, will conduct an exit interview will all employees prior to 
their separation of employment with the VTPO to determine issues related to the nature of the 
separation (including reason), suitability of policies and procedures of the VTPO, 
appropriateness of the supervision provided during employment, and other information that may 
be useful for the VTPO to determine relative to its employment practices. 
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SECTION 9 MISCELLANEOUS 
 
A. SOLICITATION 
 
In the interest of maintaining a proper business and preventing interference of work and 
inconvenience to others, employees may not distribute literature or printed materials of any kind, 
sell merchandise, solicit financial contributions or solicit for any other cause during regular 
working hours.  Employees who are not on working time (e.g., those on lunch hour or break) 
may not solicit employees who are on working time for any cause or distribute literature of any 
kind to them.  Furthermore, employees may not distribute literature or printed material of any 
kind in working areas at any time.   
 
In addition, the posting of written solicitations on VTPO bulletin boards is prohibited.  These 
bulletin boards display important information and employees should consult them frequently for: 

• Required State and Federal Postings 
• Internal Policy Memoranda 
• Job Openings 
• Benefits Information 
• Announcements Pertaining to Organization Structure or Change 
• Official Agency Functions 

 
No announcements or other information shall be posted on the VTPO bulletin boards unless 
specifically approved by the Chief Financial Officer. 
 
B. VISITORS IN THE WORKPLACE 
 
To provide for the safety and security of employees and the facilities, only authorized visitors 
are allowed in the workplace.  Restricting unauthorized visitors helps maintain safety standards, 
protects against theft, ensures safety of equipment, protects confidential information, 
safeguards employee welfare and avoids potential distractions and disturbances. 
 
All visitors should enter through the VTPO main entrance.  Authorized visitors will receive 
directions or be escorted to their destination.  Employees are responsible for the conduct and 
safety of their visitors.  Any authorized person who becomes disruptive to the organization may 
be asked to leave by the Executive Director of the VTPO in consultation of the supervisor of the 
staff member who has authorized the visitor.  If an unauthorized individual is observed on the 
VTPO’s premises, employees should immediately notify their supervisor, or, if necessary, direct 
the individual to the main entrance.   
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C. GIFTS AND GRATUITIES 

VTPO staff members are not permitted to accept gifts, gratuities or loans from organizations, 
business concerns or individuals with whom they have official business relationships.  These 
limitations are not intended to prohibit acceptance of articles of negligible value which are 
distributed generally, or to prohibit staff members from obtaining loans from regular lending 
institutions.  It is particularly important that all staff members guard against relationships which 
might be construed as evidence of favoritism, coercion, unfair advantage or collusion. 

D. POLITICAL ACTIVITY. 

All VTPO employees are prohibited, to the fullest extent permissible by law, from engaging in 
any political activity: (1) while at work for the VTPO; (2) utilizing the resources (phone, fax, 
computer, office supplies, etc.) of the VTPO; (3) while identifying themselves as an employee of 
the VTPO or as representing the VTPO. 

Nothing prohibits employees from otherwise participating in, contributing to or supporting any 
specific candidate or political party. 
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SECTION 11 EMPLOYEE ACKNOWLEDGEMENT FORM 
 
The personnel handbook describes important information about the VTPO, and I understand 
that I should consult the Executive Director regarding any questions not answered in the 
handbook.  I have entered into my employment relationship with the VTPO voluntarily and 
acknowledge that there is no specified length of employment.  Accordingly, either the VTPO or I 
can terminate my employment at will, with or without reason or notice, at any time.  The 
handbook is neither a contract of employment, nor a legal document. 
 
Since the information, policies and benefits described here are necessarily subject to change, I 
acknowledge that revisions to the handbook may occur, except to the VTPO's policy of 
employment-at-will.  All such revisions are within the VTPO’s sole discretion and will be 
communicated through official notices.  I understand that revised information may supersede, 
modify or eliminate existing policies.  Only the VTPO Board has the ability to adopt any 
revisions to the policies in this handbook. 
 
I have received the handbook, and I understand that it is my responsibility to read and comply 
with the policies contained in this handbook and any revisions made to it. 
 
 
 
___________________________________        ________________  
EMPLOYEE SIGNATURE                           DATE 
 
_______________________________________ 
EMPLOYEE NAME (TYPED OR PRINTED) 



 

 

 

 

 

 

 

 

APPENDIX A -  
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APPENDIX A - EMPLOYEE SURVEY RESULTS 
 

The results of the employee survey conducted to solicit staff input into issues 

related to Human Resources are summarized below. 

 
1 of 7

VTPO Employee Survey 

1. Please indicate your level of agreement with the following statements.

 
Strongly 

Agree
Agree

No 
Opinion

Disagree
Strongly 
Disagree

Rating 
Average

Response 
Count

1. The recruitment and selection 
processes are conducted in a 

timely manner.
14.3% (1) 57.1% (4) 0.0% (0) 28.6% (2) 0.0% (0) 2.43 7

2. The recruitment and selection 
processes are designed to attract 

highly qualified candidates.
28.6% (2) 42.9% (3) 14.3% (1) 14.3% (1) 0.0% (0) 2.14 7

3. The VTPO is seen as an 
"employer of first choice". 28.6% (2) 28.6% (2) 14.3% (1) 14.3% (1) 14.3% (1) 2.57 7

4. Good candidates are identified 
from non-traditional sources (e.g., 

internet) when necessary.
28.6% (2) 28.6% (2) 0.0% (0) 42.9% (3) 0.0% (0) 2.57 7

5. The current compensation 
system is internally equitable and 

effectively reflects the worth of 
each classification.

0.0% (0) 0.0% (0) 28.6% (2) 28.6% (2) 42.9% (3) 4.14 7

6. The salary plan rewards and 
motivates individuals.

0.0% (0) 14.3% (1) 28.6% (2) 14.3% (1) 42.9% (3) 3.86 7

7. Managers effectively utilize the 
performance evaluation system to 
provide feedback on performance 

to employees.

0.0% (0) 14.3% (1) 28.6% (2) 28.6% (2) 28.6% (2) 3.71 7

8. The performance appraisal 
system clearly defines job 

expectations and performance 
criteria for employees.

0.0% (0) 28.6% (2) 14.3% (1) 28.6% (2) 28.6% (2) 3.57 7

9. The performance appraisal 
processes is conducted in a timely 

manner (i.e. - before or near the 
employee's evaluation date).

0.0% (0) 14.3% (1) 14.3% (1) 28.6% (2) 42.9% (3) 4.00 7

10. Employees are well informed 
regarding their benefit choices and 

options.
42.9% (3) 14.3% (1) 0.0% (0) 28.6% (2) 14.3% (1) 2.57 7
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2 of 7

11. Staff are available and 
accessible to answer benefit 

questions.
57.1% (4) 0.0% (0) 0.0% (0) 42.9% (3) 0.0% (0) 2.29 7

12. Human Resources policies are 
published and clearly 

communicated.
28.6% (2) 28.6% (2) 0.0% (0) 42.9% (3) 0.0% (0) 2.57 7

13. Employee handbooks are 
provided to all employees and 

cover the most commonly asked 
questions about human resource 

procedures, benefits, and 
conditions of employment.

28.6% (2) 57.1% (4) 14.3% (1) 0.0% (0) 0.0% (0) 1.86 7

14. The employee orientation 
program is effective.

14.3% (1) 28.6% (2) 14.3% (1) 28.6% (2) 14.3% (1) 3.00 7

15. Individuals handling human 
resources functions are accessible 
to employees that feel the need to 

discuss work issues outside the 
chain of command or to answer 

personnel / benefit questions.

42.9% (3) 14.3% (1) 0.0% (0) 28.6% (2) 14.3% (1) 2.57 7

16. Individuals assigned to Human 
Resources functions are helpful 

and accessible in handling 
questions about human resources 

policies and procedures.

42.9% (3) 14.3% (1) 0.0% (0) 28.6% (2) 14.3% (1) 2.57 7

17. Human Resources policies and 
procedures serve as helpful 
guidelines for making good 

decisions.

14.3% (1) 28.6% (2) 42.9% (3) 0.0% (0) 14.3% (1) 2.71 7

18. Affirmative action laws and 
regulations are well communicated 

and explained.
0.0% (0) 28.6% (2) 42.9% (3) 28.6% (2) 0.0% (0) 3.00 7

19. Employees receive sufficient 
training in equal employment and 

harassment-free workplace issues.
14.3% (1) 28.6% (2) 0.0% (0) 57.1% (4) 0.0% (0) 3.00 7

20. Employees receive sufficient 
training in compliance and 

enforcement of workplace rules.
14.3% (1) 28.6% (2) 0.0% (0) 42.9% (3) 14.3% (1) 3.14 7

21. The Organization's training and 
development programs meet my 

department's needs.
14.3% (1) 28.6% (2) 14.3% (1) 42.9% (3) 0.0% (0) 2.86 7
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22. The training provided to VTPO 
employees is well related to the 

organization's goals.
14.3% (1) 42.9% (3) 14.3% (1) 28.6% (2) 0.0% (0) 2.57 7

23. Available training opportunities 
are well communicated to all 

employees.
14.3% (1) 42.9% (3) 0.0% (0) 42.9% (3) 0.0% (0) 2.71 7

 answered question 7

 skipped question 0
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2. Please indicate your level of agreement with the following statements. Please consider 
the existing instrument that is utilized when answering these questions. In essence, these 
questions focus on what is currently in place.

 
Strongly 

Agree
Agree

No 
Opinion

Disagree
Strongly 
Disagree

Rating 
Average

Response 
Count

1. The performance evaluation 
process provides sufficient 

information regarding my 
performance level.

0.0% (0) 28.6% (2) 14.3% (1) 28.6% (2) 28.6% (2) 3.57 7

2. The performance evaluation 
process established realistic and 

defined goals for the coming year 
(i.e. - I know what is expected of 

me).

0.0% (0) 14.3% (1) 28.6% (2) 28.6% (2) 28.6% (2) 3.71 7

3. The performance evaluation 
process includes input / feedback 

regarding areas of improvement 
that are needed.

0.0% (0) 28.6% (2) 28.6% (2) 14.3% (1) 28.6% (2) 3.43 7

4. The performance evaluation 
process focuses on training 
opportunities / needs for the 

coming year.

0.0% (0) 0.0% (0) 28.6% (2) 42.9% (3) 28.6% (2) 4.00 7

5. My performance evaluation is 
conducted in a timely manner.

0.0% (0) 14.3% (1) 14.3% (1) 28.6% (2) 42.9% (3) 4.00 7

6. Overall, the performance 
evaluation process is effectively 

utilized to provide feedback to 
employees.

0.0% (0) 14.3% (1) 14.3% (1) 42.9% (3) 28.6% (2) 3.86 7

7. The performance evaluation tool 
effectively links my individual 

performance and contributions to 
the overall goals / objectives of the 

VTPO.

0.0% (0) 14.3% (1) 14.3% (1) 42.9% (3) 28.6% (2) 3.86 7

 answered question 7

 skipped question 0
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3. Please indicate your level of agreement with the following statements. These statements 
are related to potential changes in the performance evaluation process / instrument. This 
set of questions relate to what you think is important in a new performance evaluation 
process / tool.

 
Strongly 

Agree
Agree

No 
Opinion

Disagree
Strongly 
Disagree

Rating 
Average

Response 
Count

1. The performance evaluation 
process should include feedback 

from my peers.
14.3% (1) 71.4% (5) 14.3% (1) 0.0% (0) 0.0% (0) 2.00 7

2. The performance evaluation 
process should be conducted more 

frequently than annually (i.e. - 
formal annual evaluation and six 

month progress evaluation).

0.0% (0) 28.6% (2) 0.0% (0) 71.4% (5) 0.0% (0) 3.43 7

3. The performance evaluation 
process should more clearly link 

my performance to the 
accomplishment of the VTPO's 

overall goals and objectives.

14.3% (1) 57.1% (4) 28.6% (2) 0.0% (0) 0.0% (0) 2.14 7

4. A greater tie between 
performance and pay should be 

implemented.
14.3% (1) 71.4% (5) 0.0% (0) 14.3% (1) 0.0% (0) 2.14 7

5. The performance evaluation 
process should provide a clear 

training and skills enhancement 
component for the coming year for 

my position.

28.6% (2) 57.1% (4) 14.3% (1) 0.0% (0) 0.0% (0) 1.86 7

6. The performance evaluation tool 
should include narrative feedback, 
in addition to numerical ratings, to 
provide additional detail regarding 

my specific performance.

42.9% (3) 57.1% (4) 0.0% (0) 0.0% (0) 0.0% (0) 1.57 7

 answered question 7

 skipped question 0
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 In addition, staff were asked a series of open-ended questions and allowed to 

provide narrative responses.  The questions and responses received are summarized 

below.  The project team utilized this feedback, in addition to what was received through 

personal interviews and group meetings, in developing recommendations as part of this 

engagement, especially for changes to the employee performance program and 

evaluation tool. 

Question 4:  From your perspective, what are the most important changes that should be 
made in the performance evaluation process or performance evaluation form? 
 
1.  Regular performance evaluations. 
2.  The evaluation should be more customized for a particular job, and be performed once a 

year. 
3.  On time and fair considering budget schedule. Ex. They should not be done by 

anniversary date. They should be completed at the same time each year for all employees 
and budget cycle should coincide. This way no one misses a raise due to evaluations that 
are completed late. 

4.  Better linked to compensation - reward for performance 
5.  They should be completed regardless of the opportunity for a pay increase. Evals should 

be structured to prevent upward creep.  All personnel should have "buy-in" on the process 
- it should be meaningful. 

6.  To actually have one - The process should be well thought out and helpful to the 
employee - one that rewards those who go above and beyond expectations and lays out a 
plan for the coming year. 

 
 
Question 5:  Please use the following space to provide any additional feedback regarding 
performance evaluation (process or form) that you would like to provide to the project 
team. 
 
1.  None 
2.  Should have evaluations for management staff with input from employees 
3.  Performance evals should be tools for improving performance, which means they should 

include areas where development is needed.  Anonymous peer input should be truthful 
with the intent of helping someone improve their performance. 

4.  Pretty sure my answers to the above questions say it all! 
 
 
 
 
 
 
 



VOLUSIA TRANSPORTATION PLANNING ORGANIZATION 
Human Resources Program Development Final Report 
 

Matrix Consulting Group   Page 77 
 

Question 6:  If the VTPO could make only a few changes in the Human Resources area, 
what are the three most important areas to address? 
 
1.  More feedback on performance. 
2.  Salaries should be changed to meet the results of the salary survey. 
3.  We really do not have a HR department. 
4.  A meaningful performance management plan must implemented 
5.  Having someone who is efficient, knowledgeable and has the time to dedicate to the job 
6.  Link performance to compensation. 
7.  The evaluation process needs to be redesigned. 
8.  Implement evaluations in a way to help professional development 
9.  Assignment of responsibilities should be clear and responsibility to become the "go to" 

resource should be understood (i.e. an employee shouldn't just be handed a phone 
number and sent about their way). 

10. Performance appraisals 
11. Access to more training opportunities. 
12. Staff manual & polies need to be updated. 
13. All employees should have equal benefits including retirement/pension. Percentages of 

salary should be a fixed amount and not driven by FRS changes. Employees should not 
be penalized if FRS goes down and FRS employees should not have decreased 
percentages because state changes the plans. A set amount like10 percent should be 
applied across the board. There are IRA or other instruments that the employer can setup 
to offset the inequity. The Principal plan should NOT be decreased to be inline with FRS, 
as that changes either. That is not fair to all employees. 

14. Workplace rules and standards should be made clear and followed through (i.e. meeting 
deadlines, working off-site, etc.) 

15. Job expectations 
 
Question 7:  What is the one most significant Human Resources function / service / 
policy that impedes effective performance by personnel? 
 
1.  Lack of clear performance expectations. 
2.  Position of the TPO Board not to make salary adjustments according to the salary study. 
3.  Motivation 
4.  Compensation policies/practices don't adequately reward effective performance 
5.  Lack of direction, clarity and assignment of responsibilities.  Where does the buck stop? 

 
Question 8:  Are there any additional comments that you would like to share with the 
project team regarding the human resources services provided by VTPO? 
 
1.  The results of this study should be adopted by the TPO Board and not put on the shelf. 
2.  The TPO is unique in that most of the employees have decided to work here long term.  

That decision has been made because of the uniqueness of the organization and the 
benefits that have been in place. We all generally care for our coworkers and are a small 
group of people that care about our work.  It’s a good organization to work for and has 
potential to do better, like any organization it could use some refinements. 

3.  Leadership must be provided in order for any program to be effective.  The TPO could 
benefit from additional training or discussions about the purpose of the HR function, the 
benefits that come from a strong program and the pitfalls of a neglected program. 

 


