FLORIDA VIRTUAL SCHOOL
BOARD OF TRUSTEES

NOTICE OF ADVERTISEMENT AND PUBLIC HEARING
REGARDING ANTICIPATED ADOPTION OF
NEW OR REVISED BOARD POLICIES

PROPOSED POLICIES AND POLICY REVISIONS

Exh. | Dept./Subject | Short Title
1.| HR Fair Labor Standards Act
2. | HR Salary and Payroll Deductions
3.| HR Leaves of Absence
4. | HR Military Leave
5. | HR Jury/Witness Duty Leave
6.| HR Bereavement Leave

PROPOSED REPEALS AND “STRIKE-THROUGHS”

Exh. | Dept./Subject | Short Title
7. HR Overtime
8.| HR Salary
9.| HR Wage Classifications
10. | HR Absences/Tardiness
11. | HR Bereavement Leave
12. | HR Jury Duty/Witness
13. | HR Military Leave of Absence

Notice of Approval to Advertise: The Florida Virtual School Board of Trustees (“Board”)
has authorized and directed this Notice of Advertisement and Public Hearing regarding its
anticipated consideration and adoption of new or revised Board Policies.

Purpose & Effect: It is the intention of the Board that the above-referenced new and
revised policies simplify, update, streamline and ensure alignment of FLVS operations and
Board Policies and Bylaws with applicable state and federal laws, rules, and regulations.




Access to Text of the New or Revised Policy(ies): Individuals seeking access to the
hardcopy/printed version of the new or revised policy(ies) herein referenced may contact
Mr. Bruce Moore, FLVS Board Clerk, at 2145 Metrocenter Boulevard, Suite 100, Orlando,
Florida 32835. The Board Clerk may be reached by telephone at (407) 735-1191 or by email
to bmoore@flvs.net. Individuals seeking access to the electronic version of the new or
revised policy(ies) may do so via the internet by visiting the Florida Virtual School website
at www.flvs.net (navigate to Board of Trustees — “Notice of Rulemaking” tabs/ pages).
Please be advised that the President and Chief Executive Officer (“CEQ”) of the Florida
Virtual School is authorized to correct technical, grammatical, and spelling errors, and to
rearrange and renumber sections, paragraphs, designations, and cross-references in any
new, revised, and existing Board Policy and Bylaw which—following consultation with the
FLVS Office of General Counsel—the CEO deems reasonable and prudent to achieve and
advance the purpose and effect of such policies and bylaws.

Rule Making Authority: The Board is authorized to adopt, amend, and delete Board
Policies pursuant to section 1002.37 and applicable provisions of Chapter 120 of the
Florida Statutes.

Laws Implemented: Section 1002.37 of the Florida Statutes and all such applicable laws
expressed and/or referenced by the new or revised policy(ies) herein identified.

Person(s) Proposing/Initiating New or Revised Policy(ies): The new or revised
policy(ies) herein identified were originated by and through the FLVS CEO in consultation
with the FLVS Office of General Counsel and FLVS personnel with subject matter expertise
pertinent to the new or revised policy.

Public Hearing: The Board intends to consider, adopt, or otherwise take formal/final action
on the above-referenced new and revised policy(ies) following a public hearing on such
matter(s). The public hearing will be held during the course of a regular quarterly
meeting of the Board of Trustees on Tuesday, September 14, 2021, which is
scheduled tobegin at 9:00 a.m. (EST). The meeting will not be held in person. Rather,
it will be held by video conference. Any person who wishes to present or register public
comments during the public hearing should contact Mr. Bruce Moore, Board Clerk, 2145
Metrocenter Blvd., Suite 100, Orlando, Florida, 32835, no later than 48 hours prior to the
start of the Board meeting. The Board Clerk may be reached by telephone at (407) 735-
1191 or by email to bmoore @flvs.net.

Any person requiring special accommodations to attend or participate in any meeting of
the Board of Trustees should contact Mr. Bruce Moore, Board Clerk, at 2145 Metrocenter
Blvd., Suite 100, Orlando, Florida 32835, no later than 48 hours prior to the start of the
Board meeting. The Board Clerk may be reached by telephone at (407) 735-1191 or by
email to bmoore@flvs.net. Persons who are hearing or speech impaired are also urged to
contact the Florida Relay Service at 1-800-955-8771 (TDD) or at 1-800-955-8770 (Voice).

If a person decides to appeal any decision made by the Board with respect to any matter
considered at the meeting, he or she will need a record of the meeting/proceedings, and
for such purpose, may need to ensure that a verbatim record of the proceedings is made
which record includes the testimony and evidence upon which the appeal is to be based.


mailto:bmoore@flvs.net
http://www.flvs.net/
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6700 - FAIR LABOR STANDARDS ACT (FLSA)

It is the policy of FLVS to comply with all applicable provisions of the Fair Labor Standards Act (FLSA)
and its implementing regulations. FLVS shall pay at least the minimum wage required by FLSA and
Florida law.

Non-exempt employees are hourly employees or salaried employees who do not qualify for any
exemption under the FLSA.

Definitions:

A. For purposes of this policy, exempt employees are individuals who are exempt from the FLSA
minimum wage and overtime provisions. These employees include, but are not limited to,
persons employed in bona fide executive, administrative, and professional positions and certain
computer employees.

B. For purposes of this policy, non-exempt employees are individuals who are not exempt from the
FLSA minimum wage and overtime provisions.

Non-exempt employees who work more than forty (40) hours during a given work week will receive
overtime pay in accordance with the FLSA for all hours worked in excess of forty (40). Work week is
defined as the seven (7) day period of time beginning on Sunday at 12:00 a.m. and continuing to the
following Saturday at 11:59 p.m. Paid leave, such as sick or annual pay, does not count toward time
worked.

The CEO shall determine the necessity and availability of overtime work. Overtime may be authorized
only in advance by a supervisor and will be used primarily to address circumstances of an emergency
or temporary nature. Non-exempt employees who work overtime without prior approval from the
supervisor may be subject to disciplinary action up to and including termination.

Non-exempt employees must accurately record all hours worked. If an employee believes that there is
an error for his/her paycheck with regard to the calculation of overtime, the employee should contact
his/her supervisor immediately. If the error is not promptly corrected, the employee should contact
Human Resources.

Salary Deductions

Deductions may be made to an otherwise exempt employee's salary in certain circumstances without
jeopardizing such employee's exempt status. Deductions may occur under the following circumstances:



A. the employee is absent from work for one (1) or more full days for personal reasons other than
sickness or disability.

B. the employee is absent from work for one (1) or more full days due to sickness or disability if
the deduction is made in accordance with a bona fide plan, policy or practice of providing
compensation for salary lost due to illness.

C. to offset amounts employees receive as jury or witness fees, or for military pay.

D. for unpaid disciplinary suspensions of one (1) or more full days imposed in good faith for
workplace conduct rule infractions.

E. for penalties imposed in good faith for infractions of safety rules of major significance.

In addition to the foregoing, exempt employees who accrue annual leave and sick leave may have their
pay reduced or may be placed on unpaid leave for absences of less than one (1) full day with regard to
partial Family Medical Leave Act leave (FMLA) or Worker’s Compensation claim when leave is not used
by the employee because the employee’s accrued leave has been exhausted.

Deductions from the pay for absences due to a budget-required furlough shall not disqualify the
employee from being paid on a salary basis except in the workweek in which the furlough occurs and
for which the employee's pay is accordingly reduced.

The Board shall also not be required to pay the full salary in the initial or terminal week of employment
if the employee does not work the entire week, or for weeks in which an exempt employee takes unpaid
leave under the FMLA.

The Board recognizes that with limited legally permissible exceptions as described above, no deductions
should be taken from the salaries of exempt employees. If an exempt employee believes that an
improper deduction has been made to his/her salary, the employee should immediately report this
information to his/her supervisor immediately. If the error is not promptly corrected, the employee
should contact Human Resources. Reports of improper deductions will be promptly investigated. If it is
determined that an improper deduction has occurred, the employee will be promptly reimbursed for any
improper deduction made, and the Board will make a good faith commitment to avoid any recurrence
of the error.

This policy shall be distributed to employees upon initial hire, and to all employees on an annual basis.
Information regarding the FLSA may be found on the U.S. Department of Labor's website (www.dol.gov).

This policy is intended to comply with and explain the employees’ rights under the FLSA. To the extent
there is any conflict or the policy exceeds the statutory requirements, the statute and its implementing
regulations prevail.

© Neola 2016

Legal F.S. 448.110
F.S. 1002.37
Section 24, Article X of the Florida Constitution
29 U.S.C. 201 et seq.
29 C.F.R. Part 541


http://www.dol.gov/
http://www.leg.state.fl.us/STATUTES/index.cfm?App_mode=Display_Statute&Search_String=&URL=0400-0499/0448/Sections/0448.110.html
http://www.leg.state.fl.us/statutes/index.cfm?submenu=3#A10S24
http://uscode.house.gov/view.xhtml?req=(title:29%20section:201%20edition:prelim)%20OR%20(granuleid:USC-prelim-title29-section201)&f=treesort&edition=prelim&num=0&jumpTo=true
http://www.ecfr.gov/cgi-bin/text-idx?SID=29c513515fe0e35f1041a471cfad2b94&mc=true&node=pt29.3.541&rgn=div5
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6520 - SALARY AND PAYROLL DEDUCTIONS
Salary

FLVS provides a compensation plan that is intended to be competitive in attracting, retaining, and
motivating employees. The plan is developed based on a schedule of salary ranges for all job
classifications. The President and Chief Executive Officer ("CEO"”) may authorize a review of the
compensation plan, as needed.

Salary Supplements
For purposes of this policy, the term "supplement" means an annual addition to the base salary for the
term of the supplement as long as the employee continues his or her employment for the purpose of
the supplement. A supplement does not become part of the employee's continuing base salary but shall
be considered compensation under F.S. 121.021(22).
The CEO is authorized to pay a salary supplement to employees who perform certain work that is in
addition to the employee’s normal job functions. The supplement may not exceed $20,000 per year in
the case of a twelve (12) month contract employee, and $16,700 per year in the case of a ten (10)
month contract employee.
The following eligibility guidelines apply:

A. Employee must be employed in a full-time position.

B. Employee must have received an overall "Effective" or better on his/her last performance
evaluation.

C. The department in which the employee is expected to perform the supplement work must have
funding available in its current budget for a salary supplement to be approved.

Payroll Deductions

FLVS shall make all legally required payroll deductions and such deductions do not require Board
approval.

To the extent permitted by law, and consistent with these policies, voluntary payroll deductions may be
approved by the Board and authorized, upon written request by the employee.



© Neola 2004
© FLVS 2021

Legal F.S. 1002.37
F.S.1012.31


http://www.leg.state.fl.us/STATUTES/index.cfm?App_mode=Display_Statute&Search_String=&URL=1000-1099/1012/Sections/1012.31.html
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1430 - LEAVES OF ABSENCE

A leave of absence is permission granted or allowed by the Board under its adopted policies for an
employee to be absent from duty for a specified period of time with the right to return to employment
upon the expiration of the leave.

Employees shall not be absent from their assigned duties except as authorized by the President and
Chief Executive Officer ("CEO") or the employee’s supervisor. An employee who is willfully absent from
duty without authorization or without leave shall forfeit compensation for the time of such absence.
Contracts or appointments shall be subject to cancellation by the Board and the employee shall be
subject to immediate dismissal.

Leave shall be used for the purposes set forth in the leave application. An employee who uses leave for
purposes other than that set forth in the leave application may be subject to discipline, up to and
including termination.

Leave may be with or without pay as provided by law, regulations of the State Board, and this policy.
For any absence that is without pay, the deduction in compensation for each day of absence shall be
determined by dividing the annual salary by the number of days/hours for the employment period.

A. Paid leaves of absence may include annual leave, sick leave, personal charged to sick,
jury/witness duty, illness- or injury-in-line-of-duty, and military.

B. Unpaid leaves of absence may include professional, personal leave not paid, family and medical
leave, and maternity/paternity leave.

Approval of Leaves
All requests for leave shall be submitted on the proper form to the employee's supervisor. Except in
cases of emergency, a request for leave should be filed at least ten (10) days before the date on which

the proposed leave is to become effective.

The approval or denial of requests for leave will be based on the requirements of efficient operation of
FLVS.

Except in the case of sick leave or emergency, leave requests shall be approved or denied before the
effective date of the leave.



A. The CEO or his/her designee is authorized to grant the following types of leave for employees:

1. Accrued sick leave.

2. lllness- or injury-in-line-of-duty leave, and personal charged to sick leave.
3. Military leave.

4. Accrued annual leave.

5. Jury/witness duty leave.

6. Domestic violence leave.

7. Bereavement leave.

8. Such other leave as set forth in Board policies.

The CEO or his/her designee is authorized to approve Family and Medical Act (FMLA) Leave
under Board Policies.

All other requests for leave require a recommendation by the CEO and approval of the Board.

All employees are expected to report to work on time. An employee who is absent from duty or
tardy for any reason shall notify their immediate supervisor in person, via phone, or via e-mail
as early as possible. If an employee has repeated unauthorized absence(s) or tardiness, then
disciplinary action may result up to and including termination. Unexcused absences of three
consecutive workdays without notice to the supervisor will be considered job abandonment
which is considered a voluntary resignation.

© Neola 2014

Legal

F.S. 1002.37
F.S. 1012.22
F.S. 1012.61
F.S. 1012.63
F.S. 1012.64
F.S. 1012.66
F.S. 1012.67
F.A.C. 6A-1.080, Maximum Extent of Leave


http://www.leg.state.fl.us/STATUTES/index.cfm?App_mode=Display_Statute&Search_String=&URL=1000-1099/1012/Sections/1012.22.html
http://www.leg.state.fl.us/STATUTES/index.cfm?App_mode=Display_Statute&Search_String=&URL=1000-1099/1012/Sections/1012.61.html
http://www.leg.state.fl.us/STATUTES/index.cfm?App_mode=Display_Statute&Search_String=&URL=1000-1099/1012/Sections/1012.63.html
http://www.leg.state.fl.us/STATUTES/index.cfm?App_mode=Display_Statute&Search_String=&URL=1000-1099/1012/Sections/1012.64.html
http://www.leg.state.fl.us/STATUTES/index.cfm?App_mode=Display_Statute&Search_String=&URL=1000-1099/1012/Sections/1012.66.html
http://www.leg.state.fl.us/STATUTES/index.cfm?App_mode=Display_Statute&Search_String=&URL=1000-1099/1012/Sections/1012.67.html
https://www.flrules.org/gateway/ruleNo.asp?id=6A-1.080
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1430.07 - MILITARY LEAVE

The Board supports individuals willing to serve in the armed forces of the United States or the State of
Florida to protect our country and State. In accordance with State and Federal laws, employees who
must be absent from work for active military service are entitled to take a military leave of absence in
accordance with this policy.

Employees called to duty are required to notify the Payroll Department and the employee's supervisor
immediately unless notice is impossible or prevented by military necessity or, under all of the relevant
circumstances, the giving of such notice is otherwise impossible or unreasonable.

An employee who is ordered to appear for an examination for entrance into the military service shall be
granted leave with pay on day one of the examination. Appropriate documentation shall be given to the
employee’s immediate supervisor and to the Payroll Department.

If an employee has accrued and unused annual leave, it may be granted prior to the leave of absence
as FLVS service requirements permit, or the employee may choose to work until the leave begins. An
employee may elect to defer annual leave until his/her return from active duty, and then schedule leave
as FLVS service requirements permit.

Employees on inactive duty training are not eligible for military leave and may use unpaid time or paid
time off if available at their choice. If employee chooses paid time off they may enter directly into the
FLVS Workday system. If employee chooses to use unpaid time employee should present to the Payroll
Department a copy of training schedule and appropriate documentation confirming “inactive duty pay,”
so the Payroll Department may make the entry.

Reserve or Guard Training

Employees who are commissioned reserve officers or reserve enlisted personnel in the United States
military or naval service or members of the National Guard are entitled to leaves of absence from their
respective duties, without loss of vacation leave, pay, time, or efficiency rating, on all days during which
they are engaged in training ordered under the provisions of the United States military or naval training
regulations for such personnel when assigned to active or inactive duty.

Compensation allowed for military leave to participate in required training exercises shall not exceed
240 hours in any one (1) annual period as provided in section 115.07, Florida Statutes. Such leave is
not charged as vacation. It shall be established that the period selected is not at the convenience of the
employee but a military necessity if it falls within the school year. Upon the recommendation of the
President and Chief Executive Officer (CEO), leaves of absence for additional or longer periods of time
for assignment to duty functions of a military character shall be without pay and may be granted by the



Board and when so granted shall be without loss of time or efficiency rating. FLVS will pay employee's
regular base pay less their military service base pay for the training period.

When an employee’s assigned employment duty conflicts with ordered active or inactive duty training,
it is the responsibility of the Board to provide a substitute employee, if necessary, for the assumption
of such employment duty while the employee is on assignment for the training.

Active Military Service

Employees who are service members on active military duty, or service members of the National Guard
or a reserve component of the Armed Forces of the United States shall be granted leave to perform
active military service. The first thirty (30) days for any such leave an employee will be paid the rate
that is the difference between the employee’s base pay rate and their documented base rate for military
service.

Leave of absence for longer periods of time for assignment to duty functions of a military character
shall be without pay. Employees on military leave may substitute accrued annual leave for unpaid
leave.

Re-Employment

Re-employment of all employees granted military leave shall be governed in accordance with 38 U.S.C.
4312. An employee who is granted military leave for active duty shall, upon the completion of the tour
of duty, be returned to employment without prejudice, provided that the employee gives notice and files
an application for re-employment within the time limitations contained in 38 U.S.C. 4312. The
employee will be returned to duty in the same or a similar position as previously held in accordance with
38 U.S.C. 4312.

Upon return, the employee must provide proof of service and military base pay to the FLVS Payroll
Department.

Benefits During Military Leave

The Board shall continue to provide all health insurance and other existing benefits to employees as
required by the Uniformed Services Employment and Reemployment Rights Act, Chapter 43 of Title 38
U.S.C.

Voluntary Service

When an employee enters voluntarily into any branch of the armed forces for temporary or an extended
period of service, military leave shall be granted at the Board's discretion. An employee whose absence
will interfere with the orderly operation of the FLVS program shall be denied military leave, except in
unusual cases. However, in all instances, the employee shall be entitled to all rights provided by state
and federal law.

© Neola 2014

Legal F.S. 115.07
F.S. 115.09
F.S. 115.14
F.S.121.111
F.S. 250.341
F.S. 1002.37
F.S. 1012.23
F.S. 1012.66
38 U.S.C. 2021 et seq.
38 U.S.C. 4312
38 U.S.C. 4323


http://www.leg.state.fl.us/STATUTES/index.cfm?App_mode=Display_Statute&Search_String=&URL=0100-0199/0115/Sections/0115.07.html
http://www.leg.state.fl.us/STATUTES/index.cfm?App_mode=Display_Statute&Search_String=&URL=0100-0199/0115/Sections/0115.09.html
http://www.leg.state.fl.us/STATUTES/index.cfm?App_mode=Display_Statute&Search_String=&URL=0100-0199/0115/Sections/0115.14.html
http://www.leg.state.fl.us/STATUTES/index.cfm?App_mode=Display_Statute&Search_String=&URL=0100-0199/0121/Sections/0121.111.html
http://www.leg.state.fl.us/STATUTES/index.cfm?App_mode=Display_Statute&Search_String=&URL=0200-0299/0250/Sections/0250.341.html
http://www.leg.state.fl.us/STATUTES/index.cfm?App_mode=Display_Statute&Search_String=&URL=1000-1099/1012/Sections/1012.23.html
http://uscode.house.gov/view.xhtml?req=(title:38%20section:2021%20edition:prelim)%20OR%20(granuleid:USC-prelim-title38-section2021)&f=treesort&edition=prelim&num=0&jumpTo=true
http://uscode.house.gov/view.xhtml?req=(title:38%20section:4312%20edition:prelim)%20OR%20(granuleid:USC-prelim-title38-section4312)&f=treesort&edition=prelim&num=0&jumpTo=true
http://uscode.house.gov/view.xhtml?req=(title:38%20section:4323%20edition:prelim)%20OR%20(granuleid:USC-prelim-title38-section4323)&f=treesort&edition=prelim&num=0&jumpTo=true
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1430.09 - JURY/WITNESS DUTY LEAVE
Jury Duty Leave

An employee summoned to serve on a jury shall be granted temporary leave with pay for all hours
required for the duty up to the employee's normal workday hours. However, if jury duty does not require
absence for the entire workday, the employee is expected to return to work immediately upon release
by the court.

Any jury fees may be retained by the employee.

The Board shall not reimburse the employee for meals, lodging, and travel expenses incurred while
serving as a juror.

Witness Duty Leave

When an employee is subpoenaed as a witness unrelated to any FLVS proceeding, the employee may
be granted temporary leave with pay for all hours required for the duty, up to the employee's normal
workday hours, provided the subpoena is not related to personal litigation in which the employee is a
party. The Board shall not reimburse employees for meals, lodging, and travel expenses incurred while
serving as a witness.

When an employee is subpoenaed or called as a witness by the Board or opposing counsel for any FLVS
matter at a deposition, hearing, trial or other civil proceeding, the employee may be granted temporary
leave with pay for all hours required for the duty. In the event no fees are received from the court, the
employee may be paid per diem and for travel expenses pursuant to FLVS policies.

Any witness fees may be retained by the employee.

Personal Litigation

In no case shall leave with pay be granted for court attendance when an employee is engaged in his/her
own personal litigation. In such cases, the employee may request vacation or personal leave.

© Neola 2014
Legal F.S. 1002.37

F.S.1012.23
F.S. 1012.66
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1430.10 - BEREAVEMENT LEAVE

FLVS recognizes that a time of bereavement is difficult for an employee. Therefore, every effort shall be
made to provide that the employee has time away from work to attend to family matters.

Up to two (2) business days of Bereavement Leave may be granted for absence due to a death in an
employee’s immediate family. Other paid leave may be used to extend the time of bereavement. The
duration of such absence may depend on such factors as distance to be traveled and the degree of
personal responsibility.

The extension of time for such absences beyond Bereavement Leave is a matter of supervisory discretion
and the employee’s accrued paid time off balance will be utilized if available.

The intent of the Bereavement Leave benefit is to provide assistance to employees when an employee
is unable to perform job duties due to the death of a member of the immediate family. For the purpose
of this policy, the term “immediate family” shall be defined as:

A. Spouse, parent, step-parent, parent-in-law, child, step-child, daughter-in-law, son-in-
law, brother, sister, grandparent, or grandchild, or

B. Any relative or dependent who resides within the employee’s household.
© FLVS 2021

Legal F.S. 1002.37
F.S. 1012.66
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