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Supervisor Nicholle Palmer
Supervisor Fredrick Levatte
District Manager Meritus Districts Rick Reidt
District Attorney Straley Robin Vericker Vanessa Steinerts
District Engineer Stantec (Interim) Tonja Stewart

All cellular phones and pagers must be turned off while in the meeting room

The meeting will begin at 6:00 p.m. Following the Call to Order, the public has the opportunity to comment on posted
agenda items during the second section called Public Comments on Agenda Items. Each individual is limited to three
(3) minutes for such comment. The Board is not required to take action at this time, but will consider the comments
presented as the agenda progresses. The third section is called Business Items. This section contains items for approval
by the District Board of Supervisors that may require discussion, motions, and votes on an item-by-item basis. If any
member of the audience would like to speak on one of the business items, they will need to register with the District
Administrator prior to the presentation of that agenda item. Agendas can be reviewed by contacting the Manager’s
office at (813) 873-7300 at least seven days in advance of the scheduled meeting. Requests to place items on the
agenda must be submitted in writing with an explanation to the District Manager at least fourteen (14) days prior to the
date of the meeting. The fourth section is called Consent Agenda. The Consent Agenda section contains items that
require the review and approval of the District Board of Supervisors as a normal course of business. The fifth section is
called Vendor/Staff Reports. This section allows the District Administrator, Engineer, and Attorney to update the
Board of Supervisors on any pending issues that are being researched for Board action. The sixth section is called
Supervisor Requests. This is the section in which the Supervisors may request Staff to prepare certain items in an
effort to meet the District’s needs. The final section is called Audience Questions, Comments and Discussion
Forum. This portion of the agenda is where individuals may comment on matters that concern the District. The Board
of Supervisors or Staff is not obligated to provide a response until sufficient time for research or action is warranted.

Pursuant to provisions of the Americans with Disabilities Act, any person requiring special accommodations to
participate in this meeting is asked to advise the District Office at (813) 873-7300, at least 48 hours before the meeting.
If you are hearing or speech impaired, please contact the Florida Relay Service at 7-1-1, who can aid you in contacting
the District Office.

Any person who decides to appeal any decision made by the Board with respect to any matter considered at the meeting
is advised that this same person will need a record of the proceedings and that accordingly, the person may need to
ensure that a verbatim record of the proceedings is made, including the testimony and evidence upon which the appeal
is to be based.

Agendas can be reviewed by contacting the Manager’s office at (813) 873-7300 at least seven days in advance of the
scheduled meeting. Requests to place items on the agenda must be submitted in writing with an explanation to the
District Manager at least fourteen (14) days prior to the date of the meeting.



Carlton Lakes Community Development District
Dear Board Members:

The Regular Meeting of the Board of Supervisors of the Carlton Lakes Community Development District will be held
on Thursday, April 07, 2022 at 6:00 p.m. at the Carlton Lakes Clubhouse located at 11404 Carlton Fields Drive,
Riverview, FL 33579. Please let us know 24 hours before the meeting if you wish to call in for the meeting. Following
is the agenda for the meeting:

Call In Number: 1-866-906-9330 Access Code: 4863181#

1. PLEDGE OF ALLEGIANCE
2. CALL TO ORDER/ROLL CALL
3. PUBLIC COMMENT ON AGENDA ITEMS
4, VENDOR/STAFF REPORTS
A. District Counsel

i Discussion on Personnel Manual. .. ......coove oo e e e e Tab 01
B. District Engineer
(R B TS o YT To T PP PP Tab 02

i. Community Inspection Report
5. BUSINESS ITEMS

A. Discussion 0N LandsCape CONCEPLS. ... . eutire i iet et e et ee et e e et e e e e e e e e e Tab 03
B. Discussion on Pine Lake Options for IMProvements..........o.vuiirie v e e e e Tab 04
C. Discussion on Fish Stocking Proposal............coovii i e Tab 05
D. Discussion on Aquatic Plant Installation Proposal............ccoviiiiii i e Tab 06
E. Discussion on Barricade Installation Proposal..............cooviuieiiiniiiiie e Tab 07
F. Discussion on Fountain Installation Proposal..............oooeiiiiie i e e, Tab 08
G. General Matters of the District
6. CONSENT AGENDA

A. Consideration of Minutes of the Board of Supervisors Meeting March 03, 2022...............ccccvenu.ee. Tab 09
B. Consideration of Operation and Maintenance Expenditures February 2022.........c...ccoocevovnvinnnnne. Tab 10
C. Review of Financial Statements Month Ending February 28, 2022..........c.cccooiieiiiiivciiicieeee, Tab 11

7. BOARD OF SUPERVISORS REQUESTS AND COMMENTS
8. AUDIENCE QUESTIONS, COMMENTS AND DISCUSSION FORUM
9. ADJOURNMENT

We look forward to speaking with you at the meeting. In the meantime, if you have any questions, please do not
hesitate to call us at (813) 873-7300.

Sincerely,

Rick Reidt,
District Manager
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Welcome to CARLTON LAKES CDD

The following pages contain information regarding many of the policies and
procedures of CARLTON LAKES CDD. These policies are a condition of
employment. Labor relation laws require that all employers maintain a written
policy that is applied non-discriminately to all employees.

If you have questions or need assistance reviewing this document please
contact:

Meritus Corp. or Operations Manager
For life threatening emergencies call 911.

For facility emergencies call:

Carlton Lakes CDD — Operations Manager 813-[ ]

Rick Reidt, District Manager — Cell. 813-[ ]
Meritus Corp. 813-873-7300

Meritus Corp. Emergency Services Phone [800-644-5674
correct?]

Disclaimer

This handbook is intended only to outline the employment policies, procedures
and benefits of CARLTON LAKES CDD. This manual is not intended to be all-
inclusive and should not be considered to be an employment contract. The
Board of Supervisors of CARLTON LAKES CDD reserves the right to change
employment policies, procedures, benefits or this manual at any time.
Employees will be notified of any policy changes, additions or deletions. Said
changes will immediately become a part of this manual.

Introduction

Mission Statement

To provide quality services to residents and their guests. To treat our
residents, their guests and co-workers in a kind and friendly manner. To be a
positive influence in the community.

Career Opportunities

It is our desire to see each and every employee achieve their highest
potential. We will do our best to provide the opportunity and offer training,
education and guidance whenever possible. See your immediate supervisor if
you have questions.

Open Door Policy

It is our objective to provide a work environment free from elements that would
deter you from doing your best work. All concerns may be expressed through
our open door policy. Management at CARLTON LAKES CDD maintains this
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open door policy to discuss any issues you may have. Feel free to express
yourself about work related or personal matters. We welcome your input.

If you feel you have been discriminated against in any way you are
encouraged to express concern through this open door policy.

Code of Conduct

Employees of CARLTON LAKES CDD are to conduct themselves in a
responsible, professional and ethical manner. You must report unethical or
dishonest behavior to your immediate supervisor.

Reported activities will be investigated by appropriate CARLTON LAKES CDD
management team members. The management team will determine
appropriate means for proper resolution. Employees found to be conducting
themselves in an unethical manner may be subject to appropriate disciplinary
action, including termination.

Employment

Equal Opportunity Employment

Employees are hired based solely on CARLTON LAKES CDD’s personnel
requirements and the qualifications of each individual candidate.

We do not tolerate nor condone discrimination due to age, race, color, religion,
sex, national origin or disability. We will comply with the spirit and letter of all
local, state and federal laws pertaining to employment. Furthermore, we do
not discriminate due to age, race, color, religion, sex, national origin or
disability when making decisions regarding termination of employees.

Any questions or concerns regarding any aspect of this policy should be
directed to the District Manager.

Employment Eligibility
Federal law requires both new employees and re-hires to provide

documentation of eligibility to work in the United States plus proper identity. A
properly submitted form I-9 is required for employment.

Familial Employment

CARLTON LAKES CDD does allow family members and relatives of
employees to be considered for employment, provided they are qualified for
the position and no other conflicts of interest exist. Hiring decisions will be the
exclusive responsibility of the District Manager.

Criminal Convictions

Criminal convictions are taken seriously at CARLTON LAKES CDD. We
reserve the right to disqualify any applicant for employment that has been
convicted of a criminal offense.

Furthermore, conviction of a crime may result in an automatic termination.
CARLTON LAKES CDD will make every effort to evaluate the nature and
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circumstances of the conviction. With the safety and well being of co-workers
at stake, convicted employees may be subject to appropriate disciplinary
action, including termination.

Violence

Threats of violence and acts of violence are strictly prohibited. Employees
threatening or committing acts of violence will be terminated. Report any such
activity to your immediate supervisor or the District Manager.

Weapons

Weapons and firearms, as defined by Florida Statutes Chapter 790.001, are
generally defined as guns (firearms), knives and other objects which would do
serious bodily harm to another when used as such. CARLTON LAKES CDD
shall deem any such object a “weapon” for the purpose of enforcing of this
policy.

Pursuant to Florida Statutes Chapter 790, the possession of a weapon is
prohibited at CARLTON LAKES CDD Board of Supervisor meetings and
CARLTON LAKES CDD property while on duty performing CDD business at
any location. Any employee on duty or on CDD premises in possession of a
weapon will be subject to appropriate disciplinary action, including termination.
Report any weapon possession to your immediate supervisor. Appropriately
licensed private security and sworn law enforcement officers hired by the CDD
for off-duty security services are exempt from this policy.

Alcohol, Drugs & lllegal Substance Abuse

Possession of alcohol, illegal drugs or other illegal substances is not permitted
on CDD property, or while on duty in the employment of CARLTON LAKES
CDD. Furthermore, employees are not permitted to report for duty while under
the influence of alcohol, illegal drugs or other illegal substances. Employees
failing to adhere strictly to this policy will be subject to disciplinary action,
including termination. Report any suspicious activity to your immediate
supervisor.

Sexual and Other Unlawful Harassment
CARLTON LAKES CDD'’s objective is to provide a working environment free
from discrimination and conduct commonly referred to as sexual harassment.

The E.E.O.C. (Equal Employment Opportunity Commission) has provided a
broad definition of sexual harassment. It is general in nature and may not
always be clear when evaluating everyday situations.

“Unwelcome sexual advances, requests for sexual favors, and other verbal or
physical conduct of a sexual nature constitute sexual harassment when

1. submission to such conduct is made either explicitly or implicitly a term
or condition of an individual's employment,

2. submission to or rejection of such conduct by an individual is used as a
basis for employment decisions affecting such individual, or
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3. such conduct has the purpose or effect of unreasonably interfering with
an individual's work performance or creating an intimidating, hostile, or
offensive working environment.”

Sexual harassment refers to behavior inappropriate in the workplace because
it is offensive, unwelcome behavior which would not occur but for the sex of
the offended person. Both sexual harassment, and accusations of sexual
harassment, is disruptive to the work environment.

If you or a co-worker experiences what you believe to be sexual harassment
or accusations of sexual harassment, report it promptly to your immediate
supervisor or the District Manager. CARLTON LAKES CDD will investigate
any employee, regardless of job position when such allegations are made.
Based on available information, CARLTON LAKES CDD will take appropriate
action and communicate on a need-to-know basis.

Appropriate disciplinary action, including termination will be taken against any
individual for sexual harassment charges determined to be valid.

Employment Classifications:

There are three (3) classifications of employees. These classifications are as
follows:

Regular full time
Regular part-time (Non-exempt)
Temporary /Seasonal (Non-exempt)

A regular full time employee is any employee who works a normal (32 hours)
work week on a regularly scheduled basis.

A regular part-time (Non-exempt) employee is any employee who works less
than a normal work week, either on a regularly scheduled basis or on an
irregular basis.

Temporary / Seasonal — an employee hired for a period not exceeding three
months and who is not entitled to regular benefits. An extension of a
temporary work classification for an additional three-month period, or less may
be granted, if upon review by management, the assignment is clearly found to
be necessary. A temporary employee may be full-time or part-time. If
addition to the use of this classification for secretarial or clerical positions, it
applies to students working part-time and those who work during the summer.

All employees are classified as exempt and non-exempt according to the
following definitions:

Salaried Exempt - Positions of managerial, administrative or professional
nature or for outside positions as proscribed by federal and state labor
statutes, which are exempt from mandatory overtime payment and which
includes temporary employees.

Salaried Non-exempt — Positions of a clerical, technical or service nature, as
defined by statutes which are covered by provisions for overtime payments.
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We adhere to the Fair Labor Standards act (FLSA) as set for governmental
employees.

Position descriptions are available from the Manager/District Manager as part
of the Standard Operation Procedures for the District. The items included in
each position description are the following:

1. Job identification:

2. Job qualifications;

3. Assigned responsibilities or duties;
4. Supervisor.

Position descriptions are used to determine employee selection, job
requirements, performance appraisals, organizational structure, and relative
worth of jobs in relation to each other. District management annually reviews
all District positions to ensure equity and consistency in our human resource
system.

Employment Evaluation

All employees of the District will participate in a performance review with their
supervisor/manager based on the following schedule:

1. Once a year or during the month of October.

2. As often as is warranted by the job situation and the employee’s
performance.

The performance review will be completed in writing by the Manager/District
Manager. The employee is encouraged to share in the review process by
adding written comments to the evaluation form.

The employee is also encouraged to do the following:
1. Inquire about his or her performance from time to time;
2. Accept additional responsibilities and show initiative;

3. Review opportunities for advancement within the job department or job
classification;

4. Ask for assistance in developing a goal-oriented path for advancement
within the department or district;

5. Learn about training available to assist the employee in skills improvement,
promoter, or lateral transfer

The Supervisor/Manager will determine if a merit increase is warranted at the
time of performance review. It is the District policy to reward employees with
merit increases in salary for dedication in their work, extra effort, and better-
than-average performance. Management does not award merit increases on
an automatic basis or at any preset interval. Merit increase recommendations
must be approved by the next level of management and submitted in writing to
the Human Resources or personnel department. (These increases may be up
to but not surpass the budget adopted by the board of supervisors each year.)
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All approved merit increases will be effective the first pay period following the
performance review in October or as determined by management.

Personnel File

CARLTON LAKES CDD maintains a personnel file for each employee. Files
are maintained by the District Manager and are subject to public disclosure
pursuant to the Florida Statutes Chapter 119, Public Records. Employees
may review their personnel file at any time by submitting a request to the
District Manager. These files are considered a public record and the property
of CARLTON LAKES CDD, no documents may be altered or removed by the
employee. Copies of documents in the personnel file are available pursuant
to state law and applicable polices and procedures for the copying of public
records.
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Policies & Procedures

Chain Of Command

The Chain of Command for the CARLTON LAKES CDD is as follows; all
employees report to the Operations Manager, the Operations Manager reports
to the District Manager. The District Manager reports to the Board of
Supervisors.

Following is an illustration of the Chain of Command:

CDD Board of Supervisors

District Manager |

L Operations Manager

Assistant Manager

Facility Monitor

L | Maintenance/Facility Monitor
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Attendance

Punctual attendance is mandatory for efficient job performance. In
cases of absence for any reason notify your immediate supervisor
as soon as reasonably possible. Poor attendance, absence
without notification or habitual tardiness will be subject to
appropriate disciplinary action, including termination.

Parking

CARLTON LAKES CDD employees are required to park in the designated
employee parking area, if any. All other parking is reserved for visitors,
residents and their guests.

Work Schedule Requirements

With variations in work load based on demand from our residents, it is our
responsibility to meet critical deadlines, sometimes with little notice. As a
result, you may be required to work overtime be it pre-planned or
spontaneous. Overtime is mandatory when required; it is a condition of
employment. For eligible employees, overtime hours shall be compensated
as provided herein.

Salaried employees are expected to adhere to established work hours;
additionally salaried employees acknowledge their duties will require them at
times to be available outside of these established hours (i.e. board meetings,
maintenance emergencies).

Staff Meetings

Group meetings of several employees as well as meetings of all employees
are occasionally scheduled. Every effort is made to schedule these meetings
during the hours worked by the vast majority of employees. Written naotification
for mandatory meetings will be distributed in advance. All employees are
required to attend, when requested, even if it is not during their scheduled
work hours.

Bulletin Boards

Bulletin boards placed erected and in place at the Club House display official
notices and announcements for employees to review. It is the responsibility of
each employee to review the bulletin boards several times per week to be
aware of information posted.

Suggestions

CARLTON LAKES CDD always encourages employees to submit
suggestions, comments or new ideas which may benefit the CDD or working
conditions. All suggestions must be submitted in writing to the District
Manager, whom shall review and consider the suggestion. A suggestion that
requires the amendment or modification of a policy or procedure adopted and
approved by the Board of supervisors shall be submitted to the Board at the
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next regularly scheduled session. All submissions are considered a public
record subject to disclosure pursuant to state law.

This policy does not replace or supersede Florida Statute 112.3187, the
Whistle Blower Act. Employees may utilize the state procedure or internal
procedure for the filing of a complaint. A complaint may be submitted in,
person, writing or telephone to the District Manager. The District Manager
shall document or receive any such complaint and direct the employee to the
appropriate grievance procedure.  The District Manager's referral is not
deemed advice, endorsement or approval of the subject matter. Employees
are required to know and understand the respective procedure they are
invoking. It is anticipated that there may be incidents where the employee
may not be willing to submit or openly come forward with a complaint directly
to the District Manager, in which case the employee should utilize the state
procedure.

Time Sheets

All employees are required to turn in time sheets on a bi-weekly basis
reflecting hours worked unless authorized to be exempt, as with supervisory
and management personnel. For vacation, leave or holidays, time sheets must
be turned in accounting for these days/hours.

Carlton Lakes is equipped with an electronic key card reader system. All
employees are given an individual key card. All employees are required to
swipe (register) their card on the system when they arrive at work, when they
exit work for the day, when they start their paid or non-paid lunch break, when
they end their paid or non-paid lunch break.

Lunch Break

All employees are required to take a lunch break based on current Federal
and Florida laws. Schedules may vary from employee to employee based on
work schedule and from one department to another. It is the responsibility of
your immediate supervisor to establish your lunch break schedule.

Breaks

It is in the best interest of our employees and CARLTON LAKES CDD to
provide a few breaks from work throughout the work day. It is the
responsibility of your immediate supervisor to establish your break schedule.

Workplace Dress Code

CARLTON LAKES CDD provides uniform shirts to employees who are facility
monitors and/or maintenance. This provides for a consistent professional
appearance and provides for the easy identification of employees by residents
and vendors. This attire should be worn at all times while working. Employees
must be considerate of the CDD’s image as well as your image with residents
and your co-workers. Office and Management staff must maintain a
professional business casual appearance. All employee attire must be
properly fitting, clean and present a professional appearance at all times.
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Medical Attention

CARLTON LAKES CDD requires employees to notify a supervisor when
medical attention is required for any reason, accident or illness.

Compensation

Compensation rates are established by the Board of Supervisors. Annual
standard cost of living raise increases, merit raise increases and bonus
awards shall be established by management based on the annual budget
approved by the Board of Supervisors. Cost of living raises, when approved,
shall go into effect on the first day of the fiscal year. The District Manager or
supervisor designee shall conduct a written annual performance evaluation of
each employee as provided below and may award a merit raise increase in
compliance with the approved policy. Any merit or performance based
increase beyond approved policy limits requires approval from the Board of
Supervisors. Employment is based on an as-needed basis. Employees are
not guaranteed tenure or retirement benefits.

Overtime

Hours of work performed by hourly employees, over 40 hours in any seven
day period, qualify for payment at a rate of 150% of the employee’s regular
hourly pay. All overtime must be approved in advance by your immediate
supervisor to qualify.

All hours during a work week that are calculated in the total for overtime must
be hours actually worked.

Exempt employees are exempt from mandatory overtime payments.
Non-exempt employees are not exempt from mandatory over time.

Managers are encouraged to recognize necessary exempt overtime by
allowing compensatory time off to be taken at a time and under conditions
mutually agreed upon. This must first be approved between the Exempt
employee and his or her manager.

Wage and Salary Disclosure

Compensation schedules are public information subject to disclosure pursuant
to the public records law.

Payroll Schedules

Employees are paid every two weeks, 26 times annually. Regardless of shift
schedule, the work week begins Monday and ends Sunday. Payday is every
other Friday. In the event payday falls on a holiday, paychecks will be
distributed before the holiday. The District provides the opportunity and
encourages participation in direct deposit.

Paycheck

Payroll checks shall be distributed on payday as established in the Payroll
Schedule section of this handbook. Federal, state and any other required
taxes will be withheld from wages as will any voluntary deductions.
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Payroll Deductions for Federal Tax, State Tax, FICA and Medicare

As required by law, CARLTON LAKES CDD withholds taxes from employee
earnings, as well as social security (FICA) and Medicare.

IRA’s - Individual Retirement Accounts

CARLTON LAKES CDD encourages employees to plan for retirement. IRA
saving programs offers the employee advantages for retirement as well as tax
savings at the time of purchase. Contact the District Manager for details and
information regarding automatic payroll deductions.

Working Away From the Office

Electronic media opens the door to new opportunities for working away from
the office. As a general rule we discourage this practice. However, there may
be certain and specific circumstances where doing so could benefit both the
employee and CARLTON LAKES CDD.

If you wish to consider this option discuss it with your immediate supervisor. If
the supervisor concurs, they will request authorization from the District
Manager. Monitoring procedures may be put in place during the off-site
working arrangement. All arrangements for such activities are considered
temporary and may be terminated without notice.

Performance & Evaluation Reviews

Annual performance and evaluation reviews will outline the competencies you
need to perform your job functions successfully. Your contributions to your
department and CARLTON LAKES CDD are also reviewed and documented.
Your supervisor will discuss job requirements for your duties and identify your
specific skills. Together you will establish plans for your growth and
development. All performance reviews will become a permanent part of your
personnel file.

Reimbursement of Expenses

Expenses to be reimbursed by CARLTON LAKES CDD must be approved in
writing prior to expenditure. To receive reimbursement you must furnish the
District Manager with two items: receipts for all expenses (other than per diem
or mileage) and a properly completed expense form (available from your
immediate supervisor).

We appreciate your expenditures on behalf of CARLTON LAKES CDD and
will make every effort to reimburse you in a most timely fashion.

If you require an advance for expenses, see your immediate supervisor.

Reporting Personal Information Changes

Employees must notify the District Manager whenever there is a change in
their personal information on file with CARLTON LAKES CDD. This includes
address, phone number, income tax withholding information, emergency
contacts and if applicable.
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Ethics - Gifts, Entertainment & Meals

CARLTON LAKES CDD employees are subject to the current State of Florida
laws on Ethics for Employees and Elected Officials, which can be found at
Florida Statute Chapter 112 and adopted herein by reference.

Personal Property

CARLTON LAKES CDD is not responsible for personal property of employees
in facilities, vehicles or parking areas.

Personal Safety

At CARLTON LAKES CDD the safety of our employees is a top priority. We
will make every effort possible to ensure the safest working environment
possible. If you have suggestions or concerns discuss them with your
immediate supervisor or the District Manager. If you feel you are in danger
performing your job duties, stop working and report the hazard to your
immediate supervisor.

Food & Beverage

Without exception, food and beverage is strictly prohibited within immediate
proximity of any computers, servers, related hardware, application storage
areas or production equipment. In all other areas, employees should be
mindful of potential resident visitors within the work area. Meals should be
eaten in the specified dining or break area. Field operations staff is
encouraged to eat meals in safe and secure locations.

Smoking

Smoking is not allowed at CARLTON LAKES CDD facilities except in
designated area. While smoking, please be considerate of others. All smoking
materials must be extinguished properly and disposed of in appropriate
receptacles. Smoking is only allowed on authorized break periods.

CDD Property

Confidential Information Security

As a matter of course certain employees of CARLTON LAKES CDD will have
access to information and records exempt from the public records disclosure
requirement. This information includes, but is not limited to, employee social
security numbers, off-duty law enforcement personnel personal information
and security patrol information. It is a condition of employment that you not
disclose this information to third parties during or after employment.
Disclosure of CARLTON LAKES CDD protected information without express
written approval is prohibited. An employee that is unfamiliar with the
requirements of this policy should promptly contact their immediate supervisor
or District Manager.
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Facilities Security

It is the responsibility of all employees to make sure the facilities and work
areas are secure. Any employee entrusted with facility keys shall make certain
the facility is secure when that employee is the last to leave. See your
immediate supervisor if you will be left with this responsibility. This includes,
but is not limited to, turning off appropriate lights, closing and locking all doors
and windows and setting the security alarm, if applicable.

Report any potential security risks to your immediate supervisor.

Office Supplies, Postage & CDD Accounts

CARLTON LAKES CDD postage, postage systems, shipping accounts and
accounts with various vendors and suppliers are to be used for CDD business
purposes only. Improper use of these items may result in appropriate
disciplinary action, including termination.

CDD Vehicles

Use of CDD vehicles for personal purposes is prohibited. If you have been
assigned a CDD vehicle, it should be used strictly for CDD business and for
travel to and from CDD business locations and activities. Employees found to
be using CDD vehicles for personal use may be subject to appropriate
disciplinary action, including termination. Use of vehicles is allowed only after
being insured by the district and signing a vehicle use agreement.

CDD Equipment

CDD property, such as printers, copiers, computers and all production tools
are to be used for CARLTON LAKES CDD business purposes only. Use of
unauthorized equipment may result in appropriate disciplinary action, including
termination.

Your designated work area, desks and cabinets are not to be locked with
personal locks. If you need assistance securing CDD property see your
immediate supervisor.

Phone Systems, Voice Mail and Personal Calls
Telephone systems, equipment and operators are in place to provide business
services of the CDD. Employees are to limit the personal use of these items.

Long distance calls for personal use are prohibited.

Conservation

Conserving energy and resources is a priority at CARLTON LAKES CDD.
Employees are required to conserve power and water in all reasonable ways.

Computers and Related Equipment

CARLTON LAKES CDD provides employees access to computers, printers
and other equipment on an as-needed basis, to perform their job
requirements. This equipment is to be used exclusively for the business
activities of CARLTON LAKES CDD. Employees found to be using CDD
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computer equipment for personal use may be subject to appropriate
disciplinary action, including termination.

Employees are required to maintain their computers and related equipment in
good working order. If any of your equipment needs service, repair or
maintenance, notify your immediate supervisor.

Employees shall not use CDD systems to knowingly violate any city state or
federal laws.

Computer games and personal software may not be installed on CDD
equipment.

CDD equipment shall not be used to create or store personal information or
projects.

CDD equipment shall not be used to store or display images depicting
violence, sexually explicit material or are racially offensive material.

Software installed on CDD computers must be properly licensed and installed
at the direction of the computer systems supervisor.

Employees are not permitted to download any software (free or otherwise)
without express permission from the computer systems supervisor.

Internet

CDD computer systems, connected to the internet, are connected for business
purpose only. Accessing the internet for personal use is not permitted.
Accessing of pornography, viewing of offensive material and the use of CDD
computer system resources for personal activity (e.g. printing documents,
emails, posting on chat lines or websites to promote personal views or
opinions) is not permitted and may result in disciplinary action. Employees
are expressly prohibited from allowing any third party non-CDD employee to
use CDD provided computers or internet services.

Conducting CDD business on the internet must be done following all
guidelines and policies for conducting business in conventional settings.

Do not expect privacy on CDD computers. Each website visit, each email,
each chat and each file transfer, by every computer on the system may be
tracked and reviewed by the CARLTON LAKES CDD.

CARLTON LAKES CDD maintains the right to limit internet access.
CARLTON LAKES CDD emails and internet activity are public record.

While accessing the internet, employees should be fully aware of the global
reach of the media. Employees are required to maintain a high level of dignity
and be mindful that they represent CARLTON LAKES CDD to the world at
large while online.

For protection of CARLTON LAKES CDD’'s network and proprietary
information, security measures have been installed on the system. No
employee shall, under any circumstances, attempt to disable or circumvent
these security measures.
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E-Mail & Electronic Communication

CDD provided email is provided for business purposes only. All emails, sent
or received, are CDD records and as such, are accessible to appropriate staff
members and public review.

No anonymous emails can be sent from CDD systems. All employees are
required to identify themselves by name and email address.

Policy and Procedures

Additional policy and procedures of the district are outlined in the Standard
Operating procedures manual and through staff memos issued by the
Manager or District Managers.

Policies for Leave of Absence

Eligibility

Non-paid leave of absence is a benefit of working at CARLTON LAKES CDD.
To qualify for these leave of absence benefits the employee must be a full
time employee and have completed a minimum of ninety (90) days continuous
employment with CARLTON LAKES CDD. Full time employees are
employees who have been assigned a regular 40 hours per week work shift.
Employees scheduled for less than 40 hours weekly are not eligible.
CARLTON LAKES CDD reserves the right to, without notice; revise these
leave of absence policies.

If you have questions contact the District Manager.

Personal Leave of Absence

CARLTON LAKES CDD will make every reasonable effort to consider unpaid
personal leave of absence. Application for unpaid personal leave of absence
authorization must be submitted to the District Manager, whom will submit the
request to the Board of Supervisors at the next regularly scheduled meeting.
Many factors are considered when determining eligibility for personal leave of
absence and will be granted or denied solely at the discretion of CARLTON
LAKES CDD Board of Supervisors. When granted, the maximum allowable
period is 30 days per calendar year.

Family & Medical Leave

CARLTON LAKES CDD employees may be eligible to take leave as per the
terms of The Family and Medical Leave Act of 1993. Consult the District
Manager for details and notify your immediate supervisor if you choose to take
this unpaid leave of absence.

Jury Duty

Notify your immediate supervisor if you are summoned for jury duty. Time off
from work will be granted as necessary in compliance with applicable law.
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Military Duty

In accordance with requirements of law, CARLTON LAKES CDD will provide
military leave of absence and reinstatement for qualifying employees.
CARLTON LAKES CDD will provide eligible employees up to two weeks paid
leave for military leave of absence.

Severe Weather Closings

In the event the CDD must close for the day due to severe weather or
emergencies, the CDD will make every reasonable effort to notify you. Full
time and exempt employees will be paid for the day up to a maximum of three
days.

If weather conditions are so severe that you are unable to travel to work,
contact your immediate supervisor. Full Time and exempt Employees will be
paid for the day when these instances arise and travel restrictions can be
independently confirmed.

Worker's Compensation
State and federal law governs eligibility requirements.

Employees are required to report job-related injuries immediately. Failure to
comply could result in difficulty with the employee’s claim.

Report all accidents or injuries to your immediate supervisor.
Holidays
Holiday Schedule:

The following are the current District paid holidays for full time and
exempt employees, pursuant to Chapter 110.117, Florida Statutes, and
may be changed each year:

New Year's Eve (Y2 Day)
New Year’'s Day

Martin Luther King, Jr. Day
Memoarial Day
Independence Day
Labor Day

Veterans’ Day
Thanksgiving Day

Friday after Thanksgiving
Christmas Eve (1/2 Day)
Christmas Day

Floating Holiday

If any of these holidays falls on Saturday, the preceding Friday shall be
observed as the holiday. If any of these holidays falls on Sunday, the
following Monday will be observed as a holiday.

Non exempt part time employees do not receive holiday pay except as state
below:
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Carlton Lakes CDD is open 365 day a year. Non exempt part time employees
will be paid 150% of their normal pay when working the following Holidays.

New Years Day
Memorial Day
Independence Day
Labor Day
Thanksgiving Day
Christmas Day

Vacations

CARLTON LAKES CDD provides paid vacation time for all full time and
exempt employees. To qualify for vacation benefits a full time employee must
have completed one full year of continuous employment. Time is computed
based on their anniversary date. There is no carrying forward of unused
vacation time beyond 5 days to the next year. Salaried Exempt employees
paid vacation may be negotiated with the District Manager and vary from this
schedule.

Vacations Schedule:

1 to 2 years service 5 days Paid Vacation

3 to 5 years service 10 days Paid Vacation
6 to 10 years service 15 days Paid Vacation
11 to 20 years service 20 days Paid Vacation
Over 20 years service 25 days Paid Vacation

Additional non-paid vacation days may be considered in order to extend
vacations providing you acquire written approval from your immediate
supervisor. Workloads are considered when choosing to grant or deny these
requests. Paid CDD holidays which occur during your vacation are not
counted as vacation days

Non exempt part time employees having completed three years of
employment will be eligible to receive pro-rated hours of vacation based on
average weekly hours worked over the previous year.

3 to 5 years of continuous service - 5 Days of Average Hours worked daily
6 to 10 years of continuous service - 10 Days of Average Hours worked daily

There is no carry-over of vacation into the next year for Non exempt part time
employees. Vacation must be used. Vacation must be scheduled based on
workloads and will require approval of Manager/District Manager.

Non exempt part time employees are eligible for non-paid vacation days.
These non paid vacation days may be considered based on workloads and
will require the approval of the Manager/District Manager.

Sick Time Off
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CARLTON LAKES CDD provides paid sick time for all full time and exempt
employees. To qualify for paid sick time off benefits a full time or exempt
employee must have completed one full year of continuous employment. Time
is computed based on their anniversary date. There is no carrying forward of
unused sick time to the next year. Salaried Exempt employees paid Sick time
off may be negotiated with the District Manager and vary from this schedule

1 to 2 years service 5 days Paid Sick Time Off
3 to 5 years service 7 days Paid Sick Time Off
6 plus years service 10 days Paid Sick Time Off

Non-exempt employees will be allowed time off for sickness at no pay.
Excessive sick time over the above schedule may become a disciplinary
issue.

Every attempt should be made to notify Manager/District Manager of needed
sick time off at least 24 hours prior to scheduled time to work. However a
minimal notice of one hour prior to work scheduled start time is required.
Absence with no prior notice may be considered for disciplinary action.

Covid-19 Policy and Safety Protocols

CARLTON LAKES CDD is following guidance from federal, state and
local public health officials on how and when to exclude employees that
are diagnosed, sick or exposed to Covid-19. We must all act
responsibly to protect the health, well-being, and safety of our
employees, members and guests.

Employees should assess their health daily before coming to work and
throughout the day to determine if they have symptoms of Covid-19.
More information may be found on the CDC website at
https://www.cdc.gov/coronavirus/2019-nCoV/index.html

Employees with any of the following symptoms must stay home:
e Fever or chills

e New loss of taste or smell
e Vomiting

Employees who recently develop two or more of the following
symptoms should consult with their supervisor about coming to work or
remaining at work:

e Cough
e Shortness of breath or difficulty breathing
e Fatigue

e Muscle or body aches
e Headache
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e Sore throat
e Congestion or runny nose
e Nausea

Employees must notify their supervisor if they are being tested for
Covid-19, if they have been in “close contact” (as 