REVISED 04/19/05

PALM BEACH COUNTY ADMINISTRATIVE CODE

100.00 GENERAL PROVISIONS.

101.00 PURPOSE AND AUTHORITY. The County Charter provides that the
Administrative Code shall contain the rules of procedure adopted by the Board of County
Commissioners, the organization of the County departments, statements of established County
policy, and administrative regulations. The Charter also provides that the Administrative Code shall
include a personnel system based on the merit system principle and an affirmative action plan. The
purposes of this Administrative Code are to codify policies of the Board of County Commissioners,
to establish responsibilities for compliance, and to delegate authority for day-to-day operations of
the County. It shall be the duty of the County Administrator, the County Attorney, and the Internal
Auditor to insure that their employees are familiar with the requirements of these policies, to provide
appropriate training, and to promulgate additional policies and procedures in their areas of
responsibility which may be necessary to implement the provisions of this Administrative Code.

102.00 CONFLICT AND WAIVER. Ifany provision of the Administrative Code is found
to be in conflict with federal law, state law, or County Ordinance, the provisions of the federal law,
state law, or County ordinance shall prevail over the conflicting provision in the Administrative
Code, and the County Administrator shall recommend appropriate changes to the Administrative
Code to remove the conflict. Any waiver of the provisions of the Administrative Code requires an
affirmative vote of a majority of the members of the Board of County Commissioners. In the event
of a declared state of Local Emergency, the provisions of this Code shall be automatically waived,
and the County Administrator shall be empowered to take any and all actions authorized by Chapter
252, Florida Statutes, and Section 9-35 of the Palm Beach County Code of Ordinances.

103.00 AMENDMENTS TO THE ADMINISTRATIVE CODE. Changes to the
Administrative Code shall be by resolution approved by a majority of the members of the Board of
County Commissioners. The County Administrator shall be responsible for codifying in this
Administrative Code any future statements of policy by the Board of County Commissioners.

104.00 SEPARATION OF POWERS. Pursuant to the Charter, the County Attorney and
the Internal Auditor shall not report to the County Administrator, but shall be responsible only to the
Board of County Commissioners. Accordingly, and unless otherwise directed by the Board of
County Commissioners, the members of the Board of County Commissioners, the County Attorney,
the Internal Auditor, and their respective staffs shall not be subject to policies, procedures, reporting
requirements, approval processes, or other directives promulgated by the County Administrator.
However, the members of the Board of County Commissioners, the County Attorney, and the
Internal Auditor are encouraged to adopt the County Administrator's policies and procedures for their
respective offices for the sake of uniformity and efficiency.
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200.00 ORGANIZATION. The Charter provides that County department heads, with the exception
of the County Attorney and the Internal Auditor, shall be appointed by the County Administrator,
with the advice and consent of the Board of County Commissioners. The following departments and
separate offices under the authority of the County Administrator are hereby approved, and no
departments or separate offices may be added or deleted without approval of the Board of County
Commissioners.

200.01 DEPARTMENTS
200.0101 ADMINISTRATION
200.0102 PUBLIC AFFAIRS
200.0103 OFFICE OF FINANCIAL MANAGEMENT AND BUDGET
200.0104 ENGINEERING AND PUBLIC WORKS
200.0105 FACILITIES PLANNING DESIGN AND CONSTRUCTION
200.0106 PLANNING ZONING AND BUILDING
200.0107 PUBLIC SAFETY
200.0108 PARKS AND RECREATION
200.0109 LIBRARY
200.0110 COMMUNITY SERVICES
200.0111 COUNTY COOPERATIVE EXTENSION SERVICES
200.0112 AIRPORTS
200.0113 SURFACE TRANSPORTATION
200.0114 ENVIRONMENTAL RESOURCES MANAGEMENT
200.0115 EMPLOYEE RELATIONS AND PERSONNEL
200.0116 GENERAL SERVICES
200.0117 RISK MANAGEMENT
200.0118 FIRE-RESCUE
200.0119 WATER UTILITIES
200.0120 PURCHASING
200.0121 HOUSING AND COMMUNITY DEVELOPMENT
200.0122 INFORMATION SYSTEMS SERVICES

200.02 SEPARATE OFFICES
200.0201 CRIMINAL JUSTICE COMMISSION
200.0202 METROPOLITAN PLANNING ORGANIZATION
200.0203 OFFICE OF EQUAL OPPORTUNITY
200.0204 TOURIST DEVELOPMENT
200.0205 M/WBE

201.00 SUBORGANIZATIONS. The County Administrator is hereby authorized to

organize departments into divisions, sections, or other suborganization elements which may be
necessary to efficiently and effectively manage County government functions.
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202.00 MISSIONS AND GOALS. The missions and goals of the various departments and
offices of County government shall be provided to the Board of County Commissioners for review
as part of the annual budget process.

300.00 FISCAL POLICIES AND REGULATIONS.

301.00 GENERAL. The County's official financial records shall be maintained in the
Finance Department of the Clerk of the Board of County Commissioners (Finance Department).
Transactions shall be recorded in accordance with the laws of the State of Florida and Generally
Accepted Accounting Principles (GAAP). Departments which maintain separate or subsidiary
accounting records shall reconcile their records to the official accounting records on a regular basis.

302.00 FIDUCIARY RESPONSIBILITY. All County employees have a fiduciary
responsibility to the citizens of Palm Beach County to safeguard the County's assets. The County
Administrator shall establish sufficient controls to protect public funds and property from theft,
damage, misuse, or other potential loss.

303.00 STATUTORY COMPLIANCE. It shall be the duty of the County Administrator
to insure that employees are aware of and comply with the provisions of federal laws and Florida
Statutes. The County Administrator shall assign responsibility for monitoring changes in the law
and for developing or amending Countywide procedures to effect compliance.

304.00 BUDGETS. The County's budget shall conform to the requirements of Chapter 129,
Florida Statutes.

304.01 BUDGET CHANGE AUTHORITY. Budget changes other than those
required by statute to be approved by the Board of County Commissioners may be approved by the
County Administrator or the County Administrator's designee.

304.02 BUDGETED RESERVES. An analysis of all reserve accounts in excess
of $50,000 shall be reported quarterly to the members of the Board of County Commissioners. This
requirement shall not be applicable to debt service reserves, reserves for balances forward, or
reserves for donations. The analysis shall indicate the purpose of the reserve, changes in the reserve
since the last report, and any anticipated use of the reserved funds. Future projects to be funded by
each reserve must be separately identified in the report.

304.03 CAPITAL BUDGETING. The County Administrator shall insure that
adequate systems are provided to accumulate the costs of constructing or improving tangible fixed
assets. Capital project budget and accounting data shall be maintained and reported on an inception-
to-date and year-to-date basis.
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304.031 PROJECT INITIATION. The County Administrator shall establish such
review policies and procedures of capital project requests as may be required to determine project
feasibility and to prioritize projects for submission to the Board of County Commissioners as part
of the annual budget process.

304.032 FUNDING FROM MULTIPLE SOURCES. Capital projects funded from
more than one source shall be budgeted and accounted for in a manner which gives the greatest
flexibility to the Board of County Commissioners in prioritizing projects. For such projects, funding
sources having the most restrictions, such as impact fees and grants, shall be budgeted and expended
first; ad valorem funding shall be budgeted and expended last.

304.033 PROJECT CLOSEOUT. The County Administrator shall insure that
completed projects are closed out on a timely basis.

304.034 CAPITAL EXPENDITURES. Capital expenditures for machinery,
equipment, land, buildings, or other fixed assets which are not project-related shall be governed by
the accounting requirements of Florida Statutes and subject to normal budgetary controls and
guidelines.

304.04 DEBT SERVICE BUDGETS. Debt service payments due on October 1 of
any year shall be budgeted and expended in the fiscal year immediately preceding the October 1st
payment date.

305.00 EXPENDITURES.

305.01 COUNTY PURPOSE AND AUTHORITY. All expenditures shall be for
a County purpose. The use of County funds, equipment, supplies, or staff time for personal,
political, or other non-County purposes is prohibited. All purchases of goods or services shall
conform to the requirements of the County's Purchasing Ordinance.

305.02 ADVANCE PAYMENTS. In general, payments in advance are prohibited.
Advance payments preclude the required pre-audit process and subject the County to risk of loss in
the event that the goods or services are not subsequently received. Exceptions to this prohibition
include lease payments, art work, professional memberships, employee travel advances,
subscriptions, trade show registrations, and any other expenses deemed necessary for County
business.

305.03 PETTY CASH AND CHANGE FUNDS. The County Administrator, or the
County Administrator's designee, is hereby authorized to establish and dissolve petty cash and
change funds of up to $1,000, approve change of custodians, and increase single purchase limits up
to $50. Petty cash (up to $100) may also be used in connection with the employee recognition
program. The County Administrator shall establish appropriate Countywide procedures for
administering these funds including provisions for safeguarding the funds and establishing
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responsibility in case of loss or shortage. In the event of an impending state of local emergency,
whether declared or undeclared, the limits imposed by this section shall not apply, and the County
Administrator may establish or increase petty cash funds in any amount deemed necessary under the
circumstances.

305.04 OUTSIDE ATTORNEY SERVICES. The use of special counsel shall be
limited to assistance to the County on matters requiring special expertise or the inability to
undertake, or to continue, the representation in a case because of a shortage of resources. Special
counsel shall not be used to provide general legal advice that the County Attorney's staff could
otherwise provide, within the normal parameters of work reasonably expected of County employees.
A Request for Proposal (RFP) procedure shall be utilized by the County Attorney's Office to select
and hire special counsel, provided, however, that such procedure need not be utilized when the
County Attorney determines that an emergency situation exists or that required special counsel is
sole-source. Special counsel contracts must include a not-to-exceed dollar provision, exclusive of
costs, and must be approved by the Board of County Commissioners if the not-to-exceed amount is
greater than $50,000.

305.05 OUTSIDE COUNSEL CONFLICT OF INTEREST. Outside counsel for
Palm Beach County who wish to represent clients whose interests are adverse to Palm Beach County
may obtain the consent of the County if the lawyer's responsibility or relationship to the County will
not be affected. The County Administrator and the County Attorney are authorized to consent to
such representation on behalf of Palm Beach County. If the County Administrator and the County
Attorney do not agree that consent should be given in a particular situation, then the matter may be
brought to the Board of County Commissioners for its consideration and determination.

305.06 REFRESHMENTS AND AWARDS. Expenditures for refreshments,
meals, and awards for volunteers, employees, and guests for meetings, training, orientation, or
special events shall be in accordance with Ordinance 86-19, as amended.

305.07 PAYMENTS TO DELEGATE AGENCIES. Non-profitagencies seeking
County assistance (delegate agencies) must be chartered or registered with the Florida Department
of State, have been incorporated for at least one agency fiscal year and have provided services for
at least six months. County assistance shall not exceed 25% of the agency's total operating budget.
If approved for funding, a formal agreement shall be executed, and payment will be made by
reimbursement of documented expenses. The County Administrator shall establish additional
procedures to clearly describe the application, prioritization, approval, contracting, payment, audit,
and monitoring requirements.

305.08 SETTLEMENT OF CLAIMS AGAINST THE COUNTY. The County
Administrator shall establish policies and procedures for settling and paying claims by or against the
County. The County Administrator, or such designee, with the concurrence of the County Attorney's
Office, may authorize the settlement of claims in an amount of Fifty-thousand Dollars ($50,000) or
less, without approval of the Board of County Commissioners.
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305.08.1 SETTLEMENT OF EMINENT DOMAIN CASES. The County
Administrator shall establish policies and procedures for settling and paying eminent domain cases,
including condemnation cases, by and against the County. The County Administrator, or designee,
with the concurrence of the County Attorney’s Office, may authorize settlement of these claims in
an amount of $250,000 or less without approval of the Board of County Commissioners.

305.09 TRAVEL AND MILEAGE. All travel and mileage shall conform to the
requirements of Section 112.061, Florida Statutes. The County Administrator shall promulgate
additional policies and procedures to control travel costs and to provide for travel advances and
reimbursement, required approvals, and documentation requirements.

305.10 INTERVIEW EXPENSES. Applicants for positions with salary ranges
equal to Pay Grade 46 or higher and who reside more than 100 miles from West Palm Beach may
be reimbursed for travel expenses for interviews. Costs will be reimbursed in accordance with
existing travel policies.

305.11 MOVING EXPENSES. New employees selected for positions with salary
ranges equal to Pay Grade 46 or higher may be reimbursed up to 75% of their moving expenses, not
to exceed $3,500. Payment approval by the Board of County Commissioners is not required.
Employees receiving reimbursement for moving expenses who, for any reason other than layoff,
terminate within one year of employment must reimburse the full amount of the moving expenses
paid by the County.

305.12 AUTO ALLOWANCE. It is the policy of the Board of County
Commissioners to provide a salary supplement in lieu of a 24-hour vehicle assignment to full-time
employees eligible for this benefit. A monthly auto allowance not to exceed $550 may be paid to
each County Commissioner, one Administrative Assistant in each Commissioner District, and
contractual employees of the Board if included in their employment agreements. The County
Administrator is authorized to designate eligible employees to be granted a monthly auto allowance
in an amount not to exceed $550. Other County employees currently receiving a monthly auto
allowance under the provisions of Countywide PPM CW-F-008 may continue to receive their current
allowance until vacating their positions. Subsequent employees in those positions and any employee
in an “acting” capacity will not be eligible to receive the auto allowance. Persons receiving the auto
allowance are not eligible for mileage reimbursement except for travel in the performance of official
duties to locations outside of Palm Beach County. Reimbursement for out-of-county travel shall be
credited for the entire mileage of that trip in accordance with Section 112.061, Florida Statutes.
Persons receiving the auto allowance may also be reimbursed for the reasonable cost of a rental
vehicle for official duty travel to a location outside of Palm Beach County, after showing that such
rental vehicle expense is less than the cost of air travel to the same location.

305.13 CONTINUING PROFESSIONAL DEVELOPMENT. The Board of

County Commissioners encourages employees to seek and maintain professional certifications
relative to their employment. Within budgetary constraints, the County may pay the cost of seminars,
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courses, and other activities which provide credit toward maintaining such certifications. Courses
with subject matter not directly related to the employee's County duties may be paid by the County
provided that certification credit is earned.

305.14 OVERNIGHT AND SUBPOOL VEHICLES. The County Administrator
shall establish criteria for the assignment of overnight and subpool vehicles and develop procedures
for monitoring their usage.

305.15 SEVERANCE PAYMENTS. The County Administrator may authorize
severance pay for up to 90 days to terminating employees considering length of employment and
other relevant factors in the particular circumstances. Unless otherwise authorized by the County's
Merit Rules, bargaining contracts, Court Order, or contractual agreements, no severance pay beyond
90 days nor any extension of employee benefits shall be provided to terminating employees without
the approval of the Board of County Commissioners.

305.16 DIRECT PAYMENTS BY FINANCE. The County Administrator shall
establish policies and procedures authorizing the Finance Department to make payments for goods
and services exempt from the Purchasing Ordinance.

306.00 REVENUE.

306.01 SAFEGUARDING AND DEPOSIT. It is the responsibility of each
department or office which handles County funds to properly safeguard the funds and insure timely
deposit.

306.02 BILLINGS FOR COUNTY SERVICES. The County Administrator shall
establish written policies and procedures for determining the amount to be charged for County
services provided to other departments, other governmental agencies, or other entities. Such
procedures shall require that the services be billed and that the resulting receivables are properly
recorded in the County's official accounting records. The department initiating the billing shall take
follow-up action to insure that the revenue represented by the billing is collected.

306.03 WARRANTY CLAIMS. The County Administrator shall establish
procedures to insure that the County receives the benefit of all warranties or other guarantees
provided by vendors or contractors.

306.04 DONATIONS. The County Administrator or designee is hereby authorized
to accept donations on behalf of the County. For donations restricted to a particular purpose,
appropriate accounts or other procedures shall be established in order to demonstrate compliance
with the restrictions.

306.05S REVENUE-PRODUCING CONTRACTS AND ORDINANCES.
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The County Administrator shall establish policies and procedures for the development and
administration of contracts or ordinances which provide revenue to the County.

306.06 CLAIMS FOR DAMAGE TO COUNTY PROPERTY. The County
Administrator, with the concurrence of the County Attorney's Office, shall establish policies and
procedures for settling claims for damage to County property. Procedures shall include provisions
for recording any receivables on the County's accounting system.

306.07 WRITE-OFF OF ACCOUNTS RECEIVABLES. Appropriate accounting
entries may be made to record a provision for bad debt expense associated with accounts receivable
which are determined to be uncollectible. However, the receivables shall not be removed from the
County's records until efforts to collect have been exhausted and approval is obtained from the Board
of County Commissioners. The County Administrator shall promulgate procedures to establish
criteria for an annual write-off and to provide for aging and follow-up, including the use of collection
agencies.

307.00 CONTRACTS. The County Administrator shall establish policies and procedures
for the development, review, and administration of contracts. Such policies and procedures shall fix
accountability for insuring compliance with contract terms.

307.01 CONTRACT EXECUTION. Unless delegated by separate Board policies,
resolutions, or ordinances, County staff has no authority to execute contracts on behalf of the County
or otherwise obligate the County in any manner.

307.02 BUDGET SUFFICIENCY. Except for contracts related to time (such as
leases), sufficient appropriations must be available at the time of execution to encumber the entire
contract amount. Contracts providing for automatic renewal at the end of the initial term must
include a clause stating that the renewal is subject to available funding at the time of renewal.

307.03 CONSTRUCTION CHANGE ORDERS. The approval of routine change
orders with a cumulative value of $100,000 or less is hereby delegated to the County Administrator.
This authority may be further delegated within limits specified in writing by the County
Administrator to a designated committee or department heads. All such approved change orders
must be reported monthly to the Board of County Commissioners.

308.00 COUNTY ASSETS. The County Administrator shall establish procedures for
tagging and accounting for fixed assets in accordance with State law and the Rules of the Auditor
General. The County Administrator shall also establish a Surplus Asset Program to dispose of
obsolete, non-functional, unusable, or scrap assets. In accordance with State law, no fixed assets
shall be removed from the County's records unless approved by the Board of County Commissioners.
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308.01 PROPERTY INSURANCE. The County Administrator shall establish an
insurance program to protect the County's assets in case of physical loss. Property insurance other
than that provided through self-insurance funding shall be procured through competitive bidding.

308.02 THEFT POLICY. Thefts of County property shall be reported to the local
law enforcement agency, the County Administrator or designee, and the Internal Auditor's Office.
Members of the Board of County Commissioners shall also be informed if the theft loss is greater
than $500 in the case of cash and $2,500 for other property.

308.03 INVENTORY OF PARTS AND SUPPLIES. Departments with inventories
of materials and supplies having an average total value of $10,000 or more shall establish appropriate
inventory records and conduct a physical inventory at least annually.

309.00 GRANTS. All grant applications requiring a County match must be approved by the
Board of County Commissioners. In the event of an emergency, grant applications requiring Board
approval may be signed by the Chair of the County Commission and submitted by the County
Administrator, or designee, prior to Board approval provided, however, that the Board of County
Commissioners shall ratify such application at the first subsequent Board meeting. In the event of
the absence or unavailability of the Chair, the Vice-Chair may sign the grant application. In the
event of the absence or unavailability of the Chair and Vice-Chair, any Commissioner may sign the
grant application when time is of the essence. Grant awards (contracts) may be approved and
executed by the County Administrator or designee provided that the amount is less than $100,000,
approval by the Board is not required by the grantor, and the contract does not require a local match
larger than previously approved in the grant application. The County Administrator shall establish
policies and procedures relating to grant applications, accounting, indirect costs, Single Audit
requirements, and Rules of the Auditor General. The Board of County Commissioners must approve
the payback of grant funds if the amount being returned exceeds $5,000. Any unused local match
funds shall be returned to the fund from which they originated. A copy of all grant audits and
monitoring reports shall be provided to OFMB and the Internal Auditor's Office.

310.00 INTERNAL AUDITS. The functions and responsibilities of the Internal Auditor
shall be governed by Resolution R-87-1226, as amended. Corrective action to internal audits is the
responsibility of the audited agency. The Internal Auditor shall conduct appropriate follow-up
reviews or re-audits to insure that corrective action has been taken.

311.00 FINANCIAL REPORTING.

311.01 INTERIM REPORTS. The County Administrator shall provide a quarterly
financial report to the members of the Board of County Commissioners within 45 days of the end
of each quarter. This report shall summarize financial and performance data for the preceding

quarter. It shall also include detailed information on the status of all capital projects estimated to
cost $500,000 or more.
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311.02 MANAGEMENT LETTER. The County Administrator shall provide a
report on the status of corrective action to the external auditors' Management Letter to the members
of the Audit Committee and to the members of the Board of County Commissioners no later than
six months after receipt of the Management Letter.

311.03 TRUST FUNDS. The establishment of any trust fund requires the approval
of the Board of County Commissioners by resolution or ordinance, which shall clearly describe the
receipts to be deposited and their authorized uses. The County Administrator shall provide financial
information for each trust fund to the members of the Board at least annually.

311.04 YEAR-END. Departments and offices under the control of the Board of
County Commissioners shall respond to year-end information requests from the Finance Department
within the time frames established by the Finance Department in order to close the accounting
records in an orderly and timely manner.

312.00 REFUNDING OF LONG-TERM DEBT. No consideration will be given to
refunding long-term debt unless the net present value savings to be realized is 5% or greater.

313.00 FORMS. In order to insure consistency, prevent duplication, and strengthen controls,
any forms designed for interdepartmental use or for use outside County government must be
reviewed and approved by the County Administrator or designee.

314.00 INTERNAL SERVICE AND ENTERPRISE FUNDS. The County Administrator
is hereby authorized to establish internal service funds or enterprise funds without further approval
of the Board of County Commissioners. The transfer of any initial cash or other capital from other
funds to the newly established fund must be approved by the Board of County Commissioners and
will be treated as a loan to the new fund unless otherwise approved by the Board.

315.00 TOURIST DEVELOPMENT. Tourist Development activities and expenditures
shall be in accordance with all County policies and procedures except where they may conflict with
Section 125.0104, Florida Statutes, in which case the Statute shall apply. The County Administrator
shall establish procedures regulating and limiting entertainment expenses to an appropriate amount.

316.00 LAW ENFORCEMENT TRUST FUND. All transaction activity within the
County's Law Enforcement Trust Fund (LETF) shall comply with the requirements of Sections
895.09 and 932.704, Florida Statutes. Expenditures from the fund must be appropriated to the
Sheriff by the Board of County Commissioners. LETF expenditures which have been appropriated
and drawn but not incurred must be returned to the Board as year-end surplus in accordance with
Chapter 30, Florida Statutes. Re-appropriation must be requested in the new year for lapsed or
unexpended appropriations.
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400.00 GENERAL POLICIES AND REGULATIONS.

401.00 PRIVATE ACTIVITY BONDS. The County Attorney's Office shall be responsible
for coordinating applications for Industrial Development and other Private Activity Bonds.

402.00 M/WBE. The Board of County Commissioners is committed to ensuring full and
equitable participation by minority/ women business enterprises (M/WBE's) in the provision of
goods and services to the County. The objective is to increase the use of M/WBE's to a level
comparable to the availability of M/WBE's which are capable of providing goods and services to the
County. The County shall take all necessary, reasonable, and legal action to prevent discrimination,
to ensure that all businesses, including M/WBE's, are afforded the maximum opportunity to
participate in the County's competitive purchasing process and to establish a record-keeping
procedure whereby the County can monitor the participation of minorities and women in its
competitive purchasing process. The County Administrator shall ensure that all employees involved
in the procurement process are familiar with the requirements of Ordinance 93-28 and shall issue any
additional procedures which may be necessary to ensure compliance with its provisions and intent.

403.00 COMPUTER SECURITY. Itis the policy of the Board of County Commissioners
that electronic passwords be used to maintain the integrity of the County's accounting system, all
subsystems, and any off-line computer systems which record financial transactions. The person
using the password must actually be the person authorized to complete the transaction.

404.00 ADDITIONAL AUTHORITY OF THE COUNTY ADMINISTRATOR. The
County Administrator, or designee, is hereby authorized to sign right-of-way permit applications,
to apply for and consent to all development approvals for County projects, to execute testing lab
contracts in amounts up to $10,000, to execute utility relocation agreements for utilities in the
County right-of-way, to designate speed limits on County roads and to install traffic lights in
accordance with Florida Department of Transportation (FDOT) standards and Florida Statutes, to
accept right-of-way warranty deeds and to authorize payment when consideration for such deeds is
at or below appraised value, and to execute release of surety upon completion of the project and the
expiration of the one-year warranty period.

405.00 RECORDS MANAGEMENT. The County Administrator shall establish a Records
Management program to insure that the filing, storage, and destruction of public records is in
compliance with State statutes. Departments having confidential records exempt from public
disclosure shall establish written procedures to insure that required confidentiality is maintained.

406.00 PERFORMANCE MEASURES. The County Administrator shall establish
appropriate workload and performance measures for all departments, which shall be included in the
information provided during the annual budget process. Actual workload and performance shall be
reported quarterly to the members of the Board of County Commissioners. Documentation of actual
workload and performance measures shall be maintained and be subject to periodic audit.
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407.00 ADJUSTMENT OF SALARY RANGES. The County Administrator may approve
adjustments to the salary ranges of existing personnel classifications based on a review of the
personnel market and similar positions in the private and public sector. The County Administrator
may also approve adjustments to salary ranges based on cost of living or other across-the-board
increases.

408.00 LAYOFFS. The County Administrator shall establish policies and procedures to
provide for employee layoffs in the event that positions are eliminated and employees cannot be
placed in other available positions.

409.00 NEW OR TRANSFERRED POSITIONS. The County Administrator may fill any
new positions authorized in the budget process and may transfer positions between departments.
Any new positions which exceed the total personnel complement as authorized in the approved
budget must be approved by the Board of County Commissioners.

410.00 SOUND WALLS AND EARTHEN BERM. Where no additional right-of-way is
necessary to accomplish multi-laning, there shall be no expenditures relating to areas outside the
right-of-way limits and no construction of any berm, sound walls, and other such barriers within the
right-of-way. An exception may be made for the purpose of reimbursing residential property owners
for installation of landscape buffers as provided in Policy Number EN-14. Where additional right-
of-way must be acquired to accommodate highway widening, consideration shall be given to
retention walls, placement of fence and wall materials, and modification of other private property
items which may be needed to mitigate the taking by government. Nothing herein is intended to
preclude or conflict with the appropriate application of either highway design standards or temporary
construction easements.

411.00 DISPLAY OF FLAGS. In all County-owned buildings and on all County-owned
property, as deemed appropriate by the County Administrator, the United States flag and the State
of Florida flag shall be prominently displayed on such property and in such buildings upon a suitable
flagstaff so that such flags are visible to all members of the public utilizing such facilities and such
property. Flags shall be placed in such manner and such locations and at such times as are in
accordance with federal and state laws governing these flags. Where such flags are determined by
the County Administrator to be appropriately attached as fixtures to such building and property, such
shall be done so that they may be permanently displayed for all members of the public to honor in
the patriotic tradition that these flags have served this nation and this state so well throughout our
history.

412.00 COMMISSION REPRESENTATION ON BOARDS. Ifthere is a formal Board
directive or position on a specific issue, each Commissioner appointee, serving as a representative
of the Board of County Commissioners on a board or commission, should represent the Board’s
position. Absent a formal Board directive or position, or when Commissioners are not serving as
an appointed representative of the Board of County Commissioners, Commissioners are free to
represent their positions as they deem appropriate.

Page 12 of 13



500.00 RULES OF PROCEDURE. The County's Rules of Procedure as previously approved by
the Board of County Commissioners on January 12, 1993, are hereby included in this Administrative
Code by reference. Future revisions to the County's Rules of Procedure shall be in the form of an
amendment to the Administrative Code and approved in accordance with Section 103.00 herein.

600.00 MERIT RULES. The County's Merit System Rules as previously adopted by the Board of
County Commissioners on October 5, 1993, and subsequent amendments thereto, are hereby
included in this Administrative Code by reference. Future revisions to the County's Merit System
Rules shall be in the form of an amendment to the Administrative Code and approved in accordance
with Section 103.00 herein.

700.00 AFFIRMATIVE ACTION PLAN. The County's Affirmative Action Plan as previously
adopted by the Board of County Commissioners on December 6, 1994, is hereby included in this
Administrative Code by reference. Future revisions to the County's Affirmative Action Plan shall
be in the form of an Amendment to the Administrative Code and approved in accordance with
Section 103.00 herein.
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