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TOWN OF FLORENCE LOSS CONTROL POLICY 
 


 
1. INTRODUCTION 
 


a. Purpose 
 
The purpose of this document is to set forth guidelines to be followed by all 
employees in their cooperative efforts to reduce the frequency and cost of 
occupational injuries, illnesses, and damage and loss of equipment, as well as to 
minimize exposure to public liability 


 
b. Scope 


 
The provisions of this plan are applicable to all Town employees.  If any policy is 
more restrictive, it shall take precedence over the provisions of this manual. 


 
c. Policy 


 
The Town recognizes it is the responsibility of each employee to make every 
effort to provide and maintain safe and healthful working conditions throughout 
the Town. 


 
Consistent with this responsibility, each employee shall comply with and promote 
safe practices in agreement with the safety rules and procedures set forth in the 
Town Loss Control Program.  Questions concerning this program should be 
directed to the Loss Control Coordinator. 


 
Employees are also urged to offer suggestion for improvements in the program. 


 
2. LOSS CONTROL PROGRAM 
 


a. Objectives 
 


The main objectives of the Loss Control Program are: 
 


i. Creation of a positive attitude toward the prevention of accidents by all 
employees of the Town of Florence. 
 


ii. Recognition and correction of any unsafe working conditions, operating 
procedures and practices, so that the general public and employees are 
protected from harm. 
 


iii. Development and maintenance of procedures to provide for emergency 
medical care of employees who are injured or become ill during the 
performance of their duties. 
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iv. Compliance with the provisions of federal, state and local safety rules and 


regulations. 
 


b. Organization 
 
The Loss Control Program is organized and operated under the direction of the 
appointed Loss Control Coordinator. 


 
c. Program Design 


 
The program is designed to provide guidelines to follow in achieving a reduction 
of accidental losses. 


 
Responsibility for reviewing the Town Loss Control Program will be that of the 
appointed Loss Control Coordinator.  The program shall be reviewed annually, or 
more frequently as needed for revision. 


 
Each Town employee shall be rated on safety performance as part of his or her 
performance appraisal. 


 
d. Supervisor and Employee Responsibility 


 
Supervisor Responsibility-THE ROLE OF THE SUPERVISOR IS CRITICAL 
TO THE SUCCESS OF THE PROGRAM.  The supervisor will be expected to 
ensure compliance and to promote and encourage safe work practices consistent 
with the Town Loss Control Program. The supervisor should view this 
responsibility as being equal in importance to other major supervisory 
responsibilities.  The supervisor shall review departmental safety procedures and 
shall be responsible for the safety of all employees under his/her supervision. 


 
Employee Responsibility- Employees are required to know, understand and 
comply with safety regulations that apply to the work they are performing 


 
Loss Control Coordinator Responsibilities 


 
i. Develop, implement, and administer the Town Loss Control Program. 


 
ii. Assure that all occupationally-connected injuries or illnesses, vehicle 


accidents, aircraft mishaps or accidents, fire, property damage or other 
loss of Town resources are reported, investigated and, where appropriate, 
recommend corrective measures which may preclude recurrence. 
 


iii. Provide assistance to personnel at all operational levels in order to 
coordinate accident/loss prevention activities. 
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iv. Coordinate inspection of Town facilities and resources to assure 
compliance with safety standards and criteria. 
 


v. Participate in the development of training programs and material. 
 


vi. Participate in the development, evaluation and revision of standards 
concerning equipment or work practices. 
 


vii. Conduct periodic audits of the effectiveness of the Town Loss Control 
Program. 
 


e. Enforcement 
 


Along with management and supervisory personnel, the Loss Control Coordinator 
will monitor the plan and encourage compliance. 


 
Disciplinary action may be taken in the case of violations of safety standards and 
procedures. 


 
A loss control committee appointed by the Town Manager shall convene semi-
annually, or more frequently if necessary, to evaluate the Town’s Loss Control 
Program. 


 
Committee focus will include development and revision of safety policies, 
correction of safety-related problems, and may establish criteria for safety awards.  
Recommendations made by the committee will be submitted to the manager for 
final approval. 


 
3. GENERAL SAFETY REQUIREMENTS 


 
a. Personal Conduct 


 
All employees shall conduct themselves in a manner that assures maximum safety 
to all persons affected by their actions. 


 
At no time shall employees engage in practical jokes, scuffling, horseplay, or 
misuse of Town equipment. 


 
The use of intoxicating beverages during working hours is prohibited.  Also, 
being under the influence of any drug or alcohol that impairs an employee from 
performing their assigned duties is prohibited.  Violation(s) of this policy may be 
sufficient cause for termination of employment. 


 
Employees shall strictly observe any designated “No Smoking” areas on Town 
property. 
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Any source of ignition, including smoking, is prohibited in any area where a 
match, flame, spark, or careless disposal of lighted material constitutes a fire 
hazard. 


 
Personal work clothing shall be suitable for the individual job and be of the  
type offering maximum protection from accidental injury.  Loose clothing,  
jewelry, or hanging objects shall not be worn while working around moving  
equipment.  Work areas shall be kept clean. 


 
b. Protective Equipment 


 
Prescribed protective equipment shall be used at all times in work areas as 
designated by safety procedures. 


 
Approved hard hats shall be furnished to employees and worn when the employee 
is exposed to hazards from falling objects. 


 
Approved bump caps may be permitted in work areas where possible hazards 
from falling objects are not present, but protection from bumping type injuries is 
required. 


 
Approved safety shoes shall be worn in those departments, shops, or by crews 
requiring safety shoes. 


 
Goggles, face shields, and other suitable protection devices shall be worn when 
employees are exposed to possible flying particles or possible splashing from 
chemicals. 


 
Approved respiratory masks shall be used when employees are exposed to 
concentrations of dust, fumes, vapors or gases. 


 
Protective equipment shall be kept clean and free from damage.  Frequent 
inspections shall be performed to assure protective equipment offers maximum 
protection.  Damages or defective protective equipment or clothing shall not be 
used and shall be replaced or repaired prior to use. 


 
c. Handling of Materials 


 
All employees are responsible to know and practice the proper lifting technique 
presented in safety training. 


 
Before an object is lifted, it shall be inspected for grease or slippery substances to 
ensure that the object will not slip from a grip. 
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Long objects shall not be carried without assuring that the way is clear and vision 
is unobstructed to ensure that other persons or objects will not be struck by the 
load. 


 
d.   Equipment Operation 


 
i. Motor Vehicles 


 
Operators of Town-owned vehicles shall be responsible for checking all 
vehicle safety devices before driving the vehicle.  Any defects found shall 
be reported, and the vehicles will not be operated until the defect has been 
corrected. 


 
Only fully qualified and properly licensed operators shall be permitted to 
drive or operate Town vehicles.  The Town, upon employment and annually 
thereafter, shall conduct a check of motor vehicle records for all employees 
authorized or permitted to drive a vehicle on Town business. 


 
All drivers of Town vehicles shall comply with all laws governing the safe 
and legal operation of vehicles. 


 
Town employees operating or occupying a Town vehicle as a passenger 
shall wear seat belts if the vehicle is so equipped. 


 
The driver shall be responsible for assuring that all passengers are seated 
and properly secured before moving the vehicle.  Under no circumstances 
shall passengers ride on fenders, running boards, the tops of vehicles, or any 
place not designed for passengers. 


 
Trucks, when used for transportation of employees, shall be provided with 
facilities that will afford safe seating, and the truck shall be protected on 
sides and ends to prevent falls from the vehicle.  The driver shall be 
responsible for assuring that all passengers in the bed of the truck are seated 
on the bed in a secure manner for moving the vehicle. 


 
Trucks transporting material shall not be loaded to a height of greater than 
13 feet, 6 inches from the ground surface.  No vehicle or load shall be of a 
width greater than 96 inches.  All material shall be tightly secured to prevent 
movement in transport.  All cargo that extends four feet beyond the end of 
the bed shall be clearly marked with a red cloth not less than 16 inches 
square; at night, red lights or reflectors shall be used as required.  All drivers 
of Town vehicles shall strictly observe speed limits on public roads and 
highways. 
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Speeds in parking lots, maintenance yards, or in close proximity to persons 
or equipment shall not be in excess of 10 mph.  Lower speed limits may be 
imposed for selected areas. 


 
Defensive Driving 


 
Defensive driving represents an approach to the driving tasks that, when 
applied, can lessen the chances of being involved in a motor vehicle 
accident.  Defensive driving means driving so as to prevent accidents in 
spite of the actions of others or the presence of adverse driving conditions. 


 
Standard accident prevention formula: 


 
See the hazard.  Think about what is going to happen or what might happen 
as far ahead of encountering the situation as possible.  Never assume 
everything will be “all right”. 


 
e.   Fire Prevention 


 
The Fire Department has the primary responsibility for fighting fires, and each 
employee has the responsibility of being alert for possible fire hazards.  In the 
time period between reporting and arrival of fire equipment, the employee may be 
required to participate in initial fire fighting activities. 


 
Each employee shall be adequately trained by his supervisor in fire prevention, 
fire-fighting techniques and essential precautions to prevent injury. 


 
All fire fighting apparatus shall be kept in a ready condition and accessible at all 
times.  Supervisors should inspect fire-fighting apparatus on a regular basis to 
ensure proper condition. 


 
Fire extinguishing substances that are conductors of electricity, such as water and 
acids, shall not be used for electrical fires. 


 
Types of Fires: 


 
CLASS “A” FIRES-WOOD, TEXTILES, RUBBISH 
  


Fire extinguishers employing the following substances may be used for  
fighting fires involving wood, textiles, paper and rubbish in which the  
quenching and cooling of water is of the greatest importance: 


  
Stream or fog nozzles, soda-acid (chemical) pressurized water, and  
knapsack A-B-C multi-purpose dry chemical pumps. 
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Foam extinguishers may be used, but are not conducive to best results, 
since foam does not have the cooling effect required. 


 
 CLASS “B” FIRES – FLAMMABLE LIQUIDS, GASOLINE, OILS, ETC.: 
  


Fire extinguishers employing the following substances may be used in 
fighting fires involving oil and grease and other flammable liquids on which 
the smothering or blanketing effect of the extinguishing agent is of the 
greatest importance, especially fires in pools, tanks, etc: foam carbon dioxide 
(CO2) and dry powder. 


 
CLASS “C” FIRES – ELECTRICAL 
 


Dry chemical or CO2 fire extinguishers must be used in fighting fires 
involving electrical equipment.  This type of fire extinguisher must be used 
because the CO2 does not conduct electricity.  Do not use water to fight a 
Class “C” fire. 


 
When removing supplies of paints, solvents or other flammables from storage, 
only the minimum supply to do the job shall be taken.  At no time shall the 
quantity removed exceed one day’s working supply. 


 
Combustible products of rubbish, waste or other residues shall not be allowed to 
accumulate.  Oil soaked rags and similar materials subject to spontaneous 
combustion shall only be stored in non-combustible containers with self-closing 
lids. 


 
Flammable liquids shall not be stored in aisles or in walkways and shall be so 
located that there will be no interference with evacuation of the area in case of 
fire. 


 
Cigarette butts, matches or other similar materials shall not be discarded without 
fully extinguishing the substance. 


 
Ashtray contents, cigarette butts or matches shall only be disposed of in approved 
non-combustible containers. 


 
Smoking, striking of matches or other sources of ignition shall not be permitted 
within “NO SMOKING – FIRE HAZARD” areas. 


 
All gasoline or flammable solvents or liquids shall not be stored inside a building 
in other than approved flammable storage containers. 


 
4.   SAFETY SPECIFIC TO CERTAIN ACTIVITIES 
 


a. Work Area 
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Employees shall not be required and should not work in areas or situations where 
they may be adversely affected by working under such conditions as extreme 
heights, underground, closed areas, etc., without proper protective devices. 


 
b. Office Safety 


 
Personnel should not run on walkways or stairways.  All personnel shall enter and 
leave buildings in an orderly manner. 


 
All personnel shall observe proper lifting and carrying procedures when moving 
boxes, office machines or other heavy materials.  Large boxes or materials shall 
be moved with mechanical equipment or repacked in smaller parcels.  Bulky 
materials shall not be carried when the view ahead is obstructed or when the 
materials interfere with stairway handrails. 


 
Water, oil, or other slippery substances shall be removed at once to eliminate 
slipping hazards.  Extension cords, wastebaskets, and other materials shall be kept 
out of walkways or aisles to prevent tripping hazards.  Standing on chairs, boxes 
or makeshift supports to reach overhead objects is prohibited.  Doors shall always 
be opened with caution to avoid striking someone on the other side.  Keep to the 
right when walking to avoid collisions.  Handrails shall be used at all times when 
ascending or descending stairways. 


 
Desk and filing drawers shall be kept closed at all times when not in use.  Caution 
should be observed in opening the file cabinet drawers to avoid tipping the 
cabinet.  Only one drawer shall be opened at any one time. 


 
Spindles or other sharp or pointed objects on desks to fasten papers are prohibited.  
Special care must be observed in disposing of broken glass or other sharp objects. 


 
Cigars, cigarette stubs or matches shall not be discarded in wastebaskets. 


 
c. Above-Ground Work 


 
Employees shall use approved safety belts, lifelines or other devices that are 
adequate for maximum protection while working at heights. 


 
No person, material or equipment shall be lifted from the ground by supports 
inadequate for the job.  The supports of lines shall be approved supports, 
sufficiently strong and properly secured in place. 


 
All ladders used shall be of good quality, securely placed, held, or tied to prevent 
slipping or falling.  Ladders shall not be placed in front of doorways unless the 
door is open, locked or guarded.  Employees shall face the ladder when ascending 
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or descending.  Materials that interfere with the free use of both hands shall not be 
carried up or down the ladder.  Metal ladders shall have safety feet. 


 
Scaffolding shall be built from sturdy material with a solid footing and strong 
guardrail.  Scaffold material shall be sturdy enough to support at least four times 
the maximum weight of the user and equipment.  (See Arizona Division 
Occupation Safety and Health Administration (ADOSHA) standards 1926.451). 


 
d. Electrical Facilities 


 
Only qualified and properly authorized maintenance personnel shall be permitted 
to install and maintain electrical facilities and equipment.  Apprentice personnel, 
when permitted to work on electrical equipment, shall be under the supervision of 
a fully qualified electrician. 


 
All electricians shall be familiar with the National Electrical Code, the National 
Bureau of Standards Handbook H30, and applicable sections of the National Fire 
Protection Association Codes. 


 
All electricians shall be trained and fully qualified in emergency first-aid 
requirements for artificial respiration and closed-chest massage. 


 
Electrical equipment and lines shall always be considered “live” until proven 
“dead.”  Before beginning work, each electrical circuit shall be inspected and 
tested and, where possible, isolated from the power source.  Extreme care shall be 
exercised, as wires designed to operate at ground potential may become energized 
by faulty or inadequate connections. 


 
All portable extension cords shall be equipped with a non-conducting plug and 
outer socket shell.  All electrical cords shall be equipped with the three-prong 
grounding plug.  Extension cords shall not be used as permanent wiring. 
 


e.   Transporting of Equipment 
 


Transporting of equipment to the job site shall be accomplished in accordance 
with all state and local laws governing traffic control. 


 
Mobile equipment operated on streets and highways shall conform to all state  
and local laws governing motor vehicles.  All regulations concerning speeds  
and load limits shall be strictly observed by personnel operating mobile  
equipment. 


 
When mobile equipment is hazardous to other vehicles on the road, flagpersons, 
signs or temporary barriers shall control the traffic. 
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When equipment is to be towed to the job site, safety chains shall be used in 
addition to towing hooks or tow bars.  The safety chain shall be of sufficient 
strength to prevent separation of the towed vehicle, should the tow bar break or 
disengage enroute. 


 
Personnel shall never stand or ride on the tow bars while equipment is being 
towed. 


 
Towing should not be accomplished after dark.  When emergency needs require 
nighttime towing, fully operating lights shall be placed at the rear of the tow. 


 
When equipment is to be transported by trailer, extreme care shall be taken to  
prevent equipment from tipping while loading or traveling. 


 
Clearance heights along the proposed route shall be reviewed for low-hanging 
objects, and operators shall keep a close watch to avoid striking low-hanging 
objects with the equipment. 


 
Equipment shall be secured and lashed to the trailer, with the wheels locked to 
prevent enroute movement. 


 
All trailers shall be equipped with fully operating and directional lights, and they 
shall be checked for operation prior to transporting equipment. 


 
f.    No Smoking Area 


 
All flammable storage areas and fuel dispensing facilities shall be posted “NO 
SMOKING OR OPEN FLAMES WITHIN FIFTY FEET.” 


 
Work areas in which flammable materials such as paints, lacquers, gas, oil, 
compressed gases/oxygen, acids or other volatile chemicals are used shall be 
posted as “NO SMOKING” areas. 


 
g.   Industrial Hygiene 


 
Industrial hygiene is the professional specialty concerned with preserving the 
health of employees while at work.  It is of major concern because many 
processes and operations either produce or use compounds, which may be harmful 
to a person’s health.  The appointed Loss Control Coordinator will refer to a 
professional industrial hygienist in cases where the occupational health exposures 
have such significance and frequency that specialized assistance is necessary.  In 
order to be familiar with industrial health hazard exposures, it is necessary for the 
Loss Control Coordinator to have a knowledge of the more common toxic 
compounds found in industry and the principles for their control. 
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The Loss Control Program shall include surveying, monitoring, and controlling 
potential health hazards.  Employees will be notified of hazards using the Material 
Safety Data Sheets to meet requirements of The Hazard Communication Act and 
Title III. 


 
Necessary actions shall be taken to control health hazards created by 
municipalities that may affect the health of either employees or the general public.  
These actions shall ensure compliance with all applicable environmental 
protection laws. 


 
5.   SAFETY TRAINING 
 


a. Training Sessions 
   


Safety training sessions for management and supervisory personnel shall be 
conducted and/or coordinated by the Loss Control Coordinator. Sessions will 
review the Town’s Loss Control Program and responsibilities for implementing 
the program.  These sessions will include a discussion of techniques and 
procedures for safety orientation of employees, hazard identification and accident 
investigation and reporting. 


  
All employees shall be required to attend training sessions on general safety and 
may be required to attend first-aid care and other specialized safety training for 
certain job classifications. 


 
6.   SAFETY ORIENTATION FOR EMPLOYEES 
 


a. New Employees 
 


Each new employee, upon beginning employment, will be given a safety 
orientation by his or her immediate supervisor.  This orientation will include a 
review of safety policies and a thorough explanation of the approved and safe 
procedures for accomplishing all phases of each job assignment. 
      
Emphasis will be given to safe operation of equipment and machines, hazards 
associated with the job, which must be avoided, safety precautions to be followed, 
and the proper usage of required personal protective equipment. 
      
Each employee will be thoroughly oriented by their immediate supervisor 
concerning their responsibilities for accident reporting. 


 
b. Assigned Employees 


 
It shall be the responsibility of each supervisor to acquaint employees with new or 
revised safety policies, procedures and practices as they are implemented. 
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In addition, supervisors shall periodically review safety policies and pertinent 
safety procedures with each assigned employee.  Emphasis should be given to 
safe operation of equipment and machines, hazards associated with the job that 
must be avoided, safety precautions to be followed and the proper usage of 
required personal protective equipment. 


 
c. Fire Drills 


 
Supervisors shall develop an emergency evacuation plan for their employees.  
This plan will include action to be taken by employees in the event of a fire or 
other emergency.  The plan shall include notification procedures, plans for 
handicapped personnel evacuation, and designate an assembly area for employees 
outside the building. 


 
An evacuation route map should be posted at each major employee work center.  
A floor plan of the level on which the work center is located should be drawn.  
Starting at work center exits, a broken line is drawn illustrating routes an 
employee may utilize to evacuate the building. 


 
Once an employee has reached the exterior of the building, he should report 
directly to the assembly area. 
 
General Steps in the Event of Fire: 
 


i. Call the Fire Department. 
 


Assign a person to call the Fire Department (give exact location of fire 
and answer all questions calmly.) 


 
ii. Remove injured from the fire area; warn people in area of fire; evacuate 


the building of all personnel not involved in fighting fire. 
 


iii. Confine the fire.  If indoors, close doors of adjacent rooms. 
 


iv. Fight the fire using fire-fighting extinguishers suitable for the type of 
fire. 


 
Fire is always unexpected.  If the drill is always conducted in the same way at the 
same time, it loses much of its value; and when an actual fire occurs, it is not 
possible to follow the usual routine of the fire exit drill to which occupants have 
become accustomed.  Confusion and panic may ensue. 


 
Drills should be carefully planned to simulate actual fire conditions.  Not only 
should they be held at varying times, but also they should use different means of 
exit.  Assume, for example, that some given stairway is unavailable due to fire or 
smoke, and all the occupants must be led out by some other route.  Fire drills 
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should be designed to familiarize the occupants with all available means of exits, 
particularly emergency exits that are not habitually used during normal occupancy 
of the building. 


 
In the conduct of the drills, emphasis shall be placed upon orderly evacuation 
under proper discipline rather than upon speed.  Drills shall include suitable 
procedures to make sure that all persons in the building or all persons subject to 
the drill actually participate. 


 
A fire exit drill will be conducted in all Town occupied buildings not less than 
once each calendar year. 


 
Checklists are available from the Loss Control Coordinator for fixed fire 
extinguishing systems. 


 
7.   SAFETY INSPECTIONS 
 


a. Facilities 
 


To ensure compliance with safety and health standards, safety self-inspections 
shall be conducted on a regular basis. 


 
Inspections should include all buildings, facilities, equipment, materials, tools and 
work activities under their responsibility.  Special emphasis will be placed on 
housekeeping, illumination, machine and hazard guarding, fire prevention and 
protection, mechanical and electrical safety. 
 
Inspection checklists are available from the Loss Control Coordinator. 
 


b. Vehicles will be checked daily by the assigned operator.  Any safety and/or other 
deficiencies; i.e., bad tires, body damage, headlight, brakes, etc., shall be      
corrected.  Vehicles will be inspected at specified intervals using written 
checklists.  All vehicles shall be serviced according to a preventive    maintenance 
schedule. 


 
8.   SAFETY SUGGESTIONS 
 


Employees are encouraged to submit suggestions concerning the modification of any 
facility, equipment or procedure which the employee feels will reduce the chances of 
bodily injury and/or damages to equipment or property. 


 
9.   INDUSTRIAL INJURIES 
 


a. Injury Investigations 
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All occupational injuries and illnesses, regardless of the degree or extent or 
medical treatment or hospitalization, shall be reported to the immediate supervisor 
as soon as possible.  Prompt investigation is necessary before the facts and 
evidence of the mishap are removed, destroyed or forgotten.  The primary purpose 
of the investigation is to determine action necessary to prevent recurrence of the 
same or similar type mishap. 


 
b. Occupational Injury and Illness Reporting 


 
When an employee sustains an injury or illness arising out of and in the course of 
employment, it will be reported immediately to the employee’s supervisor.  
Failure of the employee to do so on the day of the alleged incident could result in 
denial of the claim.  Supervisors should ensure the injured employee received 
prompt medical treatment. 
 
The supervisor will immediately complete State Compensation Fund Form 64-
100 “Supervisor’s Report of Industrial Injury.”  The supervisor or his 
representative will: 
 
i. Report the mishap in person or by telephone to the Personnel Department as 


soon as possible, but in no case later than the first duty day after the alleged 
injury or illness. 


 
ii. Investigate the alleged injury or illness. 


 
c.   Medical/Industrial Clinic 


 
In order to provide the best medical care and to control claims costs, it may be 
beneficial to designate a clinic or hospital which is to be used, if possible, to treat 
job-related injuries and illnesses.  Such a program may be established by 
contracting with a chosen medical facility, prior to the occurrence of an injury and 
pre-establishing authorized scopes of treatment and costs.  The contractor should 
be made aware of the desire to return an injured employee to work as soon as 
possible. 


 
d.   Light Duty Program 


 
Employees recovering from injury or personal illness who cannot return to full 
duty status may be eligible for light duty. 
 
The light duty program is designed to permit employees with medical restrictions 
to perform limited duty at regular pay for a temporary period. 


 
When a physician has determined the employee is eligible for limited duty, the 
employee shall report to the immediate supervisor.  On reporting to the 
supervisor, the employee shall present a light duty referral slip signed by the 
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physician.  After review, the supervisor, when possible, will assign the employee 
to temporary duty based on medical recommendations.  Such duty, when 
approved by both department directors and the Town Manager, may be assigned 
in another department.  Experience has proven limited duty may be helpful in 
returning the employee to full-time work status. 


 
10. REPORTING MOTOR VEHICLE ACCIDENTS 
 


Employees involved in vehicle accidents or incidents involving vehicle damage, shall 
notify their immediate supervisor as soon as possible. 


 
The Police Department shall investigate vehicle accidents and incidents. Employees 
shall not conduct the investigation of an occurrence in which they are personally 
involved. 


 
11. REPORTING PROPERTY DAMAGE/LOSS 
 


All personnel are accountable for equipment used to perform assigned duties. Care of 
equipment entails proper maintenance and security.  When equipment is damaged, 
lost or stolen, documentation is required for claims processing and notification. 


 
The employee discovering the damage, loss or theft of equipment shall immediately 
report the incident to his or her immediate supervisor and the Police Department. 
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TOWN OF FLORENCE LOSS CONTROL POLICY 


 
Subject:  Infection Control Policy 


 
1. PURPOSE 


The Town of Florence provides a comprehensive infection control system in conjunction 
with an Exposure Control Plan to maximize protection against communicable diseases 
for all members, and for the public that we serve. 


 
The Town of Florence is committed to providing a safe and healthy work environment 
for our employees.  The following plan is provided to eliminate or minimize occupational 
exposure to Bloodborne Pathogens in accordance with OSHA Standard 29, CFR 
1910.1030, “Occupational Exposure to Bloodborne Pathogens”. 


 
2. DEFINITIONS 
 2.1 AIDS 
  Acquired immune deficiency syndrome 


2.2 Blood  
Human blood, human blood components, and products made from human blood. 


2.3 Bloodborne Pathogens 
Pathogenic microorganisms that are present in human blood and can cause disease 
in humans.  These pathogens include, but are not limited to, Hepatitis B virus 
(HBV), Hepatitis C virus (HVC), and Human Immunodeficiency Virus (HIV). 


2.4 Contaminated 
The presence or the reasonably anticipated presence of blood or other potentially 
infectious materials on an item or surface. 


2.5 Contaminated Laundry 
Laundry that has been soiled with blood or other potentially infectious materials 
or may contain sharps. 


   2.6 Contaminated Sharps 
Any contaminated object that can penetrate the skin including, but not limited to, 
needles, scalpels, broken glass, or broken capillary tubes. 


  2.7 Decontamination 
The use of physical or chemical means to remove, inactivate, or destroy 
Bloodborne pathogens on a surface or item to the point where they are no longer 
capable of transmitting infectious particles and the surface or item is rendered safe 
for handling, use, or disposal. 


2.8 Engineering Controls 
Controls (i.e., sharps disposal containers) that isolate or remove the Bloodborne 
pathogens hazard from the workplace. 


  2.9 Exposure Incident 
A specific eye, mouth, mucous membrane, non-intact skin, or parenteral contact 
with blood or other potentially infectious materials that results from the 
performance of an employee’s duties. 
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2.10 HBV 
Hepatitis B virus. 


2.11 HCV 
Hepatitis C virus groups at highest risk include transfusion recipients, parenteral 
drug users, and dialysis patients. 


2.12 HIV 
Human immunodeficiency virus. 


2.13 MRSA 
Methicilin-resistant Staphylococcus aureus – a staff infection that is resistant to 
common antibiotics.  Appears as small pustules or boils; redness, swollen and 
painful.  Pus is associated with them that look like spider bites.  Commonly 
occurs near cuts and abrasions. 


2.14 Occupational exposure 
Reasonably anticipated skin, eye, mucous membrane, or parenteral contact with 
blood or other potentially infectious materials that may result from the 
performance of an employee’s duties. 


 2.15 Other potentially infectious materials (OPIM) 
a. The following human body fluids: semen, vaginal secretions, 


cerebrospinal fluid, synovial, fluid, pleural fluid, pericardial fluid, 
peritoneal fluid, amniotic fluid, any body fluid that is visibly contaminated 
with blood, and all body fluids in situations where it is difficult or 
impossible to differentiate between body fluids. 


b. Any unfixed tissue or organ (other than intact skin) from a human (living 
or dead). 


2.16 Parenteral 
Piercing mucous membranes or the skin barrier through such events as needle 
sticks, human bites, cuts and abrasions. 


2.17 Personal Protective Equipment 
Specialized clothing or equipment worn by an employee for protection against a 
hazard.  General work clothes (i.e. uniforms, pants, shirts, or blouses) not 
intended to function as protection against a hazard, are not considered to be PPE. 


2.18 Reasonably anticipated occupational exposure 
Contact with blood and/or OPIM, which averages one such incident per month or 
those occupations such as Police Officers, or Fire Fighters where occupational 
exposure is highly probable and the circumstances of the exposure require 
emergency response or are uncontrollable. 


2.19 Regulated waste 
Liquid or semi-liquid blood and/or OPIM, contaminated items that would release 
blood or OPIM in a liquid or semi-liquid state if compressed; items that are caked 
with dried blood or OPIM and are capable of releasing these materials during 
handling; contaminated sharps; and pathological and microbiological wastes 
containing blood or other potentially infectious materials. 


2.20 Source individual 
Any individual living or dead, whose blood or OPIM may be a source of 
occupational exposure to the employee. 
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2.21 Universal Precautions 
An approach to infection control.  According to the concept of Universal 
Precautions, all human blood and certain human body fluids are treated as if 
known to be infectious for HIV, HBV, and other Bloodborne pathogens. 


2.22 Workplace controls 
Controls that reduce the likelihood of exposure by altering the manner in which a 
task is performed. 


 
3. GENERAL OPERATING PROCEDURES  


Universal precautions shall be observed to prevent contact with blood or potentially 
infectious materials.  Where it is difficult to differentiate body fluid types, all such body 
fluids shall be considered potentially infectious materials. 
 
3.1 The following engineering and work practice controls have been established to                        


eliminate or minimize exposure: 
a. Hand-washing facilities or antiseptic soap is provided for immediate use 


after contamination. 
b. Employees shall wash hands immediately after removing gloves. 
c. Contaminated needles or other sharps shall not be bent, recapped, or 


removed. 
 If not properly trained in handling contaminated sharps, contact the 


Safety & Risk Coordinator for assistance. 
 If properly trained and equipped with a sharps container, the 


contaminated sharp may be properly handled using universal 
precautions and placed in a sharps container. 


d. Contaminated sharps shall be placed in approved sharps containers.  
e. Eating, drinking, smoking, applying cosmetics or lip balm, and handling 


contact lenses are prohibited in work areas where there is likelihood of 
occupational exposure. 


f. All procedures involving blood or other potentially infectious materials 
shall be performed in such a manner as to minimize splashing, spattering, 
spraying or generation of droplets of these substances. 


 
4. PERSONAL PROTECTIVE EQUIPMENT  


All Personal Protective Equipment, including but not limited to gloves, gowns, face 
shields, goggles, eye glass side shields and/or shoe covers or boots where gross 
contamination can be anticipated, shall be provided to the employees by the Town of 
Florence at no cost to the employee. 


 
4.1 Employees shall wear appropriate Personal Protective Equipment in those areas 


where exposure to blood or other potentially infectious materials is likely to 
occur.  In rare circumstances, if in the employee’s professional judgment the use 
of the Personal Protective Equipment will prevent the delivery of public safety 
services or increase the hazard to the employee, existing policies and procedures 
will be reviewed and evaluated accordingly. 
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4.2 Any Personal Protective Equipment contaminated with blood or OPIM which is 
not soaked or saturated, or likely to release fluid if compressed shall be removed 
immediately or as soon as possible and disposed of as non-regulated waste. 


4.3 Any damaged, torn, broken or leaking, etc. Personal Protective Equipment will be 
replaced or repaired by the Town at no cost to the employee. 


4.4 Any Personal Protective Equipment that becomes saturated or penetrated by blood 
or OPIM shall be removed immediately or as soon as feasible and placed in a red 
bag for proper disposal. 


4.5 Gloves shall be worn when it is reasonably anticipated that the employee may 
have contact with blood or OPIM, mucous membranes or non-intact skin.   
a. Disposable single use gloves such as surgical or examination gloves shall 


be replaced as soon as feasible or when their ability to function as a barrier 
is compromised. 


b. Disposable single use gloves shall not be washed or reused. 
c. Utility, multi-use gloves shall be used for handling contaminated waste, 


cleanup procedures, etc.  These gloves shall be washed, disinfected and 
allowed to dry before reuse.  They shall be replaced as soon as their 
integrity is compromised. 


4.6 Whenever splashes, spray, spatter, or droplets of blood or other potentially 
infectious materials are expected to be generated, the appropriate masks, eye 
protection or face shields shall be used. 


4.7 Appropriate PPE clothing, including but not limited to gowns, aprons, and other 
protective body clothing, will be used depending on the task and the degree of 
exposure anticipated. 


 
5. HOUSEKEEPING 


5.1 All equipment and work surfaces that have become contaminated with blood or 
Broken glass shall not be picked up by hand but shall be swept up or picked up 
with tongs. 


5.2 Bags to be used for non-sharp regulated waste must be red designating biohazard 
or a placard, sign or tag shall be affixed to the bag. 


 
6. REGULATED WASTE  


Contaminated sharps shall be placed in appropriate labeled sharps containers.  The sharps 
containers shall be located as close as feasible to the immediate area where sharps are 
found. 
 
6.1 Sharps containers will not be filled past ¾ full.  They shall be checked 


periodically to ensure that the sharps containers are not filled past ¾ full. 
6.2 All other non-sharp regulated waste material shall be placed in containers, which 


are properly labeled or colored coded, leak-proof and closable. 
6.3 All regulated waste shall be properly disposed of in accordance with applicable 


county and state rules and regulations.  If you have any questions, contact Safety 
& Risk. 
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7. DECONTAMINATION AND DISPOSAL  
Disinfection and decontamination of work surfaces must be accomplished as soon as 
possible after contamination with blood or OPIM.  Use household bleach in a 10% dilute 
solution or cleaning agents whose labels state that they are effective against Hepatitis B 
and HIV.  Alcohol shall not be used to decontaminate surfaces. 
 
7.1 Hands or other body parts, which become contaminated with blood or OPIM, 


shall be washed immediately with soap and warm water. 
7.2 If blood or body fluids make direct contact with the mouth or eyes, immediately 


flush the affected area thoroughly with water. 
7.3 All items that are to be reused shall be decontaminated and/or disinfected using 


the dilute solution of bleach in water referenced above.  Wear latex gloves and 
use disposable paper towels to remove contamination.  After removal of visible 
material, decontaminate with dilute bleach solution.  Wipe with clean paper 
towels and allow to air dry. 


7.4 All non-sharp items that are not soaked and saturated, are not likely to release 
fluid if compressed, may be disposed of as office trash requiring no special 
bagging or labeling. 


7.5 Always wash hands thoroughly with soap and warm water after using latex 
gloves. 


7.6 If there are any questions regarding decontamination procedures, contact your 
supervisor. 


 
8. HEPATITIS B VACCINATION  


Hepatitis B is a viral infection that can result in jaundice, cirrhosis and cancer of the liver.  
The incubation period is relatively long, six weeks to six months from exposure to onset 
of symptoms.  Not everyone will experience symptoms.  Chronic carriers may appear 
well, yet can transmit the virus.  Hepatitis B is a Bloodborne pathogen and can be 
transmitted via infected blood and OPIM through several routes; parenteral contact; 
mucous membranes (blood or OPIM contamination of the eyes, nose or mouth) and by 
unprotected contact with blood or OPIM with non-intact skin, i.e., blood gets on a rash, 
scratch or open sore.  Non-occupational transmission of Hepatitis B occurs through 
sexual transmission, an infected mother to her newborn, and through intravenous drug 
use. 


 
Hepatitis B is considered a major health risk and an effective vaccination program is 
available.  The OSHA regulation requires employees with reasonably anticipated 
occupational exposure will be offered the opportunity to be vaccinated against Hepatitis 
B at no cost to the employee. 
 
8.1 The Hepatitis B vaccination series is a set of three shots administered at zero, one    


and six-month intervals. 
8.2 A qualified medical provider will administer vaccinations. 
8.3 At the conclusion of the Hepatitis B vaccination series, a Hepatitis B Titer (blood 


draw) is administered and tested by a qualified medical provider to determine 
immunity. 
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8.4 Employees may decline to receive the series of Hepatitis B vaccinations at the 
time offered.  Employees who decline the vaccinations may take the shots at a 
later date if they so desire and if they are still in a job classification which has 
reasonably anticipated occupational exposure to blood or OPIM.  If an employee 
declines to receive the vaccinations, the employee must complete a “Hepatitis B 
Vaccine Acceptance/Declination Form” (see Appendix B attached) for inclusion 
in the employee’s occupational records. 


 
 9. ACQUIRED IMMUNE DEFICIENCY SYNDROME (AIDS)  


AIDS is a disease that results from infection by the human immunodeficiency virus 
(HIV).  HIV attacks a person’s immune system, which reduces the body’s ability to fight 
other illness or diseases.  This condition is called AIDS.  It makes the infected person 
vulnerable to illnesses such as pneumonia, meningitis and cancer.  
 
9.1 HIV is a Bloodborne pathogen and is transmitted by the same body fluids as 


Hepatitis B virus, that is, infected blood and OPIM (see definition).  It is also 
transmitted via the same routes as Hepatitis B virus. 


9.2 HIV is not spread through casual contact such as shaking hands, coughing, or                       
sneezing. 


9.3 At present, there is no known vaccine or cure for HIV or AIDS. 
 
10. METHICILIN-RESISTANT STAPHYLOCOCCUS AUREUS (MRSA)  


MRSA is a staph infection that is resistant to commonly prescribed antibiotics.  Staph is 
one of the most common causes of skin infections.  These infections may appear as small 
pustules or boils, which are often red, swollen, painful, or have pus associated with them.  
Many people believe they look like spider bites.  They commonly occur at sites of visible 
skin trauma, such as cuts or abrasions.  
 
10.1 The incubation period for MRSA is less than 10 calender days.   
10.2 MRSA is a contact risk.  Common examples include direct skin-to-skin contact 


with someone else’s infection or contact with shared items or surfaces, such as 
towels, used bandages, door knobs, phones, and weight lifting benches. 


10.3 Any place that involves crowding, frequent skin-to-skin contact, and poor 
housekeeping can become a breeding ground for MRSA.  Keeping high contact 
surfaces clean, can greatly reduce the likelihood of transmission. 


10.4 You must report the exposure to your employer in writing within 10 calender 
days.   


 
11. EXPOSURE INCIDENT  


In the event of an exposure incident {i.e. a specific eye, mouth, or other mucous 
membrane, non-intact skin or parenteral (needle stick) contact with blood or OPIM} that 
results from the performance of an employee’s duties the following procedures must be 
followed: 
 
11.1 The employee must report the exposure incident immediately to his/her 


supervisor. 
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11.2 The employee and employer shall complete the Supervisor’s Report of Industrial 
Injury (Appendix C) and the Report of Significant Work Exposure to Bodily 
Fluids (Appendix A). 


11.3 An industrial report will be completed if: 
a. The exposed employee requires medical treatment for the injury (i.e. the 


employee receives an injury which requires medical attention.  Industrial 
injury paperwork will not include the blood or OPIM exposure) 


b. The exposed employee contracts HBV or HIV as a result of the 
documented exposure. 


11.4 The exposed employee shall be scheduled for a confidential medical evaluation, 
follow-up and counseling at a medical facility with no cost to the employee. 


11.5 Identification and documentation of the source individual (i.e. name, address of 
the source individual must be included) unless it can be established that 
identification is not feasible or is prohibited by state or local law. 


11.6 The source individual’s blood shall be tested for Hepatitis B virus and HIV at the 
expense of the Town of Florence as soon as feasible and after consent is obtained.  
Results of the source individual’s blood tests shall be made available to the 
exposed employee. 


11.7 OSHA requires that a blood draw (referred to as a baseline blood draw) be offered 
to the exposed employee as soon as feasible. 
a. The exposed employee’s blood shall be collected as soon as feasible and 


tested after consent is obtained for HBV and HIV at no cost to the 
employee. 


b. Workers’ Compensation requires that blood be drawn within 10 calender 
days after exposure incident and tested within 30 calender days after the 
exposure incident. 


c. If the employee consents to a baseline blood draw for HBV but does not 
consent at that time for HIV serologic testing, OSHA requires that the 
sample be preserved for at least 90 calender days.  If within 90 calender 
days of the exposure incident, the employee elects to have the baseline 
blood draw tested for HIV, such testing shall be done as soon as feasible. 


d. Post-exposure prophylaxis shall be provided to the employees at no cost 
when medically indicated. 


e. All test results will be maintained confidential and kept for the duration of 
employment plus thirty (30) years, per OSHA requirements.   


 
12. INFORMATION AND TRAINING 


Competent personnel who are knowledgeable in the subject matter as it relates to the 
workplace and the training will provide training.  This training shall be provided to all 
Town of Florence employees annually. New employees will receive this training during 
new employee orientation.  The training program shall include: 
 
12.1 An accessible copy of the regulatory text of Title 29 Code of Federal Regulations 


Part 1910.1030, (the Bloodborne Pathogens standard) and an explanation of its 
contents. 
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12.2 A general explanation of the epidemiology and symptoms of Bloodborne 
diseases. 


12.3 An explanation of the modes of transmission of Bloodborne pathogens. 
12.4 An explanation of the employer’s control plan and the means by which the 


employee can obtain a copy of the written plan. 
12.5 An explanation of the appropriate methods for recognizing tasks and other 


activities that may involve exposure to blood and other potentially infectious 
materials. 


12.6 An explanation of the use and limitations of methods that will prevent or reduce 
exposure including appropriate engineering controls, work practices and Personal 
Protective Equipment. 


12.7 Information on the types, proper use, location, removal, handling, 
decontamination, and disposal of Personal Protective Equipment. 


12.8 An explanation of the basis for selection of Personal Protective Equipment. 
12.9 Information on the Hepatitis B vaccine, including information on its efficacy, 


safety, method of administration, the benefits of being vaccinated, and that the 
vaccine and vaccination will be offered free of charge. 


12.10 Information on the appropriate actions to take if anyone has on exposure 
involving blood or other potentially infectious materials. 


12.11 An explanation of the procedure to follow if an exposure incident occurs, 
including the method of reporting the incident and the medical follow-up that will 
be made available. 


12.12 Information on the post-exposure evaluation and follow-up that the employer is 
required to provide for the employee following an exposure incident. 


12.13 An opportunity for interactive questions and answers with the person conducting 
the training session. 


 
13. RECORD KEEPING 


13.1 Medical records for employees covered under the Bloodborne Pathogens Standard 
will be maintained for the period of employment plus thirty years.  These records 
are confidential. 


13.2 Training records required under the Bloodborne Pathogens Standard will be 
maintained for at least three years and are not confidential. 


 
Inclusions: 
Appendix A Report of Significant Work Exposure to Bodily Fluids (HR Form #919) 
Appendix B Hepatitis B Vaccine Acceptance/Declination Form (HR Form #918) 
Appendix C Supervisor’s Report of Industrial Injury Form 
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TOWN OF FLORENCE LOSS CONTROL POLICY 
 


Subject:  Chain Saw Operator Safety Policy 
 


1. PURPOSE 
 


The Town of Florence has instituted this Chain Saw Operator Safety Policy to protect 
employees from the dangers associated with chain saw operations. The information 
contained in this policy references materials obtained from CFR 29 1910.266, OSHA 
Logging Operations Standard, and the U.S. Consumer Product Safety Commission's 
Guide to Chain Saw Operations.Chainsaw 


 
This policy has been developed as a safety guide for chain saw operators in the 
importance regarding the selection, use, maintenance, and storage of chain saws. 


 
2. SELECTION 
 
TYPE   GUIDE BAR LENGTH USE 
--------------------------------------------------------------------------------------------------------- 
 
Mini or light-  8 to 12 inches   light and occasional use for  
weight saws      limbing, cutting small logs,   
       and felling very small trees 
 
Midweight saws 14 to 20 inches  frequent log cutting and felling of  
       small trees 
 
Heavyweight saws over 20 inches   log cutting and felling of medium to  
       large trees. Professional use only 
 
3. KICKBACK 
 


Chain saw kickback can result in death or serious injury. The force of the chain saw 
striking an object throws the saw violently back towards the operator, sometimes with 
disastrous results. 


 
Kickback can occur when the saw chain, around the tip of the guide bar, touches any 
object, such as a nearby log or branch. 


 
Kickback can also occur when the wood being cut closes in and pinches the saw 
chain during the cut.  


 
 


a. To avoid kickback, operators shall be instructed to: 
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i. Never touch the tip of the bar to any object while the saw is running. 
 


ii. Always hold the chain saw firmly with both hands. 
 


iii. Use the proper grip. Grasp the forward handle with left hand, palm 
down, wrapping fingers around the handle bar, keeping the handle bar in 
the webbing between index finger and thumb. Grasp the rear handle 
firmly with right hand. 


 
iv. Boring cuts require burying the nose or tip area of the saw into the wood 


being cut, thus creating the possibility of a kickback. 
 


v. Use wedges to avoid pinching the bar when cutting larger pieces. 
 


vi. Avoid cutting limbs above mid-chest height. 
 


vii. Use a sawhorse, or similar device, to support and hold logs when 
possible. 


 
viii. Use a well balanced stance. Keep the body to the side of the chain saw. 


 
4. MAINTENANCE OF CONTROL 
 


a. To maintain control of the chain saw, operators shall be instructed to: 
 


i. Always hold the chain saw firmly with both hands. 
 


ii. Use the proper grip. 
 


iii. Use the proper stance. Do not lean forward or sideways to make the cut. 
 


iv. Let the chain saw do the work. Do not try to force the saw through the 
cut. 


 
v. Use wedges to avoid pinching the bar when cutting larger pieces. 


 
vi. Know where the saw is going at all times. 


 
vii. Be aware of the downward, or outward, path the saw will take after the 


wood is cut. Keep legs out of this path. 
 


viii. Watch for spring-back of limbs being cut, or of second branches held by 
the limbs being cut. 


 
ix. Take hand off the trigger between cuts. 
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x. Avoid sawing from a ladder, or from an unstable stance. 


 
xi. Never make cuts above the mid-chest height. 


 
5. OPERATOR SAFETY 
 


a. Prior to the start of chain saw operations, operators shall be instructed to: 
 


i. Read and study the owner’s manual. 
 


ii. Ensure that the kickback device has not been removed or disabled. 
 


iii. Clear the work area so the chain saw will not touch anything but the 
wood being cut. 


 
iv. Check for loose bolts and screws and ensure that they are properly 


tightened. 
 


v. Check the chain saw for condition and sharpness. Check the owner's 
manual for sharpening requirements. 


 
vi. Check for damage to the guide bar such as nicks, dents, or bent bar. 


Repair or replace damaged guide bars. 
 


vii. Ensure that the handle is clean and dry. 
 


viii. Check for proper chain tension and adjust the chain when necessary. 
 


ix. Wear the proper personal protective equipment. Personal Protective 
Equipment will include: 


 
1. Hard Hat, Safety Chaps, Hearing Protection, Safety   


 Glasses/Face Shield 
 


x. Other recommended personal protective apparel includes: 
 


1. Protective Gloves, Safety Boots 
 


xi. Place the saw on clear ground to start it. Do not start the saw on a leg or 
knee. 


 
xii. After starting the saw, ensure that the chain does not rotate when the 


controls are in the idle position. 
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b. During chain saw operations, operators shall be instructed to: 
 


i. Avoid fatigue - it can lead to accidents. Rest frequently. 
 


ii. Start all cuts at top speed (full throttle) and continue to cut at top speed 
(full throttle). 


 
iii. Avoid kickback. Keep the work area clear of other branches and objects. 


 
iv. For safety reasons, if possible, do not work alone. Use the Buddy 


System. 
 


v.    Stand on the uphill side of the log when cutting because the log may roll 
downhill. 


 
vi. Carry the chain saw safely 


 
1. Engine/motor stopped 
 
2. Guide bar and chain saw pointed behind 


 
3. Use guide bar sheath 


 
4. Keep muffler away from the body 


 
vii. Be sure the body is clear of the natural path the saw will follow after 


completion of the cut. 
 


viii. Turn off the saw and make sure that the chain motion has stopped before 
making any adjustments or repairs. 


 
ix. Keep the saw sharpened and under proper tension. 


 
x. If the saw chain continues to move while the engine is idling, adjust the 


idle speed. If the saw continues to move after adjustment, the saw shall 
be taken out of service until it can be repaired. 


 
xi. Clean dirt, spilled fuel, and sawdust from a dead saw. 


 
xii. Never rest or attempt to start the saw on a leg or knee. 


 
xiii. Always hold a running saw with two hands. 


 
xiv. The chain saw shall be shut down if the saw will be carried more than 50 


feet, or if the terrain creates a walking hazard for the operator. 
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6. REFUELING 
 


a. During refueling of the chain saw, operators shall be instructed to: 
 


i. Turn off the saw before adding fuel. 
 


ii. Allow the saw to cool before adding fuel. 
 


iii. Clear the area of flammable debris prior to placing a hot saw down to 
cool. 


 
iv. The chain saw shall be refueled at least 20 feet from any flame or other 


sources of ignition. 
 


v. Avoid spilling fuel; wipe spilled fuel from the saw. 
 


vi. Replace the fuel cap tightly. Move at least 10 feet away from the fueling 
area and fuel container prior to starting the saw. 


 
vii. The chain saw shall only be started with the chain brake engaged. 


 
viii. Do not contact the hot muffler, spark arrestor, or other hot parts of the 


saw. 
 


ix. Do not operate a saw that is not equipped with a good muffler/spark 
arrestor. 
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TOWN OF FLORENCE LOSS CONTROL POLICY 
 


Subject:  Confined Space Entry Program Policy 
 


1. PURPOSE 
 


This program establishes the requirements for Confined Space Entry as defined by the 
Federal Occupational Safety and Health Administration, CFR 29, Part 1910.146. The 
purpose of this procedure is to ensure a safe and hazard free work environment for all 
employees who enter confined spaces.   


 
2. DEFINITIONS 
 


a. Atmospheric Condition - a condition in which dangerous air contamination, 
oxygen deficient, or oxygen enriched atmospheres, may exist or develop. 


 
b. Confined Space - a space that: 


 
i. Is large enough and so configured that an employee can bodily  enter 


and perform assigned work; and 
 


ii. Has limited or restricted means for entry or exit; and 
 


iii. Is not designated for continuous employee occupancy. 
 


c. Confined Space Entry - any action by which a person passes though an opening 
into a confined space or, as soon as any part of the worker's body breaks the plane 
of any opening to perform work activities inside that space. 


 
d. Combustible - Particulate concentration greater than 10% of the minimum 


explosive concentration of the particulate. 
 


e. Dangerous Air Contamination - an atmosphere presenting a threat of death, acute 
injury, illness, or disablement due to the presence of gases, combustibles, toxic or 
corrosive agents, or any condition immediately dangerous to life and health 
(IDLH). 


 
f. Engulfment Condition - a condition where the surrounding and effective capture 


of a person by finely divided particulate matter or liquid may exist or develop. 
 


g. Entry Permit - means the written document that is provided by the employer to 
allow and control entry into a permit space. 


 
h. Flammable Gas or Vapor - having a concentration greater that 10% of  the 


substance lower explosive limit (LEL). 
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i. IDHL - a concentration immediately dangerous to life and health. Immediate 
means that an acute clinical sign of a serious exposure related reaction occurs 
within 72 hours after exposure. 


 
j. Non-permit Confined Space - a confined space that does not contain or, with 


respect to atmospheric hazards, have the potential to contain, any hazard capable 
of causing death or serious physical harm. 


 
k. Oxygen Deficiency - an atmosphere containing oxygen at a concentration of less 


than 19.5% by volume. 
 


l. Oxygen Enrichment - an atmosphere containing oxygen at a concentration greater 
than 23.5% by volume. 


 
m. Permit-required Confined Space - a confined space that has one or more of the 


following characteristics: 
 


i. Contains, or has the potential to contain, a hazardous atmosphere; 
 


ii. Contains a material that has the potential for engulfing an entrant; 
 


iii. Has an internal configuration such that an entrant could be trapped or 
asphyxiated by inwardly converging walls or by a floor  which slopes 
downward and tapers to a smaller cross-section; 
 


iv. Contains any other recognized serious safety or health hazard. 
 


n. Toxic, Corrosive or Asphyxiant - substances listed in the Code of Federal 
Regulations, title 29, part 1910.1000, and having concentrations above the 
permissible exposure limit (PEL). 


 
3. GENERAL REQUIREMENTS 
 


The Loss Control Coordinator has been designated as the person responsible for the 
administration and implementation of the Confined Space Entry Program. 


 
The designated person shall: 


 
a. Evaluate the workplace to determine if any spaces are considered permit-required 


confined spaces. 
 


b. Inform employees of permit-required confined spaces by posting danger signs or 
by other equivalent means. 


 
c. Provide a written Permit-Required Confined Space Program.  
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All portions of the Confined Space Program, including certification records, shall be 
made available for inspection by employees, their authorized representatives, and 
representatives of the Occupational Safety & Health Administration.  


  
4. PERMIT-REQUIRED CONFINED SPACE ENTRY PROCEDURES 
 


The following procedures shall be implemented prior to, during, and following an 
entry into a permit-required confined space: 


 
a. Ensure that all unsafe conditions have been eliminated prior to the removal of 


confined space covers, doors, hatches, etc. 
 


b. Openings shall be protected to prevent employees from accidentally falling 
through the opening and from allowing material and foreign objects from entering 
the space. 
 


c. Ensure procedures and practices are in place for safe permit space entry 
operations, including, but not limited to, the following: 


 
i. Specify acceptable entry conditions; 


 
ii. Isolate the permit space; 


 
iii. Purge, inert, flush or ventilate the permit space as necessary to eliminate 


or control atmospheric hazards by providing continuous clean forced air 
ventilation. 


 
*Employees may not enter the space until all hazardous atmospheres have 
been eliminated; 


 
iv. Provide pedestrian, vehicle, or other barriers as necessary to protect 


entrants from external hazards; and 
 


v. Verify that conditions in the permit space are acceptable for entry 
throughout the duration of the authorized entry. 


 
d. Test internal atmospheres for the following conditions and allow authorized 


entrants to participate and review the calibrated air monitoring data prior to entry: 
 


i. Oxygen content, 
ii. Flammable gases and vapors, and 


 
iii. Potential toxic air contaminants. 


 
e. Ensure that proper equipment has been made available for the confined space 


entry to include, but not limited to: 
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i. Communication Equipment 


 
ii. Personal Protective Equipment 


 
iii. Lighting Equipment 


 
iv. Entry and Egress Equipment 


 
v. Rescue and Emergency Equipment 


 
vi. Any other equipment necessary for safe entry into and rescue from permit 


spaces. 
 


f. Provide and post at the entry portal a completed Entry Permit. The Entry Permit 
shall be reviewed by the authorized entrants and signed and dated by the entry 
supervisor. Entry permits shall contain the following minimum information: 
 


i. Date and authorized duration of the entry permit; 
 


ii. Location of the confined space; 
 


iii. Purpose of the entry; 
 


iv. Name(s) of authorized entrants; 
 


v. Name(s) of standby attendants and the method  of communication to be 
used; 
 


vi. Name and signature of entry supervisor; 
 


vii. Description of hazards known, or reasonably expected, to be present and 
acceptable entry conditions; 
 


viii. Results of the atmospheric testing done immediately and during entry; 
 


ix. Designated individual responsible for performing the tests; 
 


x. Required personal protective equipment, including respiratory protection, 
clothing, and retrieval systems for entry and rescue; 
 


xi. Description of any additional hazards that may be expected or generated 
by the worker's activities; 
 


xii. Identification of all special work practices or procedures to be followed; 
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xiii. Specifications of all means of isolation, cleaning, purging, or inerting to be 


done prior to entry and the methods utilized to control those hazards, or 
certification that those procedures have been done if a hazardous air 
contamination or oxygen deficiency condition exists; 
 


xiv. Permit entry cancellation procedures. 
 


g. Post at least one standby attendant outside the permit space for the duration of the 
entry operations. 
 


h. Be prepared to re-evaluate the permit space if there is reason to believe changes 
have occurred within the permit space, or if requested by an entrant or an 
authorized representative of the entrant.  
 


i. Implement procedures to “close off” permit space and cancel entry permit after 
entry operations have been completed.  


 
When the confined space entry involves a multi-employer operation, 
entry procedures will be coordinated by the entry supervisors and one single 
standby attendant will be assigned to monitor all employees involved in the 
entry operations.  


 
5. ENTRY INTO NON-PERMIT CONFINED SPACES 
 


Non-permit confined space entry can be performed if the employer can: 
 


a. Demonstrate that the only hazard posed by the permit space is an actual or 
potentially hazardous atmosphere; and 
 


b. Demonstrate that continuous forced air ventilation alone is sufficient to control 
the actual or potentially hazardous atmosphere; and 
 


c. Provide monitoring and inspection data that supports the aforementioned 
demonstrations and make that data available to each employee who enters the 
confined space; and 
 


d. Provide training to all employees assigned duties in confined space entry so they 
may acquire the understanding, knowledge, and skills necessary for the safe 
performance of those duties. 


 
6. CONFINED SPACE TRAINING 
 


The Town of Florence shall provide training so that all employees who work with, 
and in, confined spaces, acquire the understanding, knowledge, and skills necessary 
for the safe performance of their assigned duties. 
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Training shall be provided to each affected employee prior to assignment of  
confined space duties, before there is a change in assigned duties, whenever there is a 
change in permit space operations that presents a hazard for which an employee has 
not previously been trained, and whenever the employer has reason to believe that 
there has been a deviation from the confined space entry procedures or where the 
employee displays inadequacies in their knowledge or use of the confined space entry 
procedures.  


 
Employee training shall include methods of establishing proficiency in each assigned 
duty and shall introduce new or revised procedures as necessary. 


 
Employee training shall be certified and the certification shall contain the employee’s 
name, date of training, and the signature, or initials, of the instructor(s). 


 
a. Confined Space Entrants 


 
Confined Space Entrants have been designated to perform work activities inside 
confined spaces and are required to be trained in Confined Space Entry 
Procedures. Training will also include:  
 


i. Knowing the hazards of confined spaces; 
 


ii. Recognizing signs and symptoms of exposure to contaminants and to 
oxygen deficient or oxygen enriched atmospheres; 
 


iii. Understanding the required entry equipment, to include PPE, testing and 
monitoring equipment, ventilation equipment, lighting equipment, and the 
proper use of that equipment; 
 


iv. Knowledge of the calibrated air monitoring equipment and an 
understanding of the data results. 


v. Communication procedures with the standby attendant; and 
 


vi. Emergency evacuation and rescue procedures. 
 


b. Standby Attendants 
 
Standby Attendants have been designated to monitor the activities of the Confined 
Space Entrants and have the responsibility of testing and monitoring the 
atmosphere prior to, and for the duration of, the entry operations. Standby 
Attendants are required to be trained in Confined Space Entry Procedures. 
Training will also include: 
 


i. Knowing the hazards of the confined spaces; 
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ii. Recognizing the hazards and symptoms of exposure to contaminants and 
to oxygen deficient or oxygen enriched atmospheres; 
 


iii. Methods of monitoring conditions inside and outside the confined space, 
to include providing barriers against pedestrians and vehicles to protect the 
Confined Space Entrants; 
 


iv. Methods of maintaining count and communication with all entrants at all 
times; 
 


v. When to order evacuation and summon rescue personnel; and 
 


vi. Understanding the use of monitoring equipment, personal protective 
equipment, ventilation equipment, and the proper use of that equipment. 


 
 


Standby Attendants are authorized to monitor ONE Permit-Required Confined Space 
Entry at a time!  


 
c. Entry Supervisors 


 
Entry Supervisors have been designated to authorize entry into the confined space 
and are required to be trained in Confined Space Entry Procedures. Training will 
also include:  


 
i. Knowing the hazards of the confined spaces; 


 
ii. Understanding the testing and verification checks to be conducted prior to  


entry into confined spaces; 
iii. Knowledge of entry procedures and equipment specified by entry permits; 


 
iv. Entry termination and permit cancellation procedures; 


 
v. Responsibility in endorsing the entry permit and allowing entry to take 


place; and 
 


vi. Verification of rescue and recovery procedures.  
 


d. Rescue Personnel 
  


Rescue Personnel perform rescue and recovery of Confined Space Entrant and are 
required to be trained in the Confined Space Entry procedures. Each member of 
the rescue team shall be given the opportunity to review the confined spaces in 
which emergency rescues could be required and practice making permit space 
rescues from those spaces at least once every 12 months. Rescue personnel 
training will also include: 
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i. The use of rescue, retrieval, and personal protective equipment, and the 


proper use of that equipment; 
 


ii. First aid and CPR; and 
 


iii. Understanding the monitoring equipment, and the proper use of that 
equipment; and 
 


iv. The location of the Material Safety Data Sheet(s) or other similar written 
information concerning the substance(s) to which the Confined Space 
Entrants were exposed.   


 
Unauthorized personnel are prohibited from attempting a rescue or recovery of Confined 


Space Entrants. 
 


The Town of Florence has agreed to utilize outside rescue personnel to perform Confined 
Space rescue services and shall make note of that arrangement under the current contract. 
 
 
7. CONFINED SPACE ENTRY PROCEDURE AUDIT 
 


Entry permits and entry procedures shall be reviewed when there is reason to believe 
that the measures taken under the permits may not protect the employees. The 
program will then be revised to correct the deficiencies found to exist before 
subsequent entries are authorized. A review of the entry procedures will also take 
place when there has been an unauthorized entry, a serious or fatal injury, a near miss 
situation, and an employee complaint. Canceled or revoked permits will be retained 
for a period of one year.  


 
A review of the Confined Space Entry Program, as well as canceled entry permits, 
will be performed at least once every 12 months to ensure that employees 
participating in entry operations are protected from hazards associated with permit-
required confined space entry. Revisions to the written program and employee 
training will be made as necessary. 
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Confined Space Entry Permit 


 
Date and Time Issued: _______________ Date and Time Expires: ____________ 
Job site/Space I.D.: _________________  Job Supervisor: ___________________ 
Equipment to be worked on: ___________ Work to be performed: _____________ 
 
Entrants: __________________ __________________ ________________ 
 
    __________________ __________________ ________________ 
 
Stand-by attendant(s): _____________________ _____________________ 
    
   _____________________ _____________________ 
 
1. Atmospheric Checks: Time  ________ 
                          Oxygen ________% 
                          Explosive ________% L.F.L. 
                          Toxic  ________PPM 
    Tester's signature: _____________________________ 
 
2. Source isolation:      N/A Yes No 


Pumps or lines blinded, disconnected, or blocked  ( )    ( )    ( ) 
  
3. Ventilation Modification:      N/A Yes    No 


Mechanical                       ( )    ( )    ( ) 
Natural Ventilation only         ( )    ( )    ( ) 


 
4. Atmospheric check after isolation and Ventilation: 
   Oxygen __________%           >    19.5 % 
   Explosive _______% L.F.L    <    10 % 
   Toxic ___________PPM        <    10 PPM H (2)S 
   Time ____________ 
   Tester’s signature: _____________________________ 
 
5. Communication procedures: _____________________________________________ 
_____________________________________________________________________ 
 
6. Rescue procedures: ___________________________________________________ 
_____________________________________________________________________ 
 
7. Entry, standby, and back up persons:    Yes     No 


Successfully completed required training?    ( ) ( ) 
Is it current?                             ( ) ( ) 


 
8. Equipment:  
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                               N/A     Yes    No 
Direct reading gas monitor tested     ( ) ( ) ( ) 
Safety harnesses and lifelines for entry and standby persons ( ) ( ) ( ) 
Hoisting equipment                           ( ) ( ) ( ) 
Powered communications      ( ) ( ) ( ) 
SCBA's for entry and standby persons                       ( ) ( ) ( ) 
Protective Clothing                          ( ) ( ) ( ) 
All electric equipment listed: Class I, Division I, Group D  
and Non-sparking tools      ( ) ( ) ( ) 


 
9. Periodic atmospheric tests: 
 


Oxygen     ____%  Time ____ Oxygen     ____% Time ____ 
Oxygen     ____%  Time ____ Oxygen     ____% Time ____ 
Explosive  ____%  Time ____ Explosive  ____% Time ____ 
Explosive  ____%  Time ____ Explosive  ____% Time ____ 
Toxic        ____%  Time ____ Toxic        ____% Time ____ 
Toxic        ____%  Time ____ Toxic        ____% Time ____ 


 
We have reviewed the work authorized by this permit and the information contained 
herein.  Written instructions and safety procedures have been received and are 
understood. Entry cannot be approved if any squares are marked in the "No" column. 
This permit is not valid unless all appropriate items are completed. 
 
Permit Prepared and Approved By (Supervisor): ________________________________ 
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TOWN OF FLORENCE LOSS CONTROL POLICY 
 


Subject:  Fall Protection Policy 
 
1. PURPOSE 
 


The Town of Florence shall provide and install fall protection systems, as required by 
Federal OSHA 29 CFR 1926.500, to protect employees from fall potential when working on 
surfaces six feet or greater off the ground or working/walking surfaces. 


 
A training program shall be provided for each employee who might be exposed to fall 
hazards. The training program shall enable each employee to recognize the hazards of falling 
and shall train each employee in the procedures to be followed in order to minimize these 
hazards. Employee training shall include: 


 
a. The nature of the fall hazard in the work area; 


 
b. The correct procedures for erecting, maintaining, disassembling, and inspecting the fall 


protection systems to be used; 
 


c. The use and operation of guardrail systems, personal fall arrest systems, safety net 
systems, warning line systems, safety monitoring systems, controlled access zones, and 
other protection to be used; 
 


d. The role of each employee in the safety monitoring system when this type of system is 
used; 
 


e. The limitations on the use of mechanical equipment during the performance of roofing 
work on low-sloped roofs; 
 


f. The correct procedures for the handling and storage of equipment and materials, and the 
erection of overhead protection;  
 


g. The role of employees in fall protection plans when this type of system is used; and 
 


h. The policy and procedures contained in this fall protection policy.  
 


Retraining shall be provided when it is believed that an employee did not retain the skill or 
understanding of the fall protection training. Retraining shall also take place if there are 
changes in the fall protection systems or equipment. 


 
1. FALL PROTECTION 
 


a. Full Body Harness 
 
If a work area is such that a person could fall a vertical distance of six or more feet, and it 
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is impractical to provide adequate work platforms, scaffolding, staging, and guard rails, 
an approved body harness shall be used in conjunction with a lanyard. 


 
b. Lanyard 


 
Shock absorbing lanyards are required for use and will be arranged in such a way that 
prevents a worker from falling freely for more than six feet. The lanyards shall not be 
longer than six feet in length and will be used to secure an employee, wearing a full body 
harness, to an approved drop line, lifeline, or fixed anchorage point. 


 
c. Anchorage Point 


 
Drop lines, lifelines, or fixed anchorage points shall be capable of withstanding a force of 
5800 lbs. minimum or otherwise as required by applicable OSHA regulations. The 
employer shall ensure that each employee is trained in the proper care of fall protection 
equipment. 


 
2. RESTRAINT SYSTEMS 
 


a. Safety Belts 
 
Waist belts can only be used in conjunction with safety lines where horizontal work is 
required. 


b. Safety Lines 
 
Safety lines (life lines, safety straps) shall be independently secured to approved 
structures having adequate strength for that purpose. These lines shall be padded at points 
of attachment and elsewhere, as necessary, to protect against chafing or abrasion caused 
by contact with sharp edges. 


3. SAFETY MONITORING SYSTEMS 
 


a. Low Slope Roofs 
 
Where work on roofs is 50 ft. in width or less, and has a slope of 4/12 
(vertical/horizontal) or less, a safety monitoring system is permitted. The safety monitor 
shall be assigned by the jobsite supervisor. The assigned safety monitor shall monitor a 
maximum number of six workers and shall be able to: identify existing and potential fall 
hazards, warn employees if they are unaware of a fall hazard or are acting in an unsafe 
manner, stay in oral communication with all workers, and not perform other job tasks that 
would interfere with their monitoring responsibilities. The safety monitor shall have the 
authority to take prompt, corrective action to eliminate fall potential hazards, including 
the removal of employees from the fall potential area. Safety monitoring systems must 
not be used in adverse weather conditions, or where mechanical or noisy equipment are 
used. 
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4. CONTROLLED ACCESS ZONES 
 


This option is available during leading edge work, precast concrete erection work, or 
residential construction work when it has been demonstrated that it is infeasible, or it creates 
a greater hazard, to use conventional fall protection equipment.  The controlled access zone 
shall be defined by a control line or by other means that restricts access. The control line 
shall extend along the entire length of the unprotected, or leading edge, and shall be 
approximately parallel to the unprotected, or leading edge. Additional control lines shall be 
erected at each end to enclose the controlled access zone. Control lines shall consist of ropes, 
wires, tapes, or equivalent material. Each line shall have a minimum breaking strength of 200 
pounds and shall be flagged, or otherwise clearly marked, at no more than 6 foot intervals 
with high visibility material. When this employer engages in leading edge work, precast 
concrete erection work, or residential construction work where the use of conventional fall 
protection equipment will not be utilized, then the specific requirements of 1926.502(g) will 
be referred to and complied with.  


 
5. FALL PROTECTION PLAN 
 


This option shall only be utilized during leading edge work, precast concrete erection work, 
or residential construction work when it has been shown that it is infeasible, or it creates a 
greater hazard, to use conventional fall protection equipment.  


  
The fall protection plan shall be prepared by a qualified jobsite supervisor who has 
knowledge of fall protection equipment, including the manufacturer’s recommendations and 
instructions for the proper use, inspection, and maintenance of the chosen equipment, and 
who has knowledge regarding the erection, use, inspection, and maintenance of fall 
protection equipment and systems. The fall protection plan shall list the qualifications of the 
jobsite supervisor who has prepared and approved the plan and be specifically developed for 
each worksite. The implementation of the fall protection plan shall be under the direct 
supervision of the listed jobsite supervisor and any changes to the fall protection plan shall be 
approved by that person. The fall protection plan must document the reasons why the use of 
conventional fall protection systems is infeasible, or why their use would create a greater 
hazard. The fall protection plan shall: 


 
a. Include a written discussion of other measures that will be taken to reduce or eliminate 


the fall hazards for workers; 
 


b. Identify each location where conventional fall protection methods cannot be used and 
where a CAZ will be utilized; 
 


c. Include a statement which provides the name, or other method of identification, for each 
employee who is designated to work in the CAZ; 
 


d. Define accident investigation procedures, in the event of a serious accident or fatal injury, 
to determine if the fall protection plan needs to be revised. 
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Note: A Sample of a Job Specific Fall Protection Plan has been attached to this policy. 


  
6. SAFETY BELT, HARNESS, AND LANYARD INSPECTION AND MAINTENANCE  


PROGRAM 
 


a. ANSI/ASTM Classifications: 
 
Class I       Body Belt - used to restrain a person from falling. 


 
 Class II      Chest Harness - used for restraint purposes, not for vertical free fall   
                    hazards. 


 
  Class III     Full Body Harness - used for fall arrest purposes. Can also be used for fall 


 restraint. 
 


 Class IV    Suspension/Position Belt - used to suspend or support the worker. 
 


 
b. Inspection Guidelines 


 
To maintain their service and high performance, all belts and harnesses shall be inspected 
frequently. Visual inspection shall take place before each use. Periodic tests shall be 
performed for wear, damage, or corrosion. Damaged or defective equipment shall be 
immediately taken out of service. Belt and lanyard inspection shall include the following: 


 
c. Belt Inspection 


 
i. Beginning at one end, holding the body side of the belt towards you, grasp 


the belt with hands six or eight inches apart. Bend the belt in an inverted "U". The 
surface tension of the bend makes damaged fibers and cuts easier to see. 
 


ii. Follow this procedure the entire length of the belt or harness. Watch for 
frayed edges, broken fibers, pulled stitches, cuts, or chemical damage. 
 


iii. Special attention should be given to the attachment of buckles and Dee Rings 
to webbing. Note any unusual wear, frayed or cut fibers, or distortion of the 
buckles or Dees. 
 


iv. Inspect for frayed or broken strands. Broken webbing strands generally 
appear as tufts on the webbing surface. Any broken, cut, or burned stitches will be 
readily seen. 
 


v. Rivets should be tight and immovable with the fingers. Body side rivet 
base and outside rivet burr should be flat against the material. Bent rivets will fail 
under stress. 
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vi. The tongue, or billet, of the belts receives heavy wear from repeated 


buckling and unbuckling. Inspect for loose, distorted, or broken grommets. Belts 
using punched holes without grommets should be checked for torn or elongated 
holes causing slippage of the buckle tongue. 
 


vii. Tongue Buckle 
 


Buckle tongues should be free of distortion in shape and motion. They should 
overlap the buckle frame and move freely back and forth in their socket. The 
roller should turn freely on the frame. Check for distortion or sharp edges. 


 
viii. Friction Buckle 


 
Inspect the buckle for distortion. The outer bars and center bars must be straight. 
Pay special attention to corners and attachment to points of the center bar. 


 
ix. Sliding Bar Buckle 


 
Inspect the buckle frame and sliding bar for cracks, distortion, or sharp edges. The 
sliding bar should move freely. Knurled edges will slip if worn smooth. Pay 
special attention to corners and ends of the sliding bar. 


 
d. Lanyard Inspection 


 
When inspecting lanyards, begin at one end and work to the opposite end.  Slowly rotate 
the lanyard so that the entire circumference is checked. Spliced ends require particular 
attention. Hardware should be examined under procedures also detailed below, i.e., 
Snaps, Dee Rings, and Thimbles. 


 
i. Steel 


 
While rotating the steel lanyard, watch for cuts, frayed areas, or unusual wearing 
patterns on the wire. Broken strands will separate from the body of the lanyard. 


 
ii. Webbing 


 
While bending webbing over pipe or mandrel, observe each side of the webbed 
lanyard. This will reveal any cuts or breaks. Swelling, discoloration, cracks, and 
charring are obvious signs of chemical or heat damage. Observe closely for any 
breaks in the stitching. 


 
iii. Rope 


 
Rotating the rope lanyard while inspecting the rope from end to end will bring to 
light any fuzzy, worn, broken, or cut fibers. Weakened areas from extreme loads 
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will appear as a noticeable change in the original diameter. The rope diameter 
should be uniform throughout, following a short break-in period. 


 
 
 
 


 
 


 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


 
 


Fall Protection Policy Page 48 of 107







 


Approval:   Council Resolution No. 1174-09                                                Effective Date:  7/1/09 
 


 


  


 
THE TOWN OF FLORENCE 


SITE SPECIFIC FALL PROTECTION PLAN 
 


PROJECT NUMBER: _______________ 
 
This Fall Protection Plan is specific for the following project: 
 
Location of Job: _________________________________________ 
 
Client:   _________________________________________ 
 
Date Plan Prepared/Modified: __________________ 
 
Plan Prepared and Approved by Jobsite Supervisor (name): ________________________ 
 
Qualifications of Jobsite Supervisor (i.e., training, jobsite experience...):  
 
1) ____________________ 2) ____________________  
 
3) ____________________ 4) ____________________ 
 
Plan Supervised By: ____________________ 
 
Qualifications of Individual Supervising the Plan (i.e., training, jobsite experience...): 
 
1) ____________________ 2) ____________________ 
 
3) ____________________ 4) ____________________ 
 


A copy of this plan is to be maintained at the job site. The implementation of this plan is the 
responsibility of the jobsite supervisor named above. 
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1. STATEMENT OF COMPANY POLICY 
 


The Town of Florence is committed to the protection of employees from on-the-job injuries. 
The city commitment includes 100% fall protection for our employees. We also believe that 
our employees have the responsibility to work safely and abide by client and city safety 
procedures. 


 
2. PURPOSE 
 


The purpose of the Fall Protection Plan is: 
 
To supplement the standard safety policy by providing safety standards specifically designed 
to cover fall protection on this job and to ensure that each employee is trained and made 
aware of the safety provisions which are to be implemented by this plan prior to the start of 
the job. 


 
3. APPLICATION 
 


This plan addresses the use of conventional and other-than-conventional fall protection at this 
job site and identifies specific activities that require fall protection. This plan is designed to 
enable supervisors and employees to recognize the fall hazards on this job and to establish 
the procedures that are to be followed in order to prevent falls to lower levels or through 
holes and openings in walking/working surfaces. Each employee will be trained in these 
procedures and strictly adhere to them except when doing so would expose the employee to a 
greater hazard. If, in the opinion of the employee, this is the case, the employee is to notify 
his supervisor and client safety representative at the job site. His/her concerns should be 
addressed before proceeding. 


 
4. FALL PROTECTION SYSTEM TO BE USED ON THIS PROJECT 
 (Delete inappropriate systems) 
 


a. Conventional Fall Protection 
 
The conventional fall protection system to be used on this job will consist of the 
following: 


  
b.   Personal Fall Protection 


 
Description of the body harness, snaphooks, lanyard (with type of fall arrest) and 
anchorages to be used at this job site: 


  
c.   Positioning Device System


 
The use of positioning device systems will be compatible with the following tasks at this 
job site: 
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d.   Ladder Safety Devices 


 
In obtaining roof or bridge access, climbing safety devices will be used as follows: 


 
e. Roofing Brackets 


 
The following roofing bracket, horizontal lifeline, fall arrest lanyard or self-retracting 
lanyard will be used at this job site for the following tasks: 


 
f. Crawl Boards 


 
Safe roof access will be achieved using crawl board/lifeline system described below: 


 
g. Safety Monitoring System 


 
A safety monitoring system may be used when conventional fall protection is infeasible 
or when its use will interfere with the safe execution of the job. 


 
h. Guard railings, Safety Nets, Warning Lines 


 
Description of the guardrailing/toeboard system, safety net, or warning line that will be 
set up for this job site: 


 
The Safety Monitor is designated to be (Name): _____________________ 
The safety monitor shall be assigned by the jobsite supervisor and identified on the jobsite by 
wearing an orange vest. All company employees will be identified by the company name on the 
front of their hardhat. 
 
5.    IDENTIFICATION OF FALL HAZARDS AT THIS JOB SITE


(Delete those that do not apply. Add discussion of site and task for those which do apply)  
 


a. Roof, Platform, or Bridge Access 
 


b. Roof or Bridge Inspection 
 


c. Grout Inspection 
 


d. Concrete Testing and Inspection 
 


e. Pier Hole Inspection 
 


f. Working on Elevated Work Areas (Ramps, Catwalks, Platforms, Scaffolds, Ladders and 
Fixed Ladders) 
 


g. Work Near Excavations and Trenches 
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h. Work Near Holes 


 
i. Hazards of First Person Up / Last Person Down 


 
j. Swing Falls 


 
k. Hoisting Men or Equipment 


 
l. Other Fall Hazards 


 
6.   EMPLOYEE TRAINING
 


a. Only individuals with appropriate experience, skills, and training will be authorized to 
work on this project. All employees on this project shall have been trained and instructed 
in the following areas: 


 
i. Recognition of the fall hazards in the work area (at the leading edge and when 


making initial connections). 
 
ii. Avoidance of fall hazards using established work practices which have been made 


known to the employees. 
 


iii. Recognition of unsafe practices of working conditions that could lead to a fall, 
such as windy conditions. 
 


iv. The function, use, and operation of safety monitoring systems, guard railing 
systems, body harnesses systems, control access zones, and other protection to be 
used. 
 


v. The correct procedure for assembling, maintaining, disassembling, and inspecting 
the systems to be used. 
 


vi. Knowledge of the construction sequence, related tasks by other contractors, and 
the work plan. 


  
b. Pre-Job Conference 


 
A conference shall take place prior to starting work involving all members of the crew 
and supervisors of any concerned contractors. The conference will be conducted by the 
jobsite supervisor and competent person. The pre-job conference will cover: sequences 
pertinent to this job, safety practices to be used throughout the project, and use of 
controlled access zones, if any. 
 
 
 


Fall Protection Policy Page 52 of 107







 


Approval:   Council Resolution No. 1174-09                                                Effective Date:  7/1/09 
 


 


  


 
7.   JOB SEQUENCE 
 
 The following is a step by step listing of the job sequence and the fall protection system 


required for each step. 
 


a.  
 


b.  
 


c.  
 


d.  
 


e.   
 


f.  
 


g.   
 


h.   
 


i.   
 


j.  
 


k.   
 


l.  
 
 Additional steps: 
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8. JOB CONDITIONS WHICH MAY ARISE WHICH MAY REQUIRE PLAN  


MODIFICATION 
 


The factors which may require modification of this plan include: 
 


a. Site Conditions (soft or unstable ground) 
 


b. Structural Failure 
 


c. Rigging Failure 
 


d. Weather Conditions (gusty winds, fog, snow, or rain) 
 


e. Changes in Rigging Response Due to Cold 
 


f. Human Error 
 


g. Other (list): 
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TOWN OF FLORENCE LOSS CONTROL POLICY 
 


Subject:  Fire Protection Policy 
 
1. PURPOSE 
 


The Town of Florence established this Fire Protection Policy to protect its employees, 
facilities, and equipment in the event of a fire and/or explosion. 


 
Each work site shall be provided with a sufficient number of fire extinguishers to 
provide reasonable protection as dictated by the work activity and applicable 
regulations. Fire extinguishers shall be properly mounted and identified so they are 
readily accessible to employees, they shall be maintained in fully charged and 
operable condition, and they shall be kept in their designated places at all times. 


 
Facility fire extinguishers shall be visually inspected on a monthly basis to ensure 
safe operating conditions. All extinguishers shall be subjected to an annual 
maintenance check and the employer shall record the maintenance date and retain 
those records for a period of one year. 
 
Not all Town vehicles are equipped with an extinguisher. 


 
1. TRAINING 


 
Employees shall be provided with an annual educational program to familiarize them 
with the general principles of fire extinguisher use and the hazards involved with 
incipient stage fire fighting. 
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TOWN OF FLORENCE LOSS CONTROL POLICY 
 


Subject:  Hearing Conservation Policy 
 
1. PURPOSE 
 


This policy establishes the requirements for Hearing Conservation as defined by 29 CFR, 
1910.95 and 1926.52. The main purpose of this policy is to prevent work related noise 
induced hearing loss. It should also work to decrease other ill effects of loud noise including 
mental stress, physical stress, and accidents.  


 
2. DEFINITIONS 
 


a.  Action level: An 8-hour time-weighted average of 85 decibels measured on the A-scale,   
slow response, or equivalency, a dose of fifty percent. 


 
b. Audiogram: A chart, graph, or table resulting from an audiometric test showing an 


individual's hearing threshold levels as a function of frequency. 
 


c. Decibel (dB): Unit of measurement of sound level. 
 


d. Hearing Protection: Devices such as approved ear plugs or muffs designed to protect the 
wearer from harmful noise levels. 


 
e. Noise Dosimeter: An instrument that integrates a function of sound pressure over a 


period of time in such a manner that it directly indicates a noise dose. 
 


f. Sound Level: Ten times the common logarithm of the ratio of the square of the measured 
A-weighted sound pressure to the square of the standard reference pressure of 20 
micropascals. Unit: decibels (dB). For use with regulation, SLOW time response, in 
accordance with ANSI S1.4-1971 (R1976), is required. 


 
g. Sound Level Meter: An instrument used for the measurement of sound level. 


 
h. Time-Weighted Average Noise Level: That sound level, which if constant over an 8-hour 


exposure, would result in the same noise dose as is measured. 
 
3.   ADMINISTRATIVE & ENGINEERING CONTROLS
 


When it is found that employees are subjected to noise levels equal to, or exceeding, an 8-
hour time-weighted average sound level of 85 decibels or greater, administrative or 
engineering controls shall be utilized when possible. Administrative controls shall include the 
limitation of employee exposure to hazardous noise levels by the use of Table G-16 - 
Permissible Noise Exposures, as noted in 29 CFR, 1910.95(a).  
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TABLE G-16 - PERMISSIBLE NOISE EXPOSURES 


 
  Duration Per Day, Hours   Sound Level dBA 
  8 hours.......................................................  90 
  6 hours.......................................................  92 
  4 hours.......................................................  95 
  3 hours.......................................................  97 
  2 hours.......................................................  100 
  1 1/2 hours.................................................  102 
  1 hour.........................................................  105 
  1/2 hour......................................................  110 
  1/4 hour or less..........................................  115 
 
Exposure to implusive or impact noise equal to, or exceeding, 140 dBA shall warrant the use of 


personal protective equipment. 
 
When the use of administrative or engineering controls is not feasible, then personal protective 
equipment shall be provided and used to reduce employee exposure to hazardous noise levels.   
 
4.   RESPONSIBILITIES OF THE HEARING CONSERVATION PROGRAM
 


a. Supervisors/Foreman 
 


i. Promote/enforce the use of hearing protection by their employees. 
 


ii. Enforce usage when required. 
 


iii. Set good examples and wear protection when required. 
 


b. Employees 
 


i. Use hearing protection when required. 
 


ii. Participate in annual audiograms and training on noise exposure. 
 
5.   MONITORING
 


If appropriate, noise level (dosimetry) monitoring will be done to identify noise exposures 
that exceed 85 decibels in an 8 hour (TWA) time-weighted average. Monitoring may be 
repeated with process changes, equipment changes, and control changes. Sound level 
monitoring may be performed periodically to help monitor areas where change in noise 
levels may be occurring to determine the need for additional dosimetry testing. Results of the 
monitoring will be posted and available for training to notify employees exposed to an 8 hour 
TWA of 85 dB or greater. When employees are subjected to sound exceeding 90 dBs, 
feasible engineering and administrative controls will be considered and utilized if possible. 
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6.   HEARING PROTECTORS
 


Hearing protection shall be made available to all employees exposed to at least 85 dB TWA. 
 


a. Hearing protection shall be worn by: 
 


i. Employees exposed to an eight hour TWA of 90dB or greater. 
 


ii. Employees who have not had their baseline audiogram. 
 


iii. Employees registering a Standard Threshold Shift as indicated on the annual 
audiogram. 


 
Several styles of hearing protection shall be made available to employees including earplugs 
and muffs. All styles are of a maintenance free, or minimal maintenance design, and are 
provided at no charge to employees.  The effectiveness, or noise attenuation, of the protectors 
must be great enough to reduce exposure. 


 
7.   TRAINING 
 


Employees who have exposure to an eight hour TWA of 90dBs or greater shall receive 
annual training which shall cover the following points: 


 
a. Effects of noise on hearing. 
 
b. Purpose of protectors. 


 
c. Advantages of protectors. 


 
d. Disadvantages of protectors. 


 
e. Proper fitting, use and care of protectors. 


 
f. Purpose of audiometric testing and an explanation of test procedures. 


 
8.   RECORDKEEPING
 
      Records shall be maintained and will include: 
 


a. Exposure measurements (retained for two years). 
 
b. Audiometric test records (for the duration of the worker's employment). 


 
c. Employee training (employer discretion). 
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     Records shall be provided to employees at their request. 
 
9.   AUDIOGRAMS
 


Employees shall have a baseline and annual audiogram (hearing test) when evidence 
indicates that the employee is exposed to an 8-hour TWA of 85dB or greater. Audiograms 
are to be performed by a licensed or certified audiologist, otolaryngologist or other MD, or 
by an Accredited Occupational Hearing Conservation Technician. The technician shall 
function under the responsibility of an audiologist, otolaryngologist or other MD. 


 
Testing processes will include a hearing/ear history of all employees suspected of having a 
medical pathology unrelated to the use of hearing protectors. Employees will be advised of 
the need for follow-up with a physician. 


 
Baseline Audiograms 
 
Shall be conducted within the first six months of exposure with exception of up to one year if 
mobile van service is used. Baseline audiograms shall be performed only when preceded by 
at least 14 hours without workplace noise exposure or the use of hearing protection during 
workplace exposure. 


 
Annual Audiograms 
 
Shall be done annually after baseline audiograms. Annual tests will be compared to the 
baseline test for the purpose of detecting a Standard Threshold Shift in the employee's 
hearing. A Standard Threshold Shift (STS) is an average shift in either ear of 10 dB or more 
at 2000, 3000, and 4000 Hertz. 


 
If a Standard Threshold Shift is identified: 


 
a. The employee will be notified in writing of the threshold shift within 21 days of this 


determination. 
 
b. Tests can be repeated after 30 days. 


 
c. The employee will be informed of the need for further evaluation if a medical problem is 


suspected and referred if pathology is related to the use of hearing protection. 
 


d. The use of hearing protection will continue to be enforced. 
 


e. The employee will be refitted or retrained in the use of hearing protection. 
 


Testing must be conducted with equipment that meets the specification of ANSI S3.6-1969. 
The functional operation of the audiometer should be checked by biological calibration prior 
to each day's use. An acoustic check must be performed if biological calibration indicates 
deviation of 10 dB or greater and an exhaustive calibration performed if biological 
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calibration indicates deviations of 15 dB or greater. 
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TOWN OF FLORENCE LOSS CONTROL POLICY 
 


Subject:  Heavy Equipment Safe Operations Policy 
 
1. PURPOSE   


 
The Town of Florence has implemented this Heavy Equipment Safe Operations 
Policy to protect its heavy equipment operators, and other individuals within the 
immediate work area, from incidents and accidents that could result from the misuse, 
and mishandling, of heavy equipment. This policy contains safety requirements 
adopted from OSHA CFR 29, Part 1926.600, 1926.601, and 1926.602, Subpart O - 
Motor Vehicles, Mechanized Equipment, and Marine Operations. 


 
2. GENERAL OPERATING PROCEDURES 


 
a.   When heavy equipment is left unattended, buckets, blades, and all hydraulic or 


pneumatic attachments, shall be fully lowered, all controls shall be neutralized,  
power shall be shut off, and the brakes shall be set to prevent movement. 
Unattended operation is defined as the operator being 25 ft. or more away from 
the vehicle, or whenever the vehicle is not within the view of the operator.  
 


b. Whenever the equipment is parked, the parking brake shall be set. Equipment 
parked on inclines shall have the wheels chocked and the parking brake set. 
 


c. All heavy equipment, utilized in the vicinity of power lines or energized 
transmitters, shall comply with the requirements of CFR 29, 1926.550(a)(15), 
Cranes and Derricks, and CFR 29, 1910.269, Electric Power Generation, 
Transmission, and Distribution. 
 


d. All heavy equipment shall have a brake system, an emergency brake system, and 
a parking brake system. These systems may use common components, and shall 
be maintained in operable condition at all times. 
 


e. Whenever visibility conditions warrant additional light, heavy equipment shall be 
equipped with at least two headlights and two taillights maintained in operable 
condition at all times. 
 


f. All heavy equipment shall be equipped with an adequate audible warning device 
at the operator’s station and maintained in an operable condition at all times. 
 


g. The use of heavy equipment having an obstructed rear view is prohibited unless: 
 


 i.  The vehicle is equipped with a reverse signal alarm audible above the  
     surrounding noise level, or: 
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ii.  The vehicle is backed up only when an observer signals that it is safe to do so. 
 


h. All heavy equipment equipped with enclosed cabs shall have windshields 
provided with powered wipers. Cracked and broken glass shall be replaced. 
Vehicles operating in areas or under conditions that cause fogging or frosting of 
the windshields shall be equipped with operable defogging or defrosting devices. 
 


i. Tools and material shall be secured to prevent movement when being transported 
in the same compartment with employees. 
 


j. Seat belts and anchorages shall be installed in all motor vehicles. The operator 
shall be instructed in the use and wearing of the seat belt. Seat belts shall not be 
provided for equipment which does not have roll-over protection (ROPS) or 
adequate canopy protection. 
 


k. Operating levers controlling hoisting or dumping devices on haulage bodies shall 
be equipped with a safety device which will prevent accidental starting, or 
tripping, of the hoisting or dumping mechanism. 
 


l. Vehicles with dump bodies shall be equipped with positive means of support, 
permanently attached, and capable of being locked in position to prevent 
accidental lowering of the body while maintenance or inspection work is being 
performed.  
 


m. Scissors points on all front-end loaders, which constitute a hazard to the operator 
during normal operation, or which pose at threat to other personnel within the 
immediate area, shall be guarded. 
 


n. Heavy equipment used in hauling and excavation work shall only lift loads within 
the rated capacity of the vehicle. All rated capacities, specific for each piece of 
equipment, shall be clearly shown on the equipment. 
 


o. Unauthorized personnel shall not be permitted to ride or operate heavy equipment. 
All personnel working in the immediate vicinity of heavy equipment shall not be 
allowed to pass under, or stand beneath, elevated parts, whether loaded or empty. 
Personnel working in the vicinity of the heavy equipment operations shall be 
warned of the dangers associated with working near/around heavy equipment. 
 
 


p. Grades shall be ascended and descended slowly. Heavy equipment used on grades 
shall be driven with the front buckets, scrapers, or extended parts in a lowered 
position. The operator shall ascend forward and shall descend in reverse with the 
extended parts in front of the vehicle at all times. 
 


q. Ramps shall be used when loading and unloading heavy equipment from transport 
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trailers. It shall be recommended that vehicles be backed onto the trailer during 
loading operations to permit safe unloading of the vehicle. 
 


r. Stunt driving and horseplay is prohibited. 
 


s. Fuel tanks shall not be filled while the engine is running. Any spilled fuel or oil 
shall be properly cleaned away. Smoking is prohibited during fueling operations. 
 


t. Personal protective equipment, required to be worn during equipment operations, 
shall be provided and worn at all times by personnel. 


 
3.   VEHICLE INSPECTION PROCEDURES
 


a.   All heavy equipment shall be inspected at the beginning of each shift to assure the  
following parts, equipment, and accessories are in safe operating condition and 
free of apparent damage that could cause failure while in use:  


 
i. service brakes 


ii. trailer brake connections 
iii. parking brakes 
iv. tires 
v. horn 


vi. steering mechanism 
vii. coupling devices 


viii. seat belt 
ix. operating controls 
x. back-up alarms 


xi. lights (if applicable) 
xii. reflectors (if applicable) 


xiii. windshield wipers (if applicable) 
xiv. defrosters (if applicable) 
xv. fire extinguishers 


xvi. first aid kits 
xvii. reflective vests 


 
All defects shall be repaired and corrected before the vehicle is placed into service. 
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TOWN OF FLORENCE LOSS CONTROL POLICY 
 


Subject:  Portable Jack Inspection Policy 
 
1. PURPOSE 


 
The Town of Florence understands their obligation to ensure that all portable jacks 
including stationary and hydraulic are to be periodically inspected as defined by 
Federal OSHA CFR 29, 1910.244. 


 
 
2. INSPECTION REQUIREMENTS 
  


a.   All portable jacks used in lifting operations are to be inspected at least once  
      every six months. The documented inspection of the jacks shall include: 


 
  i.   Load rating capacity noted and intact. 
  ii.   Leaking of hydraulic fluids. 
  iii.  Adequate lubrication. 


            iv.  Abnormal load or shock wear or deterioration. 
 


b. Portable jacks, upon discovery of damage during the documented inspection, shall 
be taken out of service and tagged accordingly, and shall not be used in service 
until the proper repairs are made. 
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JACK INSPECTION CHECKLIST 
(6 months) 


 
 


JACK # ____ DATE ________ INSPECTOR _________ 
 
 CONDITION  OK  ___________ NEEDS REPAIR  _________ 
 
 LUBRICATION  OK  ___________ NEEDS REPAIR  _________ 
 
 LOAD RATING  OK  ___________ NEEDS REPAIR  _________ 
 


 
 


JACK # ____ DATE ________ INSPECTOR _________ 
 
 CONDITION  OK  ___________ NEEDS REPAIR  _________ 
 
 LUBRICATION  OK  ___________ NEEDS REPAIR  _________ 
 
 LOAD RATING  OK  ___________ NEEDS REPAIR  _________ 
 


 
 


JACK # ____ DATE ________ INSPECTOR _________ 
 
 CONDITION  OK  ___________ NEEDS REPAIR  _________ 
 
 LUBRICATION  OK  ___________ NEEDS REPAIR  _________ 
 
 LOAD RATING  OK  ___________ NEEDS REPAIR  _________ 
 


 
 


JACK # ____ DATE ________ INSPECTOR _________ 
 
 CONDITION  OK  ___________ NEEDS REPAIR  _________ 
 
 LUBRICATION  OK  ___________ NEEDS REPAIR  _________ 
 
 LOAD RATING  OK  ___________ NEEDS REPAIR  _________ 
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TOWN OF FLORENCE LOSS CONTROL POLICY 
 


Subject:  Safe Ladder Use Policy 
 
1. PURPOSE:    


 
Since falls from ladders can be a cause of serious injury in the workplace, the 
Town of Florence has adopted the following work rules for the safe use and 
maintenance of ladders. 


 
2. LADDERS 


 
a. General 


 
i. Ladders shall be inspected for defects before and after each use. If 


ladders are found to be defective, they are to be immediately removed 
from service and tagged as "out of service" until repairs can be made. 


 
ii. Makeshift items shall not be used in place of a ladder, such as chairs, 


barrels, or boxes. 
 


iii. Ladders shall not be used in place of a scaffold or temporary work 
platform. 


 
iv. Do not use ladders that have been placed on boxes, carts, tables, or 


other unstable surfaces. 
 


v. Clean muddy or slippery footwear before mounting a ladder. 
 


vi. Employees shall face the ladder when ascending or descending, or 
when performing any work. 


 
vii. Employees shall maintain three point contact on a ladder at all times. 


Small articles should be carried in pockets or in a belt. Larger items 
shall be lifted to or lowered from an elevated location by a hand line or 
hoist. 


 
viii. Employee shall use the proper type of ladder best suited for the job 


(i.e. step, extension, aluminum, wood, or fiberglass). 
 


ix. Only non-metallic ladders shall be used in or around electrical 
equipment and shall be carried horizontally below shoulder level. 


 
x. Employees shall not straddle the space between a ladder and another 


object. 
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xi. Barricades and warning signs shall be set up when using a ladder in a 
doorway or passageway. 


 
xii. Ladders shall not be wired together. 


 
xiii. Ladders shall be secured at, or to, the upper working surface in a 


manner that has zero deflection. 
 
b. Step Ladders 


 
i. Employees shall open step ladders fully and check the stability of the 


ladder to ensure all four legs are on firm, level ground. 
 


ii. Use a step ladder at right angles to the work. 
 


iii. Use a step ladder that is about three feet shorter than the highest point 
you have to reach. 


 
iv. Employees shall not stand any higher than the second step from the top 


of the ladder. 
 


v. A step ladder shall not be used to brace or support a work platform or 
plank. 


 
c. Extension Ladders 


 
i. The base of the ladder shall be 1/4 of its working length from the 


vertical to obtain a safe working angle (one foot out for every four feet 
in height). 


 
ii. Ladders shall be extended at least three feet above the upper         


working surface, if possible. 
 


iii. Ladders that do not extend three feet above the upper working     
surface shall have grab rails, or grab rope, for personnel to pull and 
lower themselves from the ladder. 


 
iv. Set the ladder on secure footing. Ensure the ladder has slip-resistant     


feet, secure blocking, or have someone hold the base of the ladder 
when in use. 


 
v. Employee shall grasp the rungs, not the side rails, when climbing a 


ladder. 
 


vi. Erect the ladder so that the upper section rests on the bottom section 
maintaining a minimum overlap of sections as shown on the ladder 
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safety label. 
 


vii. Ensure locking ladder hooks are secure before climbing. 
 


viii. Tie off the ladder at the top to prevent it from slipping or being blown 
over. 


 
ix. Stand no higher than the fourth rung from the top. 


 
x. Constructed job-site ladders should be built in accordance with 


applicable OSHA regulations. 
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TOWN OF FLORENCE LOSS CONTROL POLICY 
 


Subject:  Lockout and Electrical Safety Related Work Practices for Hazardous Energy 
Control 


 
1. PURPOSE 


 
The Town of Florence has established this Hazardous Energy Control Program to 
protect its employees from all potential hazardous energy releases, or substances, 
which could cause injury. 


 
This program establishes safe work practices for job related activities associated with 
hazardous energy sources. It shall be used to ensure that machines or equipment are 
isolated from all potential hazardous energy and locked out before employees 
perform any servicing or maintenance activities where accidental contact, unexpected 
energization, start-up, or the release of stored energy or substance, could cause injury. 


 
Federal Occupational Safety and Health Standards 1910.147 and 1910.333-.335 have 
been utilized in the development of this Hazardous Energy Control Program. 


 
2. DEFINITIONS 


 
a.   Lock a substantial padlock with a single key, bearing a tag or other identification  


method indicating to whom it belongs. 
 


b. Scissors/Gang Lock a device accepting multiple locks, used to allow more than 
one lock to be applied to a service. 
 


c. Service any switch box, operating control, valve, etc., which must be turned off, 
blanked, or blocked to ensure full isolation. 
 


d. "Person in charge of Lockout” the assigned "authorized" employee who 
implements, or oversees, the lockout procedure.     
 


e. Authorized Employee a person who implements energy control procedure on 
machines or equipment, when performing servicing or maintenance on that 
machine or equipment. 
 


f. Affected Employee an employee whose job requires him/her to operate or use a 
machine or piece of equipment on which servicing or maintenance is being 
performed under a lockout procedure. An employee whose job requires him/her to 
work in an area in which energy control procedures are being performed. 
 


g. Other Employee all other employees whose work operations are, or may be, in the 
area where energy control procedures may be utilized. 
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h. Zero Mechanical State equipment that is isolated from all forms of energy, or 
hazardous substances, such as electrical, hydraulic, pneumatic, steam, high 
pressure fluids, stored energy, extreme heat or cold, radiation, chemical, or 
computer controls. 
 


i. Lock Box a lockable container that is used in a multiple lockout situation. All 
keys controlling the energy sources will be put into one lock box and individuals 
shall install their personal padlock onto the hasp attached to the lock box. 
 


j. Pneumatic Energy Source pressurized air or gas. Examples include: cylinders, 
valves, compressor tanks, or stored gas cylinders.  Lockout devices include: 
locking out by valve, electrically disconnecting a compressor, or blanking off a 
pipe. 
 


k. Steam Energy Source hot, high pressure vapor. Examples include: turbines, 
evaporators, boilers, or high pressure steam cleaners.  Lockout devices include: 
locking out by valve, blanking off a pipe, inhibiting the source. 
 


l.    Chemical Energy Source storage and piping systems that contain chemicals.   
Examples include: piping and storage tanks. Lockout devices include: inhibiting 
the source through shutting off valves, pipes and pumps, and blanking off lines. 
 


m. Thermal Energy Source extreme hot or cold temperatures. Examples include:   
uninsulated steam lines, Freon from air conditioners, and compressor lines. 
Lockout devices include: first allowing thermal energy to dissipate (if not 
possible, personal protective equipment shall be worn). If this is not possible, the 
system must be shut down. 
 


n. Hydraulic Energy Source any high pressure fluid (i.e. water, process fluid, oil) 
generated by a pump, heat, or mechanical source.  Examples include: backhoe 
cylinders, hydraulic drives, and hydraulic valves. Lockout devices include: 
inhibiting the pump or other mechanical source, shutting off valves, blanking off 
lines. Bleed off any residual pressure in accumulators, cylinders, and pipes. 
 


o. Mechanical Energy Source rotating or moving equipment and/or components.  
Examples include: energy from high tension springs, flywheels, counterweights, 
cables, belts, chains, etc.  Lockout devices include: chain devices, restraining 
opposite ends of counterweights, wedges, pins, and blocks. 


 
p. Gravitational Energy Source energy of objects suspended at elevations above the 


work area. Examples include: buckets or attachments on loaders, dump truck 
boxes, forks of forklifts, etc. Lockout devices include: wedges, pins, or blocks. 
 


q. Electrical Energy Source   the flow of current through wires. Examples include:  
utility power (4160 3 ph, 480 3 ph, 110-208 3 ph, 220-110 3 ph), factory power 
(4160 3 ph, 480 3 ph, 277 3 ph, 110-208 3 ph, 220-110 1 ph), batteries (36v DC, 
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48v DC, 120v DC), static electricity, etc. Lockout devices include: applying locks 
or isolation devices to plugs, electrical connections, switches, main disconnects, 
and MCC panel disconnects. 
 


r. Stored Energy Source residual pressures in hydraulic and pneumatic cylinders and 
vessels, electrical capacitors, and batteries. Lockout devices include: bleeding 
lines, vessels, and cylinders for hydraulic and pneumatic systems, dissipating 
stored energy in electrical capacitors and batteries. 
 


s. Each authorized employee shall be trained on the following established 
procedures for the application of energy control devices: 
 


3.   PREPARATION FOR LOCKOUT
 


Determine if changes need to be made to the general lockout procedures, or site 
specific procedures, based on changes to the equipment, services, and/or personnel. 
Identify all affected employees that may be involved in the impending lockout. 
Obtain necessary locks and devices to implement the lockout. 


 
Employees authorized to perform lockout shall be certain as to which switch, valve, 
or other energy source may be involved. 


 
4.   SEQUENCE OF LOCKOUT PROCEDURE


 
a.   Review the site specific procedure (if required). 


 
b. Notify all affected employees that a lockout procedure will be utilized and the 


reason why. 
 


c. Shut down the machine or equipment by the normal operating procedure. 
 


d. Apply the energy isolating device. 
 


e. Dissipate or restrain stored energy. 
 


f. Verify the isolation and de-energization of the machine or equipment. 
   CAUTION: Return all operating controls to "neutral" or "off" positions after the 


test (verification of isolation). 
5.   RESTORING EQUIPMENT TO NORMAL OPERATIONS


 
      a.   Inspect the work area to ensure that all non-essential items and tools have been  
       removed. 


 
b. Inspect the area to ensure all affected employees have been safely positioned. 


 
c. Re-install all guards and equipment components. 
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d. Remove all lockout devices. 


 
e. Notify affected employees of machine or equipment re-energization. 


 
f. Operate the energy isolating device to restore energy to the machine or 


equipment. 
 


g. Return equipment to the operator for start-up. 
 


6.   BASIC RULES FOR LOCKOUT
 


a. NO unauthorized or untrained persons shall be involved in energy isolation   
procedures. 
 


b. ALL equipment shall be locked out to prevent against accidental, or inadvertent, 
operation when such operation could cause injury to personnel. 
 


c. DO NOT attempt to operate any switch, valve, or other energy isolating device 
when a lockout procedure is in progress. 
 


d. Disciplinary and/or work performance procedures apply to a violation of the 
lockout policy. 


 
7.   EXTENDED PERIOD LOCKOUT PROCEDURE
 
      Follow this procedure for equipment or machines being taken out of service for  
      extended periods of time.  The equipment may be locked out while waiting for repair  
      parts, machining, fabrication, or be a long term project.  Equipment requiring long  
      term lockouts will be locked out using a special padlock and associated tag. The lock    
      and tag will be installed only by an Authorized Person.  This procedure does not, in     
      any way, circumvent the normal lockout procedure. The use of the special lock and  
      tag does not allow personnel to work on the equipment. If work is resumed on the  
      equipment, the persons working on the equipment shall verify energy isolation and  
      install their personal locks. 
 
8.   PROCEDURES INVOLVING MORE THAN ONE PERSON


 
If more than one individual is required to lockout equipment, each shall place his/her 
own personal lock on the energy isolating device(s). When the energy isolating 
device cannot accept multiple locks, a multiple lockout device (hasp or lock box) may 
be used. If machines or equipment require the use of multiple energy isolating 
devices, and a lock box is utilized, the isolating devices may be locked out by the 
"person in charge of lockout". All keys, used in the application of the energy isolating 
devices, will be placed in a lock box, which allow the use of multiple locks to secure 
it. Each employee will then verify the lockout procedure and use his/her own lock to 


Lockout and Electrical Safety Related Work Practices for Hazardous Energy Control Page 72 of 107







 


Approval:   Council Resolution No. 1174-09                                    Effective Date:  7/1/09 
 


 


  


secure the box. As each person no longer needs to maintain his/her lockout 
protection, that person will remove his/her lock from the box. The "person in charge 
of lockout" will be the first person to place their lock on the box and the last person to 
remove their lock from the box. 


 
9.   PERIODIC INSPECTION PROCEDURE
 


The periodic inspection will consist of random checks of lockout procedure in 
progress to verify that procedures are being followed in an appropriate manner. 
Random checks of training will also be utilized. Documentation of these checks will 
be completed to verify compliance with the lockout policy and be kept on file for one 
year following the periodic inspection. 


 
10. TRAINING REQUIREMENTS


 
All employees shall be instructed in the safety significance of the lockout procedures. 
Only trained, authorized employees may lockout machines or equipment. Each new 
or transferred employee shall be instructed in the purpose of the lockout procedure. 
This training will be done initially, when periodic inspections of the lockout 
procedure indicates that re-training is necessary, or when new equipment or 
machinery is introduced into the workplace. Appropriate training will be provided for 
employees concerning their responsibilities to lockout. There are three levels of 
training for specific employees. These levels include: 


 
a. Authorized Employees 
 


            These employees will receive training in the recognition of energy sources to any  
            equipment or system they will work on, the proper method to isolate or control   
            any release of energy, and the proper procedures used to lockout that system or  
            equipment. Training will also include information concerning: 


 
i. Working in the vicinity of overhead power lines; 


 
ii. Illumination requirements when working around energized equipment; 


 
iii. Conductive materials, equipment, and apparel requirements when 


working around energized equipment; 
 


iv. The proper use of ladders when working around energized equipment; 
 


v. Safe work practices during housekeeping activities when working 
around energized equipment; and 


 
vi. The safe handling of portable electric equipment and electrical circuits. 


 
b. Affected Employees 
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These employees will be taught the logic behind the lockout procedure and be 
sufficiently instructed to prevent them from inadvertently, and/or knowingly, 
circumventing the lockout procedure. 


 
c. Other Employees 
 


These employees will be trained in the recognition of the lockout procedure and 
the importance of not circumventing an energy isolating device. 
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TOWN OF FLORENCE LOSS CONTROL POLICY 
 


Subject:  Mobile and Personnel Lifting Equipment Safe Operations Policy 
 


1. PURPOSE 
 
The Town of Florence has implemented this Mobile and Personnel Lifting Equipment 
Safe Operations Policy to protect its equipment operators, and other individuals 
within the immediate work area, from incidents and accidents that could result from 
the misuse and mishandling of mobile lifting equipment. This policy contains safety 
requirements adopted from OSHA CFR 29, Part 1926.600, 1926.602, Subpart O - 
Motor Vehicles, Mechanized Equipment, and Marine Operations, 1926.550, Subpart 
N - Cranes, Derricks, Hoists, Elevators, Conveyors, 1910.178, Subpart N - Materials 
Handling and Storage and 1910.67, Subpart F - Powered Platforms, Manlifts, and 
Vehicle-Mounted Work Platforms. 


 
2. POWERED INDUSTRIAL TRUCKS 
 


a.   General Operating Procedures   
 


i.    All powered industrial vehicles shall bear a label, or other identifying 
mark, indicating capacity, operation, and maintenance instructions. 
Auxiliary counterweights shall bear visible rated capacity load markings 
as well. 


 
 ii.    Any powered industrial vehicle not in safe operating condition shall be  


removed from service.  All repairs shall be made by authorized personnel. 
 


               iii.    Industrial trucks shall be examined before being placed in service. Where   
industrial trucks are used on around-the-clock basis, they shall be 
examined after each shift. All defects shall be immediately reported and 
corrected. 


 
b. Trucks and Traveling Operations 
 


i.  Unauthorized personnel shall not be permitted to ride on powered 
industrial vehicles. No person shall be allowed to pass under, or stand 
beneath, elevated forks, whether loaded or empty. 


 
ii.   When a powered industrial vehicle is left unattended, load engaging 


means shall be fully lowered, all controls shall be neutralized, power shall 
be shut off, and the truck brakes set. Unattended operation is defined as 
the operator being 25 ft. or more away from the vehicle, or whenever the 
vehicle is not within view of the operator. When the operator is within 25 
ft. and full view of the vehicle, the load engaging means shall be fully 
lowered, controls neutralized, and brakes set to prevent movement. 
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 iii.  An overhead guard shall be provided as protection against falling objects.  


A load backrest extension shall be used to minimize to possibility of the 
load, or part of it, from falling rearward onto the operator. 


 
iv.  Speeds shall be kept to a minimum to prevent accidents such as; striking  


equipment, vehicles, and other personnel. 
 


v.  Other lift trucks or vehicles traveling in the same direction shall not be  
passed. At least three truck lengths shall be maintained from trucks ahead, 
and the lift truck shall be kept under control at all times. 
 


vi.  The driver shall be required to slow down and sound the horn at cross 
aisles, blind spots, or other dangerous locations, where vision is 
obstructed. Speeds shall be reduced while negotiating turns. If the load 
being carried obstructs the forward view, the driver shall be required to 
travel with the load trailing. The driver is required to look in the direction 
of, and keep a clear view of, the path of travel. 
 


vii.  Grades shall be ascended and descended slowly. On all grades the load 
and load engaging means shall be tilted back if applicable, and raised only 
as far as necessary to clear the floor surface. 
 


viii.   Stunt driving and horseplay is prohibited. Running over loose objects on 
the floor surface shall be avoided. 


 
ix.  The driver shall be required to slow down for wet and slippery floors. 


 
x. Only loads within the rated capacity of the truck shall be handled. All    
     loads shall be safely arranged during handling. The load engaging means 


shall be placed under the load as far as possible and the mast tilted 
backward to stabilize the load. An elevated load shall not be tilted forward 
except when the load is in a deposit position over a rack or stack. 


 
3.   BOBCAT & BACKHOE EQUIPMENT 
 


a. Operating Procedures  
 


i. When the bobcat/backhoe is left unattended, buckets, blades, and all 
hydraulic or pneumatic attachments shall be lowered, all controls 
neutralized, power shall be shut off, and the brakes shall be set to prevent 
movement. Unattended operation is defined as the operator being 25 ft. or 
more from the equipment, or whenever the equipment is not within the 
view of the operator. 


 
ii. When the equipment is parked, the brake shall be set. Equipment parked 
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on inclines shall have the wheels chocked and the brake set. 
 


iii. Whenever visibility conditions warrant additional light, the equipment 
shall be equipped with headlights and taillights. 


 
iv. Tools and materials, carried inside the operator cab, shall be secured to 


prevent movement during equipment operation. 
 


v. Safety bars, or seat belts, shall be installed in the equipment and the 
operator shall utilize this safety equipment during equipment operations.  
 


vi. Scissors points, located on hydraulic arms and attachments, shall be 
guarded to prevent contact of the equipment operator and other personnel 
within the immediate area.  
 


vii. The bobcat/backhoe shall only lift loads within the rated capacity of the 
equipment. The rated capacity, specific for each piece of equipment, shall 
be clearly displayed somewhere on the vehicle body. 
 


viii. Unauthorized personnel shall not be permitted to ride or operate the 
bobcat/backhoe equipment. All personnel working in the immediate 
vicinity of the equipment shall not be allowed to pass under or stand 
beneath elevated parts, whether loaded or empty, and they shall be warned 
of the dangers associated with working near or around the material 
handling equipment. 
 


ix. Ramps shall be used during loading and unloading operations. Equipment 
being transported on trailers shall be secured for transport by utilizing four 
independent cables with tie-downs. 
 


x. Stunt driving and horseplay on or around this equipment is strictly 
prohibited. 
 


xi. Fuel tanks shall not be filled while the engine is running. Any spilled fuel 
or oil shall be properly cleaned away. Smoking is prohibited during 
fueling operations. 
 


xii. Personal protective equipment, required to be worn during equipment 
operations, shall be provided and worn at all times by the operating 
personnel. 


 
4.   OPERATOR TRAINING 
 


a.   Only trained and authorized personnel shall be permitted to operate a powered 
industrial truck. Powered industrial vehicle training shall include, at a minimum, 
the following: 
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i.    Operating instructions, warnings, and precautions for the type of truck the     


        operator will be authorized to operate. 
 


b.   Differences between truck and automobiles.  
 


c.   Truck controls and instrumentation: where they are located, what they do, and 
how they operate. 


 
d.   Engine or motor operation. 


 
e.   Steering and maneuvering. 


 
f.    Visibility (including restrictions due to loading). 


 
g.    Fork and attachment adaptation, operation, and use limitations. 


 
h.    Vehicle capability. 


 
i.     Vehicle stability. 


 
j.     Vehicle inspections and maintenance requirements that the operator will be 


required to perform. 
 


k.    Refueling and/or charging and recharging of batteries. 
 


l.     Operating limitations. 
 


m.     Surface conditions where the vehicle will be operated. 
 


n.    Composition of loads to be carried and load stability. 
 
o.    Pedestrian traffic in areas where the vehicle will be operated. 


 
p.    Other restricted places where the vehicle will be operated. 


 
q.    Hazardous locations where the vehicle will be operated. 


 
r. Ramps and other sloped surfaces that could affect the vehicle’s stability. 


 
s.    Environment and ventilation concerns. 


 
t. Other unique or potentially hazardous environmental conditions at the worksite 


that could affect safe operation. 
 
5.   VEHICLE INSPECTION PROCEDURES 
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a.   All heavy equipment shall be inspected prior to daily operations to assure that the 


following parts, equipment, and accessories are in safe operating condition and 
free from apparent damage that could cause failure while in use: 


 
i. Service brakes, 


ii. Trailer brake connections, 
iii. Parking brakes, 
iv. Tires, 
v. Horn, 


vi. Steering mechanism, 
vii. Coupling devices, 


viii. Seat belt/safety bar, 
ix. Operating controls, 
x. Lights (if applicable), 


xi. Reflectors (if applicable), 
xii. Fire extinguishers, 


xiii. First aid kits, 
xiv. Reflective vests. 


 
All defects shall be repaired and corrected before the vehicle is placed into service. 


 
6.   CRANES & HOISTING EQUIPMENT 
 


a.   General Operating Procedures  
 


i. Only trained and authorized personnel shall be permitted to operate a crane 
  or piece of hoisting equipment.  


 
ii. The employer shall comply with the manufacturer’s specifications and  


limitations applicable to the operation. When the manufacturer’s 
specifications are not available, the limitations assigned to the equipment 
shall be based on the determination of a qualified engineer competent in this 
field and such determinations will be appropriately documented and 
recorded. Attachments used with cranes shall not exceed the capacity, 
rating, or scope recommended by the manufacturer. 


 
iii. Rated load capacities and recommended operating speeds, special hazard 


warnings, or instruction, shall be conspicuously posted on all equipment. 
Instructions or warnings shall be visible to the operator from his/her control 
station. Written records on rated load tests showing the test procedures and 
confirming the adequacy of any repairs or alterations shall be kept on file at 
the main office. 


 
iv. Hand signals to crane and derrick operators shall be those prescribed by the 


applicable ANSI standard for the type of crane being used. An illustration of 
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the signals shall be posted at the job site. 
 


v. A competent person shall be designated to inspect all machinery and 
equipment prior to each use, and during use, to ensure safe operating 
conditions. Any deficiency shall be repaired, or defective parts replaced, 
before continued use of the equipment. 


 
vi. A thorough, monthly inspection of the hoisting machinery shall be made by 


a competent person. The employer shall maintain a record of the dates and 
results of inspections for each hoisting machine and piece of equipment. 


 
vii. Wire rope shall be inspected on a monthly basis. Inspection documentation 


will include the identification number assigned to each rope, date of the 
inspection, and the signature of the person performing the inspection. Wire 
ropes shall be declared defective and taken out of service when any of the 
following conditions exist: 


 
1. In running ropes, six randomly distributed broken wires in one lay or 


three broken wires in one strand in one lay; 
 
2. Wear of one-third the original diameter of outside individual wires. 


Kinking, crushing, bird caging, or any other damage resulting in 
distortion of the rope structure; 


 
3. Evidence of any heat damage from any cause; 


 
4. Reductions from nominal diameter of more than one-sixty-fourth inch 


for diameters up to and including five-sixteenths inch, one-thirty-second 
inch for diameters three-eighths inch to and including one-half inch, 
three-sixty-fourths inch for diameters nine-sixteenths inch to and 
including three-fourths inch, one-sixteenth inch for diameters seven-
eighths inch to 1 1/8 inches inclusive, three-thirty-seconds inch for 
diameters 1 1/4 to 1 1/2 inches inclusive; 


 
5. In standing ropes, more than two broken wires in one lay in sections 


beyond end connections or more than one broken wire at an end 
connection. 


 
6. New ropes, or ropes that have not been used in service for a period of six 


months, shall be inspected prior to use. 
 


7. Belts, gears, shafts, pulleys, sprockets, spindles, drums, fly wheels, 
chains, or other moving parts or equipment shall be guarded if such parts 
are exposed to contact by employees, or otherwise create a hazard. 


 
8. Accessible areas within the swing radius of the rear of the rotating 


Mobile and Personnel Lifting Equipment Safe Operations Policy Page 80 of 107







 


Approval:   Council Resolution No. 1174-09                                    Effective Date:  7/1/09 
 


 


 


super-structure of the crane, either permanently or temporarily mounted, 
shall be barricaded in such a manner as to prevent an employee from 
being struck or crushed by the crane. 


 
9. Whenever internal combustion engine powered equipment exhausts in 


enclosed spaces, tests shall be made and recorded to see that employees 
are not exposed to unsafe concentrations of toxic gases or oxygen 
deficient atmospheres. 


 
10. All windows in cabs shall be of safety glass, or equivalent, that 


introduces no visible distortion that will interfere with the safe operation 
of the machine. 


 
11. Where necessary for rigging or service requirements, a ladder or steps 


shall be provided to give access to a cab roof. 
 


12. Guardrails, handholds, and steps shall be provided on cranes for easy 
access to the car and cab, conforming to American National Standards 
Institute B30.5. Platforms and walkways shall have anti-skid surfaces. 


 
13. Fuel tank filler pipe shall be located in such a position, or protected in 


such manner, as to not allow spill or overflow to run onto the engine, 
exhaust, or electrical equipment of any machine being fueled. 


 
14. An accessible fire extinguisher of 5BC rating, or higher, shall be 


available at all operator stations or cabs of equipment and equipment 
operators shall be trained in its use. 


 
15. Except where electrical distribution and transmission lines have been 


deenergized and visibly grounded at point of work or where insulating 
barriers, not a part of or an attachment to the equipment or machinery, 
have been erected to prevent physical contact with the lines, equipment 
or machines shall be operated proximate to power lines only in 
accordance with the following: 


 
viii.   For lines rated 50 kV. or below, minimum clearance between the lines and 


any part of the crane or load shall be 10 feet; 
 
ix.    For lines rated over 50 kV., minimum clearance between the lines and any 


part of the crane or load shall be 10 feet plus 0.4 inch for each 1 kV. over 50 
kV., or twice the length of the line insulator, but never less than 10 feet; 


 
x.   In transit with no load and boom lowered, the equipment clearance shall be a 


minimum of 4 feet for voltages less than 50 kV., and 10 feet for voltages 
over 50 kV, up to and including 345 kV., and 16 feet for voltages up to and 
including 750 kV. 
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xi.   A person shall be designated to observe clearance of the equipment and give 


timely warning for all operations where it is difficult for the operator to 
maintain the desired clearance by visual means; 


 
xii.    Cage-type boom guards, insulating links, or proximity warning devices may 


be used on cranes, but the use of such devices shall not alter the requirements 
of any other regulation of this part even if such device is required by law or 
regulation; 


 
xiii.    Any overhead wire shall be considered to be an energized line unless and 


until the person owning such line or the electrical utility authorities indicate 
that it is not an energized line and it has been visibly grounded; 


 
xiv.     Prior to work near transmitter towers where an electrical charge can be 


induced in the equipment or materials being handled, the transmitter shall be 
de-energized or tests shall be made to determine if electrical charge is 
induced on the crane. The following precautions shall be taken when 
necessary to dissipate induced voltages: 


 
1. The equipment shall be provided with an electrical ground directly to the 


upper rotating structure supporting the boom; and 
 


2.   Ground jumper cables shall be attached to materials being handled by 
boom equipment when electrical charge is induced while working near 
energized transmitters. Crews shall be provided with nonconductive poles 
having large alligator clips or other similar protection to attach the 
ground cable to the load. 


 
3.   Combustible and flammable materials shall be removed from the 


immediate area prior to operations. 
 


xv.    No modifications or additions, which affect the capacity or safe operation of 
the equipment, shall be made by the employer without the manufacturer's 
written approval. If such modifications or changes are made, the capacity, 
operation, and maintenance instruction plates, tags, or decals, shall be 
changed accordingly. In no case shall the original safety factor of the 
equipment be reduced. 


 
xvi.    All employees shall be kept clear of loads about to be lifted and of suspended 


loads.  
 
7.   INSPECTION REQUIREMENTS FOR CRANES & HOISTING EQUIPMENT 
 


a.   Initial Inspections 
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All new and altered cranes and hoists shall be inspected before use. Defects that 
constitute a safety hazard shall be corrected before the crane or hoist is put into 
service. 


 
b.   Frequent Inspections 


 
Visual inspection of the crane or hoist shall take place before each use. Defects 
that constitute a safety hazard shall be corrected before the crane or hoist is put 
into service. The visual inspection shall include a review for: 


 
i.    All functional operating mechanisms for maladjustment and excessive wear. 


 
ii.    Lines, tanks, valves, drain pumps, and air or hydraulic systems for 


deterioration and leakage. 
 


 iii.    Hooks with deformation or cracks. 
 


iv.   Hoist chains for excessive wear, twist, distortions, and stretching. 
 


v.   Rope reeving. 
 
8.   PERIODIC INSPECTIONS  
 


a.   Documented crane or hoist inspections shall be performed monthly. A crane or 
hoist that has been idle for more than six months shall be subject to a complete 
documented inspection. The documented inspection shall include a review for: 


 
i.  Deformed, cracked, or corroded members. 


 
ii. Loose bolts or rivets. 


 
iii.  Cracked or worn sheaves and drums. 


 
iv.  Worn, cracked, or distorted parts such as pins, bearings, shafts, gears, rollers, 


and locking and clamping devices. 
 


v.  Excessive wear on brake system parts, linings, pawls, and ratchets. 
 


vi.   Load, wind, and other indicators over their full range. 
 


vii.   Noncompliance of gasoline, diesel, electric power units. 
 


viii.   Excessive wear on chain drive sprockets and excessive chain stretch. 
 


ix.  Electrical apparatus, for signs of pitting or any deterioration of controller  
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x.  Contactors, limit switches, and push button controls. 
 


xi.   Proper safety latches on hoist hooks. 
 


All adjustments and repairs, disclosed by the visual or documented inspection, 
shall be done by a designated and qualified individual. 


 
9.   AERIAL LIFTS 
 


a.   General Operating Procedures 
 


i.   Aerial ladders shall be secured in the lower traveling position by the locking 
device located on top of the truck cab, and the manually operated device at 
the base of the ladder before the truck is moved for highway travel. 


 
ii.   Lift controls shall be tested each day prior to use to determine that such 


controls are in safe working condition. 
 


 iii.  Only authorized persons shall operate an aerial lift. 
 


   iv.  Belting off to an adjacent pole, structure, or equipment while working from 
an aerial lift shall not be permitted. 


 
v.  Employees shall always stand firmly on the floor of the basket, and shall not 


sit or climb on the edge of the basket, or use planks, ladders, or other devices 
for a work position. 


 
vi.  A body belt shall be worn and a lanyard attached to the boom or basket when 


working from an aerial lift. 
 


vii.  Boom and basket load limits specified by the manufacturer shall not be 
exceeded. 


 
viii.   The brakes shall be set and when outriggers are used, they shall be 


positioned on pads or a solid surface. Wheel chocks shall be utilized when 
using an aerial lift on an incline, provided they can be safely installed. 


 
ix.  The aerial lift truck shall not be moved when the boom is elevated in a 


working position with personnel in the basket. 
 


x. Articulating boom and extensible boom platforms, primarily designed as 
personnel carriers, shall have both platform (upper) and lower controls. 
Upper controls shall be in, or beside, the platform within easy reach of the 
operator. Lower controls shall be provided for overriding the upper controls. 
Controls shall be plainly marked as to their function. Lower level controls 
shall not be operated unless permission has been obtained from the employee 
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in the lift, except in case of emergency. 
 


xi.  The insulated portion of an aerial lift shall not be altered in any manner that 
might reduce its insulating value. 


 
xii.  Before moving an aerial lift for travel, the boom(s) shall be inspected to see 


that it is properly cradled and outriggers are in their stowed position. 
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TOWN OF FLORENCE LOSS CONTROL POLICY 
 


Subject:  Personal Equipment Protection Policy 
 
1. PURPOSE 
 


The Town of Florence believes that the issuance and use of personal protective 
equipment (PPE) plays an integral part in maintaining the safety and health of its 
employees. All jobs and work related activities will be assessed to determine if hazards 
are present, or are likely to be present, which necessitate the use of personal protective 
equipment. If hazards are determined to be present, or likely to be present, by reasons of 
hazards of processes or environment, chemical hazards, radiological hazards, or 
mechanical irritants encountered in a manner capable of causing injury or impairment in 
the function of any part of the body through absorption, inhalation, or physical contact, 
than personal protective equipment will be selected based on those hazards. Personal 
protective equipment will be issued to those affected employees and shall be used and 
maintained in a sanitary and reliable condition. When and where employees provide their 
own protective equipment, this employer shall be responsible to assure its adequacy, 
integrity, proper maintenance, and sanitary use of such equipment. 


 
2. TRAINING 
 


a. Employees shall receive personal protective equipment training and shall be educated 
in at least the following: 


 
i. When PPE is necessary; 


ii. What PPE is necessary? 
iii. How to properly don, doff, adjust, and wear PPE; 
iv. The limitations of the PPE; 
v. The proper care, maintenance and sanitation, storage, useful life, and disposal 


methods of the PPE. 
 


b. Employees shall demonstrate an understanding of the training prior to being assigned 
work that requires the use of personal protective equipment. 


 
c. Retraining shall take place when: 


 
i. The employer has reason to believe that any affected employee does not have 


the understanding and skill required in the wearing and use of personal 
protective equipment; 


ii. When changes in the workplace or job task renders previous training obsolete; 
iii. When changes in the personal protective equipment renders previous training 


obsolete. 
 
3. EYE AND FACE PROTECTION 
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a. SAFETY GLASSES/FACE SHIELDS 
Safety glasses are considered basic eye protection only in comparison to a full face 
shield which offers a greater level of employee protection. Each affected employee 
shall be issued, and required to wear, appropriate eye or face protection when 
exposed to eye and face hazards. Power grinding, chipping, hammering, jack 
hammering, sawing wood, and using air and portable powered tools are some 
example of job activities that require the use of safety glasses or full face shields. Any 
job task that creates a probability of side impact from particles, or airborne materials, 
requires the use of safety glasses equipped with side shields. Defective or damaged 
safety glasses or full face shields shall not be used. Employees are asked to consult 
with their supervisor if they have any questions concerning the use of safety glasses. 


 
b. CHEMICAL SPLASH GOGGLES/FACE SHIELDS 
 


Chemical splash goggles, or full face shields, must be worn when handling or 
dispensing acids and caustics. Defective or damaged splash goggles or full face 
shields shall not be used. 


 
4. HEAD PROTECTION 
 


Each affected employee will be issued, and required to wear, head protection when 
working in areas where there is potential for injury to the head from falling objects. Head 
protection, designed to reduce electrical shock hazards, shall be worn by each such 
affected employee when near exposed electrical conductors which could contact the head. 


 
Head protection shall comply with ANSI Z89.1-1986, "American National Standards for 
Personal Protection - Protective Headwear for Industrial Workers Requirements".  
Defective or damaged head protection shall not be used.  


 
5. FOOT PROTECTION 
 


Approved foot protection shall be worn when an affected employee is working in areas 
where there is a danger of foot injuries due to falling and rolling objects, or objects 
piercing the sole, and where such employee's feet are exposed to electrical hazards. 
Approved foot protection can refer to leather upper and a hard sole bottom. Cloth or 
canvas shoes, open toe and open heel shoes are prohibited in other than office areas. 
Defective or damaged foot protection shall not be used. 


 
6. HAND PROTECTION 
 


Appropriate hand protection will be selected and issued when employees are exposed to 
hazards such as those from skin absorption of harmful substances, severe cuts or 
lacerations, severe abrasions, chemical burns, thermal burns, and harmful temperature 
extremes. Defective or damaged hand protection shall not be used. 


 
7. ARC WELDING ACTIVITIES 
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A #10 welding helmet shall be worn by any employee involved in arc welding activities. 
All welding helpers shall be required to wear a full face shield and shaded safety glasses 
that are equipped with side shields. Defective or damaged welding helmets shall not be 
used. 


 
8. OXY-ACETYLENE WELDING ACTIVITIES 
 


A #4 welding helmet, or a full face shield and shaded safety glasses that are equipped 
with side shields, or a full face shield and shaded welding goggles, shall be worn by any 
employee involved in Oxy-Acetylene Welding, Cutting, Brazing or Soldering activities. 
All welding helpers shall be required to wear a full face shield and shaded safety glasses 
that are equipped with side shields. Defective or damaged welding helmets shall not be 
used. 


 
9. HEARING PROTECTION 
 


Hearing protection use is recommended to all employees exposed to nuisance noise. 
Hearing protection use will be required when operating any tool or piece of equipment 
where the noise level exceeds 85 decibels. Defective or damaged hearing protection shall 
not be used. 


 


Personal Equipment Protection Policy Page 88 of 107







 


Approval:   Council Resolution No. 1174-09                              Effective Date:  7/1/09 
 


 


 


TOWN OF FLORENCE LOSS CONTROL POLICY 
 


Subject:  Hazard Communication Program 
 
1. PURPOSE 
 


The Town of Florence has developed and implemented a Hazard Communication 
Program to protect its employees who are, or may be, subjected to hazardous 
substances present at their workplace. 


 
This Hazard Communication Program contains the following elements: 


 
a. An outline of training to be provided for employees who are subjected to 


hazardous substances while performing their job duties. 
 


b. A description of the labeling system being utilized. 
 


c. The inventory procedures for hazardous substances and the Material Safety 
Data Sheet Policy. 
 


d. The methods used to inform employees of hazardous substances being used at 
their worksite. 


 
This Hazard Communication Program, and all its components, is available for 
review to all employees, their representatives, and the Department of Labor & 
Industry. 


 
The Loss Control Coordinator has the overall responsibility for the Hazard 
Communication Program and is committed to periodically reviewing and 
updating the program as necessary. 


 
2. TRAINING 
 


Each new employee who works with and is "routinely or non-routinely exposed" 
to hazardous substances as part of their job responsibilities shall receive Hazard 
Communication training. 


 
"Routinely exposed" means that a reasonable potential exists for exposure to 
hazardous substances during the normal course of an employee's work 
assignment. "Routinely exposed" includes those employees, working in areas 
where hazardous substances have been spilled, who have been assigned to clean 
up leaks and spills. It does not include a simple walk-through of an area where a 
substance is present and where no significant exposure will occur. This type of 
exposure is defined as “non-routine”. Other examples of “non-routine” exposure 
include cleaning of vessels, distribution warehouses, and labeled or unlabeled 
chemical lines in a work area. 
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Employees shall receive Hazard Communication training: 
 


a. Prior to their initial job assignment where they may be exposed to a hazardous 
substance. 


 
b. Before any new or additional hazardous substance is introduced into the work 


area in which employees may be routinely exposed. 
 


Upon completion of Hazard Communication training, employees should: 
 


a. Be aware of the hazards they are exposed to; 
 


b. Know the short and long term effects to substances and how to protect 
themselves from over-exposure; 
 


c. Know how to obtain, read, and use information on labels, material safety data 
sheets or other reference material; and know and follow appropriate work 
practices. 


 
3. EMPLOYEE TRAINING - HAZARDOUS SUBSTANCES 
 


Employees who are routinely exposed to hazardous substances, or who are 
exposed to hazards during non-routine tasks, shall be trained in the following: 


 
a. A summary of the Hazard Communication Standard and this program; 


 
b. Specific information from MSDS's on hazardous substances which employees 


are routinely exposed to, including: 
 


i. The name(s) of the substance(s); 
 


ii. Methods and observations that may be utilized to detect the presence 
of the hazardous chemical; 
 


iii. The level, if known, at which exposure to the substance has been 
restricted; 
 


iv. Any known acute or chronic effects of exposure at hazardous levels, 
including routes of entry; 
 


v. Known symptoms; 
 


vi. Any potential for flammability, explosion, or reactivity; 
 


 
vii. Protective measures of use to prevent exposure including, appropriate 
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work measures and the use of proper PPE; 
 


viii. Emergency spill procedures; and 
 


ix. How to access the name, telephone number, and address of the 
manufacturer. 


 
4. TRAINING RECORDS 
 


a. Training records shall be maintained for a period of three years. 
 


b. Training records shall include: 
 


i. Date(s) training was conducted; 
 


ii. Name(s), title(s), and qualifications of the person(s) conducting the   
training; 
 


iii. Names and job titles of employees who completed the training; and 
 


iv. A brief summary or outline of the information that was included in   
the training session. 


 
5. LABELING 
 


a. Each supervisor shall ensure that all hazardous substances are properly 
labeled. Labels can utilize appropriate hazard warnings, words, pictures, 
symbols, or a combination thereof, to properly convey specific information 
regarding the hazards of the chemical to the employee. Non-English speaking 
employees shall have labeling information presented to them in a method they 
will comprehend. Labels shall convey at least: 


 
i. The identity of the hazardous substance; 


 
ii. The appropriate hazard warning; and 


 
iii. The name and address of the chemical manufacturer, importer, or 


responsible party. 
 


b. Employees are required to ensure that all secondary containers, into which 
chemicals are being transferred, are labeled with the minimum information: 


 
i. The identity of the hazardous substance; and 


 
ii. The appropriate hazard warning. 
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6. INVENTORY PROCEDURE AND MATERIAL SAFETY DATA SHEET 
POLICY 


 
a. A hazardous substance inventory list shall be developed to identify all 


hazardous substances which employees may use or come in contact with at the 
worksite.  Hazardous substances that are generated by a work operation, but 
are not in containers (i.e., welding fumes, wood dust, carbon monoxide, etc..), 
shall also be included in this list. 
 


b. The hazardous substance inventory list will be placed in the respective 
Material Safety Data Sheet Books. 
 


c. The Material Safety Data Sheet Book will contain complete and accurate 
MSDS's for each hazardous substance used at the worksite. A master copy of 
the Material Safety Data Sheet Book will be available for review at the office 
of the Loss Control Coordinator. 
 


d. All employees will be instructed on the location of the Material Safety Data 
Sheet Book(s). 


 
7. CONTRACTOR NOTIFICATION 
 


In compliance with the Hazard Communication Law, the Town of Florence will 
inform general contractors of any and all hazardous substances their employees 
may be exposed to at the worksite. In turn, general contractors shall inform the 
Town of Florence of any and all hazardous substances their employees will be 
bringing into offices, buildings, and worksites. 
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 TOWN OF FLORENCE LOSS CONTROL POLICY 
 


Subject:  Accident Signs and Tags Policy 
 
1. PURPOSE 
 


The Town of Florence has instituted this Accident Signs and Tags Policy to enforce the 
design, application, and use of signs or symbols used to indicate warnings or safety 
instructions to employees, members of the public, or others who may be exposed to 
work related hazards. Accident signs and tags will be used, insofar as possible, to 
define specific hazards of a specific nature. City officials believe that a failure to 
designate accident signs and tags, and educate employees in the significance of those 
signs and symbols, may lead to accidental injury to the employees or the public, or to 
property damage. 
 


2. DANGER SIGNS 
 


a. The colors red, black, and white shall be used to indicate "danger". 
 


b. Employees shall be instructed that danger signs indicate immediate danger and that 
special precautions shall be taken when danger signs are posted. 


 
3. CAUTION SIGNS 
 


a. The color of the background shall be yellow; and the panel black with yellow 
letters, or vice versa, and shall be used to indicate "caution". 


 
b. Employees shall be instructed that caution signs indicate a possible hazard against 


which proper precautions shall be taken when caution signs are posted. 
 
4. SAFETY INSTRUCTION SIGNS 
 


a. The color of the background shall be white; and the panel green with white letters, 
and shall be used to indicate "safety instruction". 


 
b. Employees shall be instructed that safety instruction signs indicate a need for 


general instructions and suggestions relative to safety measures when safety 
instruction signs are posted. 


 
5. ACCIDENT PREVENTION SIGNS 


 
a. Accident prevention signs and tags are used to identify hazardous conditions and 


provide a message to employees concerning the hazardous conditions. Examples 
include: "High Voltage", “Close Clearance", "Do Not Start", or "Do Not Use". 
Accident prevention signs and tags shall be used as a means to prevent accidental 
injury or illness to employees, who are exposed to hazardous, or potentially 
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hazardous, conditions, equipment, or operations which are out of the ordinary, 
unexpected, or not readily apparent. 


 
b. Employees shall be instructed on the significance of accident prevention signs and 


tags as they relate to specific job related activities being performed by employees 
or contracted employers. 
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TOWN OF FLORENCE LOSS CONTROL POLICY 
 


Subject:  Traffic Control Procedures 
 
1. PURPOSE   
 


The Town of Florence believes that the primary function of traffic control procedures 
is to move vehicles and pedestrians safely and expeditiously through and around work 
areas while protecting workers and equipment. Construction, maintenance, and utility 
work should be planned and conducted with the safety of the motorist, pedestrian, and 
worker in mind at all times.  


 
Formulating specific traffic control procedures is difficult due to the variety of 
situations which can arise. Therefore, the Town of Florence has adopted the 
guidelines instituted by the Arizona Department of Transportation under the "Manual 
on Uniform Traffic Control Devices". 


 
2. TRAINING   
 


Employees shall receive training in the use and placement of traffic control devices, 
and proper flagging procedures, as specified under the "Manual on Uniform Traffic 
Control Devices". A traffic control plan shall be prepared and understood by all 
affected employees prior to the start of the work project. 
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TOWN OF FLORENCE LOSS CONTROL POLICY 
 


Subject:  Trenching and Excavation Policy 
 
1. PURPOSE 


 
The Town of Florence has established this Trenching & Excavation Policy to protect  
its employees from the hazards associated with trenching and excavation activities. 
The policy is intended to increase worker protection and to reduce the frequency and 
severity of excavation accidents and injuries. 


 
The Trenching & Excavation Policy will be utilized by employees who are involved 
with excavation and trenching activities to regulate the use of support systems, 
sloping systems,and other systems of protection used to prevent excavation collapse. 


 
In addition, this policy will be used to regulate the means of access to and egress 
from excavations, and employee exposure to vehicular traffic, falling loads, 
hazardous atmospheres, water accumulation, and unstable structures in and adjacent 
to the excavation and other hazards associated with trenching and excavation. 


 
2. DEFINITIONS 


 
a. Excavation  Any man-made cut, cavity, trench, or depression in an earth surface 


formed by earth removal. 
 


b. Shoring A temporary protective structure constructed of timber, screw jacks, or 
hydraulic equipment that is designed to support the sides of an excavation or 
trench and prevent cave-ins. 
 


c. Registered Professional Engineer A person who is registered as a professional 
engineer in the states where the work is to be performed. 
 


d. Tabulated Data Tables and charts approved by a registered professional      
engineer and used to design and construct a protective system. 
 


e. Competent Person One who is capable of identifying existing and predictable 
hazards in the surrounding area, classifying soil types or work conditions which 
are unsanitary, hazardous, or dangerous to employees, and who has the authority 
to take prompt corrective measures to eliminate them. This could be an equipment 
operator, foreman, or anyone trained and competent in trenching and excavation 
activities. 
 


f. Sloping A method of preventing cave-ins of excavation and trench walls by 
cutting them back on an incline away from the trench or excavation. The angle of 
the incline will vary with differences in such factors as the soil type, 
environmental conditions of exposure, and application of soil overloads. 
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3. LOCATING UNDERGROUND FACILITIES 
 


All above and below grade facilities within the area of an excavation, trench, or other 
potential below grade activity shall be located, identified, and marked prior to the 
commencement of mechanical excavation/trenching or other potentially destructive 
below grade activity. Blue Stake pipeline/utility services shall be contacted in order to 
insure that all foreign pipelines and utilities in the area have been identified and 
protected. 


 
4. CLEARANCES 
 


The cutting edge of all mechanical excavation/trenching and other potentially 
destructive below grade equipment shall clear pressurized pipes and buried cable and 
conduits by 12". Final exposure shall be done by hand. 


 
5. STABILITY OF ADJACENT STRUCTURES 
 


A registered professional engineer shall be consulted to review the stability of any 
structure or foundation that may be affected by an excavation or trench.  If required, a 
temporary protective structure shall be designed, constructed, and installed to support 
the structure or foundation in accordance with specifications of a registered 
professional engineer. 


 
6. SPOIL PILES, MATERIALS, TOOLS, AND EQUIPMENT 
 


a. Spoil piles, materials, tools, and equipment shall be retained at least 2 feet from 
the edge of the excavation, trench, or hole. 
 


b. All lumps and stones must be thoroughly removed from walking and working 
surfaces and spoilage retained no closer than 2 feet from the edge of the 
excavation. 
 


c. Spoil piles adjacent to excavations, trenches, or holes shall be sloped at an angle 
of not less than 45 degrees to the vertical. 


 
7. EXCAVATION EQUIPMENT 
 


All equipment shall maintain a clearance of at least 2 feet from the edge of any 
excavation or trench. 
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8. WATER ACCUMULATION 
 


All excavations, trenches, and holes shall be kept free of accumulation of water when 
workers are required to be present. Water removal shall be monitored by the 
competent worker. 


 
9. BARRICADES 
 


 Unattended excavations, trenches, and holes shall be barricaded or fenced off. In 
addition, suitable warning devices, such as signs or flashing lights, shall be located to 
provide advanced warning of open excavations, trenches, or holes that may present a 
hazard to traffic. All barricades shall be manufactured type, wooden or metal 
construction, and must be anchored in place. Fencing shall be supported at a 
maximum spacing of ten feet and the fencing material (wire or rope) must be fastened 
to each support. Fluorescent ribbon may be used to increase visibility. In most cases, 
the barricades or fences should be erected far enough away from the excavation to 
maintain an adequate walkway within the work area. 


 
10. ENTRANCES AND EXITS 
 


A minimum of two entrances/exits shall be provided in the excavation.  Trench 
entrances/exits must be a ladder, stairs, or a ramp placed so that an employee travels 
no more than 25 feet in any direction to gain access.  Entrances/exits shall be ladders, 
or sloped walkways, of not more than one foot rise in three feet. Side rails of ladders 
shall extend three feet out of the trench or excavation. The ladder shall be secured to 
prevent slippage or deflection. 


 
11. FALL PROTECTION 
 


 Walkways shall be provided where employees or equipment are required to cross 
over the excavations. Where walkways are 6 feet or higher above the lower levels, 
guard railings, complying with 1926.502(b), shall be provided. 


 
12. EXPOSURE TO VEHICULAR TRAFFIC 
 


 Employees exposed to public vehicular traffic shall be provided with, and shall be 
required to wear, warning vests or other suitable garments marked with, or made of, 
reflectorized or high-visibility material. 


 


Trenching and Excavation Policy Page 98 of 107







 


Approval:   Council Resolution No. 1174-09                                    Effective Date:  7/1/09 
 


 


 


13. SIZE 
 


a. Excavations and trenches shall be large enough in all dimensions for safe and 
easy working conditions. 
 


b. If a worker is required to lie down or kneel in an unshored trench over four feet 
deep, then the trench wall shall be sloped from the bottom locations where the 
work is to occur. 
 


14. CLASSIFICATION OF SOIL AND ROCK 
 


Each soil and rock deposit shall be classified by a competent person prior to and 
during excavation. Soil classifications include: stable rock, Type A (clay and 
cemented soils), Type B (angular gravel, silt loam, crushed rock, etc..), Type C 
(gravel, sand, submerged soil, etc.). Soil types shall be classified by a competent 
person using the following tests: 


 
a. Visual Test shall be conducted to determine: 


 
i. Qualitative information regarding the excavation site in general, 


ii. The soil adjacent to the excavation, 
iii. The soil forming the sides of the excavation opening, 
iv. The soil taken as samples from excavated material. 


 
b. Manual Test shall be conducted to determine quantitative, as well as qualitative, 


properties of soil to provide more information in order to classify soil properly. 
Types of manual tests are: 


 
i. Plasticity test 


ii. Dry strength test 
iii. Thumb penetration test 
iv. Other strength tests such as the penetrometer or hand-operated shearvane 


 
c. The competent person shall maintain daily inspection of the excavation. 


 
15. DAILY INSPECTIONS 
 


Daily inspections of excavations, adjacent areas, and the protective equipment shall 
be made by a competent person prior to the start of work, and as needed throughout 
work, for evidence of: 


 
a. Situations that could result in possible cave-ins; 


 
b. Indications of failure of the protective systems; 


 
c. Hazardous atmospheres or other hazardous conditions and 
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16. DESIGN OF SLOPING AND BENCHING SYSTEMS 
 


 Under the direction of a competent person one of the following four options can be 
selected when designing slopes and benching systems: 


 
Option 1: The excavation shall be sloped or benched at an angle not steeper 


than one and one-half horizontal to one vertical (34 degrees 
measured from the horizontal); or 


 
Option 2: A competent person will classify the soil using manual and visual 


tests and a slope maximum of: 
 
 a. Type A soil:  3/4:1 (53 degrees) 
 b. Type B soil:  1:1 (45 degrees) 
 c. Type C soil:  1.5:1 (34 degrees) or 
 
Option 3: A support system shall be built which follows OSHA 


specifications or the manufacturer's directions. In lieu of shoring, 
employees may be protected from hazards of a cave-in by the use 
of portable trench shields/boxes; or 


 
Option 4: Have a registered professional engineer design a support system 


for the specific excavation. 
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TOWN OF FLORENCE LOSS CONTROL POLICY 
 


Subject:  Welding Safety Policy 
 
1. PURPOSE 
 


The Town of Florence has instituted this Welding Safety Policy for the protection of 
employees from injury and illness, and for the protection of property and equipment from 
damage by fire and explosion, during the performance of welding and cutting operations. 


 
This policy shall be used as a guide for operators, managers, and supervisors in the set-up, 
use and operation of welding and cutting equipment. 


 
2. EMPLOYEE TRAINING 
 


a. Employees shall be instructed in the safe use and operation of welding equipment. 
Employee instruction shall include: 


 
i. How to determine combustible materials and hazardous situations that would be 


present or are likely to be present within the welding area, and the methods of 
protection that can be taken to eliminate or remove those dangers. 


 
ii. Understanding the correct use of proper fire extinguishers and the importance of 


maintaining a fire watch during and after welding operations. 
 


iii. Proper training and use of the welding equipment being utilized and the safety 
procedures to be used during welding and cutting operations. 


 
iv. The use and limitations of the assigned personal protective equipment to be used 


during welding and cutting operations. 
 


b. General 
 


i. Standard Operating Procedures 
 


1. All welding equipment and accessories shall be maintained in safe working 
order. Defective equipment shall be repaired or replaced. 


 
2. When cables are laid on the floor or ground they shall be protected in such a 


manner that they are not damaged or become a tripping hazard. 
 


3. The ground return line from the work being welded shall be a single cable in 
good repair. The ground return line shall be clamped to the material being 
welded. 


 
4. It is recommended that welders and their helpers wear hearing protection. 
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5. A welder's helper shall be adequately protected by wearing flash type glasses 


with side shields when welding is in progress, a full face shield and safety 
glasses when buffing welds or grinding, and safety glasses with side shields 
when preheating welds. 


 
6. The welder, or welder's helper, shall ensure that no other worker is in the 


cutting or spark path before commencing work. 
 


7. Proper ventilation shall always be maintained. 
 


8. All compressed gas cylinders shall be stored in an upright position. Cylinders 
shall be secured during storage, use, and transportation. 


 
9. Cylinders shall be capped when not in use. 


 
ii. Fire Prevention and Protection 


 
1. If the object to be welded or cut cannot readily be moved, all movable fire 


hazards in the vicinity shall be taken to a safe place. 
 
2. If the object to be welded or cut cannot readily be moved and if all the fire 


hazards cannot be removed, then guards shall be used to confine the heat, 
sparks, and slag, and to protect the immovable fire hazards. 


 
3. If the requirements stated above cannot be followed then welding and cutting 


operations shall not be performed. 
 


4. Whenever there are floor openings or cracks in the flooring that cannot be 
closed, precautions shall be taken so that no readily combustible materials on 
the floor below might drop through the floor. The same precautions shall be 
observed with regards to cracks or holes in walls, open doorways and open or 
broken windows. 


 
5. Suitable fire extinguishing equipment shall be maintained in a state of 


readiness for instant use. Such equipment may consist of pails of water, 
buckets of sand, hose. or portable extinguishers depending upon the nature 
and quantity of the combustible material exposed. 


 
6. Fire watchers shall be required whenever welding or cutting operations are 


performed in locations where other than a minor fire might develop, or any of 
the following conditions exist: 


 
a. Appreciable combustible material, in building construction or contents, 


closer than 35 feet to the welding or cutting operation. 
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b. Appreciable combustibles are more than 35 feet away but are easily 


ignited by sparks. 
 


c. Wall or floor openings within a 35 foot radius expose combustible 
material in adjacent areas including concealed spaces in walls or floors. 


 
d. Combustible materials are adjacent to the opposite side of metal partitions, 


walls, ceilings, or roofs, and are likely to be ignited by conduction or 
radiation. 


 
e. Fire watchers shall have fire extinguishing equipment readily available 


and be trained in its use. They shall be familiar with the facilities for 
sounding an alarm in the event of a fire. They shall watch for fires in all 
exposed areas, try to extinguish them only when obviously within the 
capacity of the equipment available, or otherwise sound the alarm. A fire 
watch shall be maintained for a least a half hour after completion of 
welding or cutting operations to detect and extinguish possible smoldering 
fires. 


 
f. Before cutting or welding is permitted, the area shall be inspected by the 


individual responsible for authorizing the cutting and welding operations. 
He/she shall designate precautions to be followed in granting authorization 
to proceed. 


 
g. Where combustible materials such as paper clippings, wood shavings, or 


textile fibers are on the floor, the floor shall be swept clean for a radius of 
35 feet (10.7m). Combustible floors shall be kept wet, covered with damp 
sand, or protected by fire-resistant shields. Where floors have been wet 
down, personnel operating arc welding or cutting equipment shall be 
protected from possible shock. 


 
7. Cutting or welding shall not be permitted in the following situations: 


 
a. In areas not authorized by management. 
 
b. In sprinkled buildings while such protection is impaired. 


 
c. In the presence of explosive atmospheres (mixtures of flammable gases, 


vapors, liquids, or dusts with air), or explosive atmospheres that may 
develop inside uncleaned or improperly prepared tanks or equipment 
which have previously contained such materials, or that may develop in 
areas with an accumulation of combustible dusts. 


d. In areas near the storage of large quantities of exposed, readily  
ignitable materials such as bulk sulfur, baled paper, or cotton. 
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8. Where practicable, all combustibles shall be relocated at least 35 feet (10.7 m) 
from the work site. Where relocation is impracticable, combustibles shall be 
protected with flame proofed covers or otherwise shielded with metal or 
asbestos guards or curtains. 


 
9. Ducts and conveyor systems that might carry sparks to distant combustibles 


shall be suitably protected or shut down. 
 


10. Management shall recognize its responsibility for the safe usage of cutting and 
welding equipment on its property and: 


 
a. Based on fire potentials of plant facilities, establish areas for cutting and 


welding and establish procedures for cutting and welding in other areas. 
 


b. Designate an individual responsible for authorizing cutting and welding 
operations in areas not specifically designed for such processes. 


 
c. Insist that cutters or welders and their supervisors are suitably trained in 


the safe operation of their equipment and the safe use of the process. 
 


d. Advise all contractors about flammable materials or hazardous conditions 
of which they may not be aware. 


 
11. The Supervisor: 


 
a. Shall be responsible for the safe handling of the cutting or welding   


equipment and the safe use of the cutting or welding process. 
 
b. Shall determine the combustible materials and hazardous areas present or 


likely to be present in the work location. 
 


c. Shall protect combustibles from ignition by the following: 
 


i. Have the work moved to a location free from dangerous 
combustibles. 


 
ii. If the work cannot be moved, have the combustibles moved to a 


safe distance from the work or have the combustibles properly 
shielded against ignition. 


 
iii. See that cutting and welding are so scheduled that plant operations 


that might expose combustibles to ignition are not started during 
cutting or welding. 


 
d. Shall secure authorization for the cutting or welding operations from the 


designated management representative. 
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e. Shall determine that the cutter or welder secures his approval that 


conditions are safe before going ahead.  
 


f. Shall determine that fire protection and extinguishing equipment are 
properly located at the site. 


 
g. Where fire watches are required, he shall see that they are available at the 


site. 
 


12. No welding, cutting, or other hot work shall be performed on used drums, 
barrels, tanks, or other containers until they have been cleaned so thoroughly 
as to make absolutely certain that there are no flammable materials present or 
any substances such as greases, tars, acids, or other materials which when 
subjected to heat, might produce flammable or toxic vapors. Any pipe lines or 
connections to the drum or vessel shall be disconnected or blanked. 


 
13. All hollow spaces, cavities, or containers shall be vented to permit the escape 


of air or gases before preheating, cutting, or welding. Purging with inert gas is 
recommended. 


 
c. Welding in Confined Spaces 


 
i. Ventilation is a prerequisite to work in confined spaces. All welding and cutting 


operations carried on in confined spaces shall be adequately ventilated to 
prevent the accumulation of toxic materials or possible oxygen deficiency. This 
applies not only to the welder but also to helpers and other personnel in the 
immediate vicinity. All air replacing that withdrawn shall be clean and 
respirable. Specifications for ventilation requirements when welding in a 
confined space are based on the dimensions of the space, the number of welders 
within the confined space, and the type of material (i.e. fluorine compounds, 
zinc, lead, beryllium, cadmium, etc.) being welded within the confined space. 
Prior to performing welding operations within a confined space, management 
shall refer to the specifications for ventilation and procedures during welding 
operations within a confined space found under 1910.252(c) to ensure proper 
protection of their employees.  


 
ii. When welding or cutting is being performed in any confined spaces the gas 


cylinders and welding machines shall be left on the outside. Before operations 
are started, heavy portable equipment mounted on wheels shall be securely 
blocked to prevent accidental movement. 


 
iii. Where a welder must enter a confined space through a manhole or other small 


opening, means shall be provided for quickly removing him in case of 
emergency. When safety belts and lifelines are used for this purpose they shall 
be so attached to the welder's body that his body cannot be jammed in a small 
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exit opening. An attendant with a preplanned rescue procedure shall be 
stationed outside to observe the welder at all times and be capable of putting 
rescue operations into effect. 


 
iv. In order to eliminate the possibility of gas escaping through leaks of improperly 


closed valves, when gas welding or cutting, the torch valves shall be closed and 
the fuel-gas and oxygen supply to the torch positively shut off at some point 
outside the confined area whenever the torch is not to be used for a substantial 
period of time, such as during lunch hour or overnight. Where practicable the 
torch and hose shall also be removed from the confined space. 


 
v. After welding operations are completed, the welder shall mark the hot metal or 


provide some other means of warning other workers. 
 


d. First Aid Equipment 
 


i. First-aid equipment shall be available at all times. All injuries shall be reported 
as soon as possible for medical attention. First aid shall be rendered until 
medical attention can be provided. 


 
3. OXYGEN/ACETYLENE WELDING AND CUTTING 
 


a. Standard Operating Procedures 
 


i. Keep oil and grease away from oxygen cylinders or hoses and never lubricate 
oxygen fittings. 


 
ii. All hoses must be approved and maintained in good repair. 


 
iii. Only torch, regulator, or cylinder valves shall be used to control the flow of gas. 


The cylinder valves shall be closed when the torch is not in use. 
 


iv. Inoperable or damaged regulators shall be repaired prior to use. 
 


v. Where gas welding equipment is used, the employer shall ensure that suitable 
flashback devices are installed to prevent reverse gas flow. The equipment shall 
have non-return valves and flashback arrestors on the torch and regulator end of 
the hoses, respectively. 


 
vi. Cylinder valves shall be blown out before attaching the regulators to the 


cylinders. 
 


vii. The adjusting screw shall be released on the regulator before opening the valve. 
 


viii. Operators shall be instructed to stand to one side of the regulator before opening 
the cylinder valve. 
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ix. Cylinders shall always be opened slowly. 


 
x. Oxygen and acetylene gas passages shall be individually purged before lighting 


the torch ends. 
 


xi. The acetylene torch shall be lit before opening the oxygen valve.  
 


xii. Oxygen shall not be used as a substitute for air. 
 


xiii. Oxygen cylinders shall be stored in a well-protected, well-ventilated, dry 
location. The cylinders shall be stored upright, in a secured position, at least 20 
feet away from any flammable or highly combustible material to include: oil, 
excelsior, grease, carbide, acetylene, or other fuel gas cylinders. The valve 
protection caps shall be securely in place. 


 
4. ARC WELDING AND CUTTING 
 


a. Standard Operating Procedures 
 


i. Ensure that arc welding equipment is installed properly and that it is grounded 
and in good working condition. 


 
ii. When it is necessary to weld in a damp or wet area, wear rubber boots and stand 


on a dry insulated platform. 
 


iii. If it is necessary to slice lengths of welding cable together, ensure that all 
electrical connections are approved for that application, and that all electrical 
connections are tight and insulated. Do not use cables with frayed, cracked, or 
bare spots on the insulation. 


 
iv. Non-conductive electrode holders are required to be used when the electrode 


stinger is not in use. Never allow an electrode stinger to contact a compressed 
gas cylinder. 


 
v. Provide proper shielding to protect other workers from the light rays produced 


by the welding arc. 
 


vi. Dispose of electrode stubs in a proper container. 
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Town of Florence    


 
1.0 PURPOSE:   


Ensure professionalism, accuracy and consistency through the establishment of 
rules, guidelines and procedures for contact between employees and 
representatives of the media, and for dissemination of information to the 
community. 


 
2.0 SCOPE:   


All Town employees.  This Policy does not apply to members of the Town Council 
or to members of Town boards, commissions or committees. 


 
3.0 RESPONSIBILITIES:   


Representing the Town of Florence in a positive manner and providing timely, 
factual information to media outlets and representatives, and to the community as 
a whole, is critical to our mission and success.  Therefore the Town has a 
significant interest in ensuring information provided by employees is authorized, 
timely, factual and appropriate.  Employees will be familiar and comply with the 
provisions of this directive.  Employees found in violation of this policy are subject 
to disciplinary action. 


 
4.0 POLICY:   


It is the policy of the Town of Florence that all employee contact with the media be 
approved and coordinated through the Public Information Officer (PIO), to the 
extent such contact is within the course and scope of employment.  In addition, 
formal releases of information to the community shall be coordinated through and 
issued by the Public Information Officer. 
 
4.1 The PIO is the Town’s official spokesperson to the media.  The PIO may 


designate the role of spokesperson to other Town employees on a case-
by-case basis, based on knowledge of specific projects, activities or 
events.  The Town Police and Fire Departments shall each designate a 
departmental spokesperson to handle media inquiries related specifically to 
public safety and ongoing investigations. 


POLICY TITLE: 
MEDIA CONTACT AND PUBLIC INFORMATION POLICY 


EFFECTIVE DATE: 
 APRIL 1, 2014  


RESPONSIBLE DEPARTMENT:   
ADMINISTRATION 


AP / RESOLUTION NO.:   
 AP 2014-02 


APPROVAL:                                                                                               REFERENCES:   


 TOWN MANAGER     SIGNATURE:   
  


 TOWN COUNCIL       DATE APPROVED:   MARCH 14, 2014 
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4.2 All media inquiries received by employees should be referred immediately 
to the employee’s department director and the PIO, unless otherwise 
identified in Section 4.3 of this Policy 
 


NOTE:  An appropriate response by an employee to the media would be “I’m 
sorry, I don’t have the full information regarding that issue.  Please give me 
your name and contact information and I will give your request to my 
department director (or the PIO) and he/she will respond to your request.” 
 


4.3 Town employees may respond directly to media inquiries that are routine in 
nature, such as requests for hours of operation, time and location of a 
meeting or special event, service schedules, or similar inquiries. 
 


4.4 Inquiries from the news media are given a high priority and are responded 
to as quickly and efficiently as possible.  Every effort is made to meet 
media deadlines and to ensure that all information released is accurate and 
complete. 
 


4.5 Members of the Town Council are encouraged to consult with the PIO 
before speaking to the media on controversial topics and are asked to 
inform the PIO when contact is made by the media or interviews are given 
or other information is provided to the media. 
 


4.6 The Town shall routinely distribute information to the media and the 
community regarding program, events and activities, services, policies and 
any other newsworthy information through press releases or other means. 
 


4.7 It is recognized that all employees have the right to express their personal 
points of view regarding matters of general public concern.  It is also 
possible, however, that personal points of view may conflict with the 
Town’s official policy.  Therefore, Town employees who choose to write a 
“Letter to the Editor” or any other publication or expression of personal 
point of view (such as a “blog” or similar electronic conveyance) may not 
identify him/herself as a Town employee or use Town letterhead, Town 
symbols or similar identifying factor. 


 
5.0  TOWN-WIDE PROCEDURES: 


5.1 The PIO shall routinely generate press releases concerning Town activities. 
 


5.2 Town departments inform the PIO of activities, events or other newsworthy 
information.  This may take the form of a draft press release, flyer, or direct 
communication with the PIO.  All press releases shall be approved by the 
PIO prior to release. 
 


5.3 Information may be distributed through multiple outlets as determined to be 
appropriate by the PIO.  Distribution outlets may include, but are not limited 
to, direct distribution to the media, the Town website, Florence News Email 
Alerts, Florence Channel 11, and social media vehicles (Facebook, Twitter, 
etc.). 
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5.4 Public records requests shall be coordinated through the Town Clerk’s 


Office in accordance with Arizona Revised Statutes Title 39. 
 


6.0 DEFINITIONS:    
Media:  Journalist, reporter, or other person that represents a print, television, 
Internet or any other organization that disseminates information to the public.  
This also includes organizations that disseminate information to a segment of the 
public, including but not limited to, homeowner associations who send out 
newsletters or post information on their website.  


 
7.0 SUPPLEMENTAL FORMS:  


None. 
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Town of Florence 
Parks & Recreation Department 


Movie Policy 
July 2, 2001 


 
MISSION STATEMENT: 
 
To establish a departmental Movie Rating policy that is viable for the various age groups 
served by the Parks and Recreation Department.   
 
OBJECTIVES: 
 
 Provide youth movie viewing guidelines with ratings that are age appropriate and 


uniform for all recreation programs. 
 
 Provide a movie rating policy for youth and teens, that parents of participants of all 


Recreation programs can be comfortable with. 
 
 Provide a movie rating policy for family recreation program events. 
 
 Provide adult movie viewing services that are an integral part of the program. 
 
 Provide an adult Movie Rating policy that establishes age appropriate content 


guidelines. 
 
OPERATING GUIDELINES: 
 
General 
 
 Movies with a “G” rating only will be shown at the After School, Intersession, and 


Summer Youth programs. 
 
 Movies with a “G” rating only will be allowed at family recreation programs. 
 
 Movies up to and including a “PG” rating may be shown at the Teen Center.  


Participants must provide staff with a signed parent permission slip.   
 
 
 
 







 Movies shown during adult programming may not have higher than an “R” rating but 
must be previewed by recreation staff prior to showing.  Staff will preview the movie, 
giving careful consideration to excessive profanity, nudity, violence, and excessive 
racial content.  (Movies found to have too much of any of the above mentioned 
characteristics will not be shown). 


 
 Recreation staff will provide advanced advertising for any adult programs in which an 


“R” rated movie will be shown.  This will give adults an opportunity to decide 
whether or not they wish to view the program or not. 
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I. PURPOSE 


The purpose of this order is to establish the guidelines to be followed when an 
employee chooses to request compensatory time off instead of overtime pay. 


II. POLICY


The Chief of Police may grant compensatory time to non-exempt sworn 
Police Department employees for hours worked in excess of the established 
work period or work schedule.  When granted, the compensatory time must be 
administered in accordance with the following criteria established by the Fair 
Labor Standards Act. 


1. Memorandum of Understanding and Acceptance 


a. No special action is required for employees hired on or before 
March 15, 2004.  Approval and adoption of this compensatory time 
policy shall constitute employee’s approval. 


b. Acceptance of this compensatory time policy is a condition of 
employment for all uniformed employees hired on or after March 
15, 2004.  Newly hired employees are informed of this policy and 
are required to execute a Memorandum of Understanding and 
Acceptance.  Failure to do so is grounds for non-hire. 


III. PROCEDURE


Rate of Accrual - For each hour worked in excess of the established forty (40) 
hour work period or schedule, sworn Police Department employees receive 
one and one-half (1.5) hours of compensatory time.   As in the past, if sick 
time or vacation time is used during the established work period or schedule, 
then any overtime is computed at straight time.  After 40 hours actual work 
time is reached, then the time is computed at time and one-half again. 


Maximum Accrual - Sworn Police Department employees working forty (40) 
hours per week may accrue up to seventy (70) hours of compensatory time, 
which equates to 46.67 hours of actual overtime worked.   
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Use of Compensatory Time - Sworn Police Department employees may use 
their compensatory time at their discretion, pending written approval by their 
supervisor.  The Town may also require employees to accept cash payment 
instead of receiving compensatory time.  Employees will be notified by the 
Finance Department prior to cash payment.   


If an employee worked eight (8) hours in excess of their 40-hour workweek, 
then he/she can earn twelve (12) hours compensatory time.  If an employee 
has used sick time or vacation, then he/she can only earn eight (8) hours.  An 
employee must indicate his or her preference on the Overtime Request Form, 
and by entering the compensatory time to be taken as by placing the date and 
hours earned on the rear of their time card. 


The maximum an employee can earn and carry is seventy (70) hours.  The 
compensatory time may be used within a reasonable period if it does not 
unduly disrupt the operations of the Police Department.  If an employee has 
reached seventy (70) hours compensatory time, he/she cannot earn any more 
until some compensatory time is used.  If a person leaves the Department, 
he/she will be paid any unused compensatory time already earned. 


SUPERVISORS WILL ENSURE THAT THE MEMBERS OF THEIR 
COMMAND UNDERSTAND AND ARE THOROUGHLY FAMILIAR WITH 
THE CONTENTS OF THIS ORDER. 







TOWN OF FLORENCE 
POLICE DEPARTMENT


COMPENSATORY TIME 
MEMORANDUM of UNDERSTANDING and ACCEPTANCE 


The Florence Police Department has adopted a Compensatory Time program as part of its 
operating procedures. 


I have read and understand this written Compensatory Time policy and agree to abide by 
all provisions, conditions and any amendments as set forth. 


__________________________________________
Employee Name – Printed      


__________________________________________  __________________ 
Employee Signature       Date 


Distribution:
Original – Personnel File 
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Town of Florence 
 
 


 
LIMITED ENGLISH PROFICIENCY POLICY 


 
It is the policy of the Town of Florence to ensure that our programs and activities, 
normally provided in English, are accessible to Limited English Proficiency (LEP) 
persons and thus do not discriminate on the basis of national origin in violation of the 
Title VI prohibition against national origin discrimination. The Town of Florence will, to 
the maximum extent feasible in its official deliberations and communications, community 
outreach and related notifications, provide appropriate alternative non-English formats 
for persons with LEP to access information and services provided, if requested.  
 


Executive Order 13166 


Executive Order No. 13166, "Improving Access to Services for Persons with Limited 
English Proficiency," was created to "... improve access to federally conducted and 
federally assisted programs and activities for persons who, as a result of national origin, 
are limited in their English proficiency (LEP)..." President Bush affirmed his 
commitment to Executive Order 13166 through a memorandum issued on October 25, 
2001, by Assistant Attorney General for Civil Rights, Ralph F. Boyd, Jr. Federal agencies 
were directed to provide guidance and technical assistance to recipients of Federal funds 
as to how they can provide meaningful access to limited English proficient users of 
Federal programs. In addition, Federal agencies were told to look at how they served 
people who were limited in their English proficiency and to see what measures they could 
take in their direct contacts with LEP individuals that would increase meaningful access. 
In addition, a Federal Interagency Workgroup on Limited English Proficiency 
(Workgroup) was formed to coordinate guidance and technical assistance effort 
throughout the Federal Government in support of EO 13166. One of the Workgroup's 
first accomplishments was the creation of a Federal web site (http://www.lep.gov). The 
site is a work in progress and is designed to be a one-stop referral shop for recipients, 
Federal agencies and communities in the quest for LEP information and technical 
assistance. It is through the coordinated efforts of the Workgroup that this planning and 
self-assessment tool has been created.  


Title VI 


The basis for EO 13166 is Section 601 of Title VI of the Civil Rights Act of 1964, 42 
U.S.C. 2000d, (hereinafter Title VI), which provides that no person shall "on the ground 
of race, color, or national origin, be excluded from participation in, be denied the benefits 
of, or be subjected to discrimination under any program or activity receiving Federal 
financial assistance." Section 602 authorizes and directs federal agencies that are 
empowered to extend federal financial assistance to any program or activity "to effectuate 
the provisions of [section 601] * * * by issuing rules, regulations, or orders of general 
applicability." 42 U.S.C. 2000d-1. 







 


The Supreme Court, in Lau v. Nichols, 414 U.S. 563 (1974), affirmed then Department of 
Health, Education, and Welfare (HEW) policy (in line with HEW's Title VI regulation 
which is similar to that of DOJ, 45 CFR 80.3(b)(2)), stating that a recipient's failure to 
ensure meaningful opportunity to national origin minority, limited-English proficient 
persons to participate in the Federally funded program violates Title VI and Title VI 
regulations. In the Lau case, a San Francisco school district that had a significant number 
of non-English speaking students of Chinese origin was required to take reasonable 
affirmative steps to provide them with a meaningful opportunity to participate in the 
federally funded education program. The requirement to provide meaningful access under 
Title VI applies beyond the education context to include all of the programs and activities 
of all recipients of federal financial assistance. 


 


Authority: 
 


This Policy is used under the administrative authority granted to the Town Manager 
under the provisions of Section 31.071 of the Florence Town Code.
 
 
 
November 10, 2008                Issued by: 
 
 
       Himanshu Patel 
       Town Manager  
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1.0   Purpose   
Designate those position classifications that are subject to pre-employment drug and 
alcohol testing, and to describe other situations where drug and alcohol testing of 
employees is required and/or appropriate. 


 
2.0   Scope   


This Policy applies to all Town of Florence employees. 
 


3.0   Responsibilities   
The Human Resources Department is responsible for the administration of this policy.  All 
Town personnel with supervisory responsibility are responsible for the communication, 
enforcement, and adherence to this policy.  Federal rules prescribe that all employees 
required to obtain and maintain a CDL shall have an initial orientation session. 


 
4.0  Policy 
 


4.1 Employee positions classifications that are subject to pre-employment drug 
testing are listed on the attached listing.  These classifications have been 
determined to be subject to this testing, based in part on guidance provided by 
the courts in the Woodburn 4th Amendment decision from 2008.   
 


4.2 Classifications in the Police and Fire Departments and the Town Court are 
included because of the nature of the work (public safety) and/or because of 
the requirements imposed by certifying agencies or academies.   


 
4.3 All classifications that are required to have a Commercial Driver’s License 


(CDL) are subject to Federal testing requirements and are listed.   
 


4.4 Many of the other maintenance classifications and field personnel from 
Community Development drive Town vehicles in the normal course and scope 
of their duties and therefore we believe a “special interest” exists to subject 
these employees to pre-employment drug testing.   


 


POLICY TITLE:  PRE-EMPLOYMENT DRUG AND ALCOHOL 


TESTING POLICY 
EFFECTIVE DATE:   
07/01/2013 


RESPONSIBLE DEPARTMENT:  HUMAN RESOURCES  
 


AP / RESOLUTION NO.:  
 AP 2013-02 


APPROVAL:                                                                               REFERENCES: 
 TOWN MANAGER     SIGNATURE:  _______________          PERSONNEL POLICY  


  
 TOWN COUNCIL       DATE APPROVED:_7/22/2013__           
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4.5 The classifications from the Library and the Parks and Recreation Department 
are those that provide primary supervision and oversight in child or youth 
programming. 


 
4.6 Besides the Federal guidelines concerning reasonable suspicion testing for 


CDL drivers, Town supervisors who observe employee behaviors and/or 
physical characteristics indicative of someone who is under the influence of 
drugs and/or alcohol may direct such employee to undergo a reasonable 
suspicion test. 


 
4.7 The costs associated with the testing described above shall be borne by the 


Town. 
 


4.8 All offers of employment made to candidates for positions requiring a pre-
employment drug test are conditional on a negative result of such test. 


 
5.0 Procedures 


Procedures for employees required to obtain and maintain a CDL are spelled out in 
the Town Loss Control Manual.  The same basic protocols are followed for all other 
employees undergoing drug and/or alcohol testing, including communication to the 
Town flowing through the test facility designated Medical Review Officer. 
   


6.0 Definition 
None 


 
7.0 Supplemental Documents: 


7.1 Town of Florence Classifications Subject To Pre-Employment Drug Testing. 
7.2 Drug/Alcohol Testing Authorization Form 
7.3 Post-Accident Drug/Alcohol Testing Authorization Form 
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Town of Florence 
Classifications Subject To Pre-Employment Drug Testing 


(07/01/13) 
 
Auto Mechanic     Recreation Programmer 
Building Inspector     Recreation Leader I 
Court Administrator     Recreation Leader II 
Code Compliance Officer    Recreation Leader III 
Crime Analyst      Senior Building Inspector 
Custodial Maintenance Worker   Senior Municipal Court Clerk 
Facilities Manager     Senior Treatment Plant Operator 
Fire Battalion Chief     Sanitation Worker I 
Fire Captain      Sanitation Worker II 
Fire Chief      Sanitation Worker III 
Fire Engineer      Utilities Director 
Fire Marshall      Utility Services Operator 
Firefighter      Utility Superintendent 
Field Foreman      Utility Systems Operator 
Head Lifeguard     Wastewater Treatment Plant Opr. 
Lifeguard I      Water Plant Operator 
Lifeguard II      
Maintenance Foreman 
Maintenance Worker I 
Maintenance Worker II 
Maintenance Worker III 
Mechanic 
Municipal Court Clerk 
Parks Foreman 
Parks Maintenance Worker I 
Parks Maintenance Worker II 
Police Chief 
Police Detective 
Police Evidence Technician 
Police Lieutenant 
Police Officer 
Police Records Clerk 
Police Sergeant 
Police Support Services Manager 
Pool Manager 
Public Safety Communications Supervisor 
Public Safety Dispatcher 
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Public Safety Lead Dispatcher 
Public Works Operations Technician 
Public Works Shop Maintenance Worker 
Public Works Superintendent 
Recreation Coordinator 
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TOWN OF FLORENCE 
Post-Accident Drug and/or Alcohol Testing Decision Form 


 
 
Accident Information: 
 
Name of Employee Involved in Accident:  _____________________________ 
 
Name of Person Completing Form:_______________________  Title:________________________ 
 
Date of Accident:  _________     Time of Accident:  ________AM/PM    Location: _______________ 
 
 


 


1.  Was there a fatality?                        Yes  _____  (Drug and alcohol testing required) 
 No   _____  (Proceed to Question #2) 
 
2. Did any individual involved in the incident experience bodily injury? 
 


Yes  _____  (Drug testing required) 
 No   _____  (Proceed to Question #3) 
 
3.   If a Town vehicle or equipment was involved, did the vehicle/equipment sustain disabling 


damage* requiring any of the vehicles involved to be transported or towed from the scene, or 
equipment to be deemed inoperable? 


 
Yes  _____  (Drug testing required) 


 No   _____  (Proceed to Question #4) 
 


4. Is there property damage other than to a vehicle equating to $500 or more?   
 


Yes  _____  (Drug testing required) 
 No   _____  (No Drug or Alcohol Test Required) 
 
 
If ALCOHOL testing is not conducted within 2 hours after the accident, document the reason for the delay on the 
reverse side of this form.  If no alcohol test is administered within 8 hours, cease all efforts to have the test 
administered and update the documentation. 
 
If DRUG testing is not conducted within 32 hours after the accident, cease all efforts to administer the drug test and 
document the reason why the test was not administered on the reverse side of this form. 
 
* DISABLING DAMAGE is damage that precludes the use of equipment or departure of any vehicle from the 
scene of an accident in its usual manner after simple repairs.  Disabling damage includes:  damage to equipment or 
vehicles that could have been operated, but would have caused further damage of so operated.  Disabling damage 
does not include:  damage that could be remedied temporarily at the scene of the occurrence without special tools or 
parts, tire disablement without other damage even if no spare tire is available, or damage to headlights, taillights, 
turn signals, horn, or windshield wipers that makes them inoperable. 
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TOWN OF FLORENCE 
Post-Accident Drug and/or Alcohol Testing Decision Form 


 
 
Reason why DRUG test was not conducted within 32 hours of the accident: 
 
 


 
 
Reason why ALCOHOL test was not conducted within 2 hours of the accident.  Update this 
statement if no test is conducted within 8 hours. 
 
 


 


Update:  Reason why test was not conducted within 8 hours. 


 


 


 
 
Did the employee indicate recent use of prescription or over-the-counter medication?  If yes, 
please identify the substance and usage below: 
Note:  Do not ask employee the “reason” they were/are taking a specific drug.  However, if the 
employee volunteers information, this information should be noted. 
 
 
 


 


 
 
 


 
 








 
 
 
 


 
 
 
 


TOWN OF FLORENCE 
 
 


 


 
ADA Policy 


 
 
 
 


February 6, 1995 
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1.0 Purpose  
 


This Policy establishes the rules, procedures and forms for the purchase of supplies 
and services for the Town of Florence. 


 
It is the policy of the Town of Florence to provide for the fair and equitable treatment 
of all persons involved in public purchasing by the Town of Florence, to maximize 
the purchasing value of public funds in procurement, and to provide safeguards for 
maintaining a procurement system of quality and integrity.    


2.0 Scope 
 


This Policy applies to all employees of the Town of Florence and the Florence Town 
Council.  This Policy shall govern the procurement of any goods or services for or on 
behalf of the Town, including, but not limited to, equipment, material, supplies, 
services and public improvement.  


 
3.0 Responsibilities 


 
The Finance Department is responsible for the development, coordination, 
enforcement and documentation of the Purchasing Policy.  All Town personnel with 
supervisory responsibility will have knowledge of and be responsible for the 
communication, enforcement and adherence to the Purchasing Policy. 
 
The responsibility for purchasing resides with the Town Manager, Finance Director 
and Department Heads.  In the absence of the Town Manager the Finance Director 
shall serve as Chief Fiscal Officer. 


 
4.0 Policy 
 


4.1 Authority Levels  
 
4.11 Department Heads must approve all purchases regardless of dollar 


value. 
 
4.12 Finance Director has signature authority to approve purchases of less 


than $5,000.   
 
4.13 Town Manager has signature authority to approve purchases of $5,000 


to $24,999.  The Finance Director must verify if funding is available and 
make recommendation to Town Manager prior to approval. 


 
4.14 Town Council approval is required on any purchase of $25,000 or more.  


The Finance Director must verify if funding is available and Town 
Manager must make recommendation prior to placement on the Town 
Council Agenda. 
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4.2 Powers and Duties of Officers 
 


4.21 Department Head  
 


4.211 Maintain the uniformity of the Purchasing Policy for full and open 
competition on all purchases and sales.   


 
4.212 Purchase or contract for purchases as outlined in the Purchasing 


Policy. 
 


4.213 Direct Department’s Purchasing Clerk to prepare and process 
purchases as outlined in the Purchasing Policy. 


 
4.214 Verify that the account code is accurate and funds exist in the 


budget prior to authorization of a requisition.  
 


4.215 Sign all requisitions and purchase orders for his/her department.  
His/her signature on the requisition shall be an indication that all 
purchases comply with this Policy. 


 
4.216 Ensure the integrity of the purchases by careful examination of 


invoices and documents. 
 


4.217 Ensure the inspection of supplies and equipment delivered, and 
contractual services performed, to determine their conformance 
with the specifications as set forth in the purchase order or contract.  
Each requisition or purchase order shall attest that the goods and 
services were received when the payment request is processed. 


 
4.218 Ensure that all bid requirements have been followed and adequate 


documentation of these bids is retained. 
 


4.219 Provide all contracts to the Town Attorney for approval as to form 
prior to its execution. 


 
4.2110 Obtain Attorney approval prior to placing an item on the Town 


Council agenda.   
 
4.2111 Forward all original formal and written bid documents to the Town 


Clerk for record retention upon completion of the bidding process.   
 


4.2112 Notify the Finance Department, Accounts Payable Division, of any 
discrepancies on contested invoices or billings that delay the Five 
Day Return Rule (See Section 5.3). 


 
4.22 Procurement Officer 


 
The Finance Director is the Procurement Officer for the Town.  The 
Procurement Officer may delegate his/her duties and responsibilities.    
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The Procurement Officer shall: 
 
4.221 Purchase, negotiate, recommend for execution and/or contract for 


supplies, materials, services, equipment, and improvements 
requested by any Department Head in accordance with this Policy 
or other rules and regulations as prescribed by the Town Manager 
or Town Council. 


 
4.222 Procure the quality and quantity of supplies, materials, services, 


equipment and improvements that provides the Town with the best 
value. 


 
4.223 Create and maintain such forms as necessary for compliance with 


this Policy. 
 


4.224 Maintain a bidders list, vendors catalog file, and records necessary 
for the purchase of supplies, materials, services, equipment and 
improvements.  


 
4.225 Review all documentation, including the bid advertisement, to 


ensure compliance with the Florence Town Code and Purchasing 
Policy prior to award of bid for all purchases of $25,000 or more.   


 
4.226 Ensure that all supplies, materials, services, equipment, and 


improvements are used for the sole purpose of Town operations.  
Unauthorized use of any Town property or services is prohibited. 


 
4.227 Have the authority to require chemical and physical tests of 


samples submitted with bids and samples of deliveries that are 
necessary to determine their quality and conformance with 
specifications. 


 
4.3 Emergency Purchases 


Immediately after an emergency purchase occurs, a requisition is submitted 
along with the completed Sole Source / Emergency Purchase Justification Form 
(Supplement 7.7) and forwarded to the Finance Department.  Any emergency 
purchase of $25,000 or more is ratified on the next Town Council agenda.   


 
4.31 Emergency purchases may occur when: 


 
4.311 Human life is in danger. 
 
4.312 A natural disaster or act of God requires immediate action. 
 
4.313 Unanticipated circumstances pose a threat to Town property. 
 
4.314 A situation exists where work on a specific project will stop or be 


adversely affected unless immediate action is taken. 
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4.4  Sole Source Purchase 


Departments may procure and contract for supplies and services without using 
competitive procedures when it is clearly determined to be impractical to procure 
through the competitive bidding process.  The Department Head shall submit a 
Sole Source/Emergency Purchase Justification Form (Supplement 7.7) to the 
Town Manager for pre-approval. If approved by Town Manager, the Department 
Head shall process the corresponding requisition. 


 
In the event a Sole Source Purchase exceeds $25,000, the Department Head 
shall obtain Town Council pre-approval, and, if approved, the purchase shall be 
processed by the Department in accordance with the Purchasing Policy.   


 
4.5 Local Preference 


When purchasing or awarding contracts for supplies, equipment or contractual 
services with an estimated value of less than $10,000, the purchase or contract 
shall, if possible, be awarded to vendors who have both a place of business 
located within the municipal limits of the Town and a current business license 
from the Town for a period of not less than 12 months prior to the date of award 
or purchase.  The preference for a local, rather than an out-of-town bidder, shall 
only apply if the local bid, with quality and suitability considered, is no more than 
10 percent higher than the out-of-town bid. This preference shall not be used 
where state law or any applicable federal statute or regulation forbids the 
granting of such preference, or requires another method for competitive bidding. 


 
4.6 Computer Hardware and Software 


Prior to the purchase of computer hardware or software an IT Purchase Request 
form (Supplement 7.10) must be completed and submitted to the IT Manager.  All 
computer hardware and software purchases are reviewed and recommended by 
the IT Manager.  All system configurations or modifications shall have the 
participation, consultation and recommendation of the IT Manager.  


 
4.7 Missing Receipts 


Every attempt shall be made to obtain a duplicate of a lost or missing receipt, for 
all purchases less than $50, prior to filing an Expense Certificate for Missing 
Receipts form (Supplement 7.5).    
 
All missing receipts over $50 require Town Manager approval for reimbursement. 
Only one missing receipt per employee, under $50, is reimbursed without the 
approval of the Town Manager.  Afterward each missing receipt requires the 
approval of the Town Manager for reimbursement.  


 
4.8 Petty Cash 


Petty Cash may only be used for expendable items. Such expenditures shall not 
exceed the maximum of $50 per transaction except as allowed below. 


 
Petty Cash is used to make purchases of an unknown dollar amount for items 
when the Town does not have a charge account established. The requisition 
process shall be used to obtain Petty Cash.  An additional allowance, of up to 
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$500, may be issued to the Department’s petty cash account if deemed 
appropriate by the Finance Director.  After the funds are spent, the remainder of 
the petty cash, along with a receipt is returned to the Department Head.  The 
Department Heads will prepare a breakdown of the expenditures made with the 
petty cash.  This is forwarded to the Finance Director.  The excess funds 
returned, if any, will be deposited against the petty cash account and the record 
of expenditures will be entered by journal entry to credit Petty Cash and debit the 
expense accounts.  This will return the petty cash fund to its original amount and 
expense the items purchased.  The department is responsible for all additional 
petty cash requested. 


 
A petty cash voucher shall be completed with the date, amount spent, receipt, 
expense account number, and signature of person receiving the cash and the 
person who disbursed it. 


 
Travel expenses that were requested on Travel Request Form A are not paid out 
of petty cash.  These expenses are paid by check prior to travel, or requested on 
Travel Form B (refer to Town of Florence-Travel Policy and Procedures).    


 
4.9 Public Access to Procurement Information 


Procurement information shall be a public record and shall be available to the 
public.  Public records and other matters in the custody of the Town of Florence 
shall be open to inspection by any person at all times during office hours (Refer 
to ARS 39-121). 


 
4.10 Division of Purchases 


Dividing or splitting a requisition for a purchase to avoid the approval process is 
not permitted.  Purchases for the same product, project or services that are made 
on the same or subsequent days, or with the same vendor on that day(s) is 
submitted on one requisition unless there is a valid reason for it.  Any employee 
willfully attempting to avoid the approval process is subject to the provisions of 
the Ethics in Public Contracting sub-section of this Policy (See Section 4.13).  


 
4.11 Credit Accounts 


Applications for charge accounts to vendors shall be requested and prepared by 
the Finance Department. Unless requested, the credit limit for vendors is set by 
the Finance Director, and is not in excess of $5,000 unless special 
circumstances are identified by the Finance Director or authorized by the Town 
Manager.   


 
4.12 Internal Control 


All invoices, billings, statements, etc., are mailed to the Town of Florence, P.O. 
Box 2670, Florence, AZ 85132, Attention: Accounts Payable.  Specific 
departments ordering materials, supplies and services should be noted on the 
invoices, billings, statements, and other similar documentation.  Special 
circumstances for not following these procedures must be approved by the 
Finance Director, and identify what vendor(s) are mailing directly to the alternate 
post office box or address.     
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4.13 Ethics in Public Contracting 
  


4.131 Criminal Penalties 
To the extent that violations of the ethical standards of conduct set forth in 
this Policy constitute violations of the Arizona Criminal Code, Title 13, they 
shall be punishable as provided therein. Such penalties shall be in 
addition to any civil sanctions set forth elsewhere. Criminal, civil, and 
administrative sanctions against employees or non-employees which are 
in existence on the effective date of this Policy shall not be impaired. 
 


4.132 Employee Conflict of Interest 
It shall be unethical for any Town employee to participate directly or 
indirectly in a procurement contract when the Town employee knows that: 
 
4.1321 The Town employee or any member of the Town employee’s 


immediate family has a financial interest pertaining to the 
procurement contract; or 


 
4.1322 Any other person, business, or organization with whom the Town 


employee or any member of a Town employee’s immediate family 
is negotiating or has an arrangement concerning prospective 
employment is involved in the procurement contract. 


 
4.1323 A Town employee or any member of a Town employee’s 


immediate family who holds a financial interest in a disclosed 
blind trust shall not be deemed to have a conflict of interest with 
regard to matters pertaining to that interest. 


 
4.133 Gratuities and Kickbacks 
 


4.1331 Gratuities 
It shall be unethical for any person to offer, give, or agree to give 
any Town employee or former Town employee, or for any Town 
employee or former Town employee to solicit, demand, accept, or 
agree to accept, or agree to accept from another person, a 
gratuity or an offer of employment in connection with any 
decision, approval, disapproval, recommendation, or preparation 
of any part of a program requirement or a purchase request, 
influencing the content of any specification or procurement 
standard, rendering of advice, investigation, auditing, or in any 
other advisory capacity in any proceeding or application, request 
for ruling, determination, claim or controversy, or other particular 
matter, pertaining to any program requirement or a contract or 
subcontract, or to any solicitation or proposal thereof. 
 


4.1332 Kickbacks 
It shall be unethical for any payment, gratuity, or offer of 
employment to be made by or on behalf of a subcontractor under 
a contract to the prime contractor or higher tier subcontractor or 
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any person associated therewith, as an inducement for the award 
of a subcontract or order. 
 


4.1333 Contract Clause 
The prohibition against gratuities and kickbacks prescribed in this 
Policy shall be conspicuously set forth in every contract and 
solicitation thereafter.  


 
4.134 Prohibition Against Contingent Fees 


It shall be unethical for a person to be retained, or to retain a person, to 
solicit or secure a Town contract upon an agreement or understanding for 
a commission, percentage, brokerage, or contingent fee, except for 
retention of bona fide employees or bona fide established commercial 
selling agencies for the purpose of securing business. 


 
4.135 Contemporaneous Employment Prohibited 


It shall be unethical for any Town employee who is participating directly or 
indirectly in the procurement process to become or to be, while such a 
Town employee, the employee of any person contracting with the 
governmental body by which the employee is employed. (ARS 38-504). 


 
4.136 Waivers from Contemporaneous Employment Prohibition and Other 


Conflicts of Interest. 
 


4.1361 The Town Council may grant a waiver from the employee 
conflict of interest provision or the contemporaneous employment 
provisions upon making a written determination that: 


 
4.13611 The contemporaneous employment or financial interest 


of the Town employee has been publicly disclosed; 
 
4.13612 The Town employee is able to perform his/her 


procurement functions without actual or apparent bias or 
favoritism; and 


 
4.13613 The award will be in the best interest of the Town. 


 
4.137 Use of Confidential Information 


It shall be unethical for any employee or former employee knowingly to 
use confidential information for actual or anticipated personal gain, or for 
the actual or anticipated personal gain of any other person. 


 
4.138 Sanctions 
 


4.1381 Employees 
The Town Manager may impose any one or more of the following 
sanctions on a Town employee for violations of the ethical 
standards in this Policy. 
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4.13811 Oral or written warnings or reprimands; or 
 
4.13812 Suspension with or without pay for specified periods of 


time; or 
 


4.13813 Termination of employment. 
 


4.1382 Non-employees 
The Town Manager may impose any one or more of the following 
sanctions on a non-employee for violations of the ethical 
standards: 


 
4.13821 Written warnings or reprimands; or 
4.13822 Termination of contracts; or 
4.13823 Debarment or suspension (Refer to 4.1093). 


 
4.139 Recovery of Value Transferred or Received in Breach of Ethical Standards 


 
4.1391 General Provisions 


The value of anything transferred or received in breach of the 
ethical standards of this Policy by a Town employee or a non-
employee may be recovered from both Town employee and non-
employee. 


 
4.1392 Recovery of Kickbacks by the Town 


Upon a showing that a subcontractor made a kickback to a prime 
contractor or a higher tier subcontractor in connection with the 
award of a subcontract or order there under, it shall be 
conclusively presumed that the amount thereof was included in 
the price of the subcontract or order and ultimately borne by the 
Town and is recoverable hereunder from the recipient. In addition, 
that amount may also be recovered from the subcontractor 
making such kickbacks. Recovery from one offending party shall 
not preclude recovery from other offending parties. 


 
4.1393 Authority to Debar or Suspend 


After reasonable notice to the person involved and reasonable 
opportunity for that person to be heard, the purchasing agent, 
after consulting with the Town Attorney, is authorized to debar a 
person for cause from consideration for award of contracts. The 
debarment shall be for a period of not more than three years.  
After consultation with the Town Attorney, the purchasing agent is 
authorized to suspend a person from consideration for award of 
contracts if there is probable cause to believe that the person has 
engaged in any activity which might lead to debarment. The 
suspension shall be for a period not to exceed six months. The 
causes for debarment include: 
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Conviction for commission of a criminal offense of an 
incident to obtain or attempt to obtain a public or private 
contract or subcontract, or in the performance of such 
contract or subcontract  
 
Conviction under state or federal statutes of embezzlement, 
theft, forgery, bribery, falsification or destruction of records, 
receiving stolen property, or any other offense indicating a 
lack of business integrity or business honesty; 
 
Conviction under state or federal antitrust statutes arising out 
of the submission of bids or proposals; 
 
Violation of contract provisions, as set forth below, of a 
character which is regarded by the purchasing agent to be 
so serious as to justify debarment action; 
 
Failure without good cause to perform in accordance with 
the specifications or within the time limit provided in the 
contract; or recent record of failure to perform or of 
unsatisfactory performance in accordance with the terms of 
one or more contracts; provided that failure to perform or 
unsatisfactory performance caused by acts beyond the 
control of the contractor shall not be considered to be a 
basis for debarment; 
 
Any other cause the purchasing agent determines is so 
serious and compelling as to affect responsibility as a Town 
contractor, including debarment by another governmental 
entity for any cause listed in this Policy; and  
 
For violation of the ethical standards set forth in Ethics in 
Public Contracting. (See Section 4.13)  


 
4.1394 Decision to Debar or Suspend 


The purchasing agent shall issue a written decision to debar or 
suspend. The decision shall state the reason for the action taken 
and inform the debarred or suspended person involved of his/her 
rights concerning judicial or administrative review. 


 
4.1395 Notice of Decision 


A copy of the decision required by Decision to Debar or Suspend 
shall be mailed or otherwise furnished immediately to the 
debarred or suspended person. 


 
4.1396 Finality of Decision 


A decision under Decision to Debar or Suspend shall be final and 
conclusive, unless the debarred or suspended person within 10 
days after receipt of the decision takes an appeal to the Hearing 
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Panel in the manner provided in Section 5.1215, or commences a 
timely action in court in accordance with applicable law. 


 
5.0 Procedures  
 


The purchasing procedures of the Town of Florence must follow the guidelines of the 
Town of Florence Code and any other restrictions passed by the Town Council and 
the guidelines and requirements of the Arizona Revised State Statutes. 


 
All purchases require the use of a requisition and a purchase order.  Requisitions 
are forwarded to the Finance Director’s office.  The Finance Director checks for 
budget authorization and verifies if sufficient funds exist.  The requisition is then sent 
to the Town Manager for signature if it exceeds the Finance Director’s authorized 
limit.  Requisition requests in excess of the Town Manager’s authorization limit will 
be added to the Town Council agenda for presentation to the Town Council for 
authorization.  After approval of the requisition, a purchase order is issued by the 
Finance Department. 
 
5.1 Requisitions 


Requisitions are completed through the financial software prior to purchase, or 
placement of an order.  The requisition shall include the vendor name, vendor 
number (if available), general ledger account number, description, and amount 
required including sales tax, freight and any other charges.  The requisition shall 
reflect an estimated or actual amount that should correspond to the estimated 
total purchase amount required.  If a purchase exceeds the requisition amount by 
$5.00 or more, a new requisition and purchase order shall be required.  


 
5.11 Unapproved or unauthorized requisitions  


Unapproved or unauthorized requisitions are returned to the submitting 
department with a request for further information or the reason for denial.  


 
5.12 Annual Requisitions  


Annual Requisitions are requisitions created for an annual purchase 
where payment is divided and paid throughout the fiscal year.  The 
following services are issued an annual requisition up to the budgeted 
amount for the year if specifically identified by vendor in the current year 
budget.   


 
5.121 Annual community promotions 


 
5.122 Annual contract appropriations 


 
5.123 Annual dues, subscriptions and memberships 


 
5.124 Annual maintenance agreements 


 
5.125 Annual Mayor and Town Council monthly expense 


 
5.126 Annual Professional Liability Insurance 
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5.127 Annual Professional Services 


 
5.128 Annual Service Agreements 


 
5.13 Exception  


The following expenditures do not require requisitions: 
 


5.131 Minor purchases paid out of petty cash (Section 4.8). 
 
5.132 Payroll related liability payments for deposits, taxes, 


retirement, assignments and levies, deferred compensation, other 
employee/employer items related to payroll deductions and 
amounts payable to others recorded in liability accounts of the 
financial statements. 


 
5.133 Municipal Court liabilities. 


 
5.134 Other liabilities authorized by the Finance Director. 


 
5.135 Debt service payments. 


 
5.136 Utility payments. 


 
5.137 Political subdivision expenditures (i.e. Community Facility 


Districts). 
 


5.2 Purchase Orders 
Sending a purchase order (PO) to a supplier constitutes a legal offer to buy 
products and services.  Acceptance of a PO by a seller usually forms a once-off 
contract between the buyer and seller so no contract exists until the PO is 
accepted.  A PO specifies terms of payment (such as which party pays for 
insurance and transport costs). 


 
5.21  Purchase Order Process 
 


5.211 POs are required and issued by the Finance Department for every 
requisition.   


 
5.212 Upon approval and authorization of the requisition, the Finance 


Department issues a PO. 
 


5.213 Special terms and conditions entered on the requisition by the 
purchasing department will carry over to the PO. 


 
5.214 Upon receiving goods and supplies, the PO shall identify who 


checked in materials, supplies, etc. and indicate if items are 
received or not received.   
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5.215 The payment request shall include a copy of the PO. 
 


5.22 Purchase Order Terms and Conditions 
 


5.221 Purchase Order Terms and Conditions are posted on the Town of 
Florence website at www.florenceaz.gov (Supplement 7.1).   


 
5.3 Payment Requests 


The payment request is returned to the Finance Department within five working 
days of issuing the invoice to the Department.  The payment request is the 
authorization to release the funds on the purchase to the vendor.  The approved 
PO and documentation of the electronic approval are attached to the payment 
request.   


 
5.31 Multiple invoices shall be placed on one payment request for the same 


vendor. 
 
5.32 Invoices from the same vendor with multiple POs are placed on one 


payment request. 
 


5.33 In the event of an ongoing construction project, the project name and/or 
CIP project number shall be noted on the invoice.  In the event new 
equipment is purchased, a notation of the equipment type shall be noted. 


 
5.34  All packing slips will be attached to the payment request. 


 
5.4 Town Charge Cards 


5.41 Charge cards authorized by the Town are kept in the Accounts Payable 
Division of the Finance Department.  Each time the card is requested for 
use, a sign out sheet is used, entering the date PO number and the 
person checking the card out.  Upon returning the card, the original receipt 
is given to the Accounts Payable Division. A copy of the receipt is given to 
the department representative, who is responsible for preparing the 
payment request. 


 
5.42 The Town has a single credit card for use.  The Accounts Payable Division 


is responsible for the credit card.  Orders, reservations, or authorized 
charges must be placed from that office for departmental use.  Use of the 
credit card, or copies of the credit card, other than those designated in this 
paragraph is prohibited.  The Town Manager, Finance Director, or Town 
Clerk shall authorize all charges and orders.   


 
5.43 This section does not apply to Town issued fuel cards that are approved 


for usage by authorized Town staff. 
 


5.5 Unauthorized Purchases 
No Town employee shall order the purchase of supplies or services or make 
contract on behalf of the Town other than through the purchasing procedures and 
the guidelines set forth in this Policy and the Town shall not be bound thereby.   
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5.6 Purchasing Process 


 
5.61 Purchases of less than $5,000 
 


5.611 Selection Process 
 


5.6111 Items less than $2,500 may use Open Market Procedure 
(See Section 5.71). 


 
5.6112 Items $2,500 and less than $5,000 require the use of 


Oral Price Quotations (See Section 5.72) 
 


5.6113 Cost comparison, negotiated prices, historical pricing and 
quality of service are used as a basis for obtaining the 
greatest value at the lowest price.  Documents used to 
obtain this pricing are maintained at the department level.   


 
5.612 Vendor Selection 


Department Heads may select vendors at their discretion within the 
parameters of this Policy.   


 
5.62 Purchases of $5,000 to $24,999  


 
5.621 Selection Process 


  
5.6211 Items of $5,000 to $24,999 require written price 


quotations (See Section 5.73) 
 
5.6212 Requires a cost comparison, alternative bidding method, 


sole source justification, or emergency declaration. 
 


5.622 Vendor Selection 
This applies to single or cumulative purchases to one vendor. 


 
5.6221 Department Head submits the Bid Tabulation Sheet 


(Supplement 7.6), all applicable documentation and 
recommendation of purchase to the Finance Director. 
The Finance Director reviews and forwards to the Town 
Manager for final review and authorization.  Alternative 
purchase methods are utilized if approved by necessity 
or by the Town Manager as indicated by Emergency/Sole 
Source Purchase, cooperative purchase, state contract 
or any other method. The authorized Bid Tabulation 
Sheet is returned to the Department Head.   


 
5.6222 Unapproved bid tabulations are returned to the 


submitting department with a request for further 
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information or the reason for denial.  The Department 
Head may re-submit with corrections made.   


 
5.6223 After authorization, purchaser can begin the requisition 


process. 
 


5.6224 A copy of the Bid Tabulation Sheet (Supplement 7.6) is 
attached to the payment request and invoice when 
submitted to the Finance Department. 


 
5.63 Purchases of $25,000 or More 
 


5.631 Selection Process 
 


5.6311 Requires formal bidding.   An RFQ or RFP may be used 
(See Section 5.74). 


 
5.6312 Requires a cost comparison, alternative bidding method, 


sole source justification or emergency declaration. 
 


5.632 Vendor Selection 
This applies to single purchase requests to one vendor. 


 
5.6321 Department Head submits the Bid Tabulation Sheet 


(Supplement 7.6), and recommendation with 
corresponding bidding information, including RFP or 
RFQ.  Alternative purchase methods are identified if 
approved by necessity or by the Town Manager as 
indicated by Emergency/Sole Source Purchase, 
cooperative purchase, state contract or any other method 
authorized.  The Finance Director reviews for budget 
availability and bidding procedures.  The Town Manager 
reviews for need. 


 
5.6322 Unapproved bid tabulations are returned to the 


submitting department with a request for further 
information or the reason for denial.  The Department 
Head may re-submit with corrections.   


 
5.6323 After internal review and approval, the signed Bid 


Tabulation Sheet and corresponding documents are 
returned to the Department Head.  A  Town Council 
agenda item is prepared by the Department Head and 
submitted to the Town Clerk for placement on a Town 
Council meeting agenda.  


 
5.6324 After approval by Town Council, the purchaser can begin 


the requisition process. 
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5.6325 A copy of the Bid Tabulation Sheet (Supplement 7.6) and 
invoice is attached to the payment request when 
submitted to the Finance Department with a copy of the 
Council Agenda item. 


 
5.64 Emergency Purchase 


In the event of disaster or other emergency, where purchases must be 
made immediately in order to protect public health, safety and welfare, the 
purchases may be made pursuant to the following procedures: 


 
5.641 The Department Head shall submit a Sole Source/Emergency 


Purchase Justification Form (Supplement 7.7) to the Town Manger 
for pre-approval if $5,000 or more. 


 
5.642 The Town Manager authorizes the purchase of materials, supplies, 


equipment, services and improvements.  
 


5.643 Whenever emergency purchases are made, the Department Head 
or designee shall keep a written record of all attempts to obtain the 
lowest possible price for the Town.  This written record shall be 
attached to the purchase order.  This written record shall be open 
to public inspection and shall be retained by the Town for at least 
one year. 


 
5.644 Ratification by the Town Council for items purchased in the amount 


of $25,000 or more is required.  Ratification is done at the next 
scheduled Town Council meeting after approval by the Town 
Manager and upon receiving the invoice of the item/services 
purchase.  The Department Head shall prepare the agenda item for 
the Town Council meeting. 
 


5.7 Bid Process 
 


5.71 Open Market Procedure 
Purchases of supplies, equipment, contractual services, lease, rental and 
sales of personal property less than $2,500 may be made by the 
Department Head in the open market.  At all times, cost, quality, and 
service are a factor in purchasing.   


 
5.72 Oral Price Quotations 
 


5.721 Quotes shall be obtained from at least three vendors for all 
purchases of $2,499 but less than $5,000. 


 
5.722 Document details of the quote, including source, time and date. 
 
5.723 Records must be kept in accordance with Arizona Revised State 


Statutes. 
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5.73 Written Price Quotations  
 


5.731 Quotes shall be obtained from three or more vendors for all 
purchases of $5,000 to $24,999.  


 
5.732 Written quotes may be obtained by Fax.   


 
5.74  Formal Bidding Process or Competitive Sealed Bids 
 


5.741 Bids shall be obtained for amounts of $25,000 or more. 
 
5.742 The competitive sealed proposal method may not be used for 


construction projects (See Section 5.744).   
 


5.743 In some cases, this procedure may be waived by the Town 
Manager based on the type of purchase being made.  Examples 
are as follows: 


 
5.7431 Vehicles 
 
5.7432 Specialty equipment or supplies normally provided by one 


vendor.    
 
5.7433 State contract items, where the element of time is a factor. 


 
5.744 Competitive Sealed Bids: 


The Town Manager determines in writing that the use of 
competitive bidding to procure specified types of materials or 
services costing $25,000 or greater is either not practical or not 
advantageous to the Town of Florence, a contract may be entered 
into by competitive sealed proposals.  The competitive sealed 
proposal may not be used for construction projects. Competitive 
sealed bidding may not be practicable or advantageous if it is   
necessary to: 


 
5.7441 Use a contract other than a fixed-price type; or 
 
5.7442 Conduct oral or written discussions with proposer 


concerning technical and price aspects of their proposals; 
or 


 
5.7443 Afford proposers an opportunity to revise their proposals; 


or 
 


5.7444 Compare the different price, quality, and contractual factors 
of the proposals submitted; or 


 
5.7445 Award a contract in which price is not the determining 


factor. 
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5.745 Proposals shall be solicited through a Request for Proposals in the 


same manner and utilizing the same notice procedures as for a 
solicitation for bids. 


 
5.746 Proposals shall be opened publicly at the time and place 


designated in the Request for Proposals.  The name and business 
address of each proposer shall be publicly read and recorded.  All 
other information contained in the proposals shall be confidential so 
as to avoid disclosure of contents prejudicial to competing 
proposers during the process of negotiation.  The proposals shall 
be open for public inspection after contract award. 


 
5.747 Mail in bids should be post-marked by deadline if applicable. Hand 


delivered bids must be in by 5:00 P.M., the day of closing unless a 
different time has been indicated in the bid offering. 


 
5.75 Formal Bidding Procedure 


Except as otherwise provided herein, purchases, leases, rentals and 
contracts with an estimated value greater than $25,000 shall be by written 
contract with the most responsible bidder, pursuant to the procedures 
prescribed herein. 
 


5.76  Professional Services 
The procurement of services from professional classifications, without 
regard to dollar amount of contract, is exempt from the competitive bid 
process. The selection of professional services is based on qualifications.  
Such professional services include, but are not limited to: engineer, 
management services for construction projects, architects, geologists, 
hydrologists, land surveyors, landscape architects, assayers, real estate, 
computers, accounting, actuaries, personnel and insurance consultants; 
psychologist, medical doctors and attorneys-at-law.  See ARS for more 
info. 


 
5.761 Selection Procedure 


5.7611 Statement of Qualifications: Persons engaged in 
providing the designated types of professional services 
may submit statements of qualifications and 
expressions of interest in providing such professional 
services. The department using professional services 
may specify a uniform format or statement of 
qualifications. The Town may amend the statement of 
qualifications at any time by issuing a new statement of 
qualifications. 


 
5.7612 Public Announcement and Request for Proposals:  


Adequate notice shall be given by the department 
requiring the services through a request for proposals. 
The request for proposals shall describe the services 
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required, list the types of information and data required 
of each proposer, and state the relative importance of 
particular qualifications. 


 
5.7613 Discussions:  The Department Head may conduct 


discussions with any proposer who has submitted a 
proposal to determine qualifications for further 
consideration. Discussions shall not disclose any 
information derived from proposals submitted by other 
proposers. 


 
5.7614 Award: Award shall be made to the proposer in writing 


by the Department Head or designee procuring the 
professional services to be best qualified based on the 
evaluation factors set forth in the request for proposals 
and negotiation of compensation determined to be fair 
and reasonable. If compensation cannot be agreed 
upon with the best qualified proposer, then negotiations 
are formally terminated. If proposals were submitted by 
multiple qualified proposers, negotiations may be 
conducted in the order of their respective qualification 
ranking, and the contract may be awarded to the 
proposer ranked best qualified if the amount of 
compensation is fair and reasonable. 


 
5.77 Contracts, Leases, and Purchase Agreements 


All contracts, leases and purchase agreements are signed by the Town 
Manager or Mayor.  Department Heads, supervisors nor staff shall not 
commit the Town to a document encumbering funds, goods or services to 
the Town. 


 
Contracts, leases and purchase agreements shall have their value 
estimated at the cumulative total value of the contract expense to the 
Town.  Rentals shall be valued at the cumulative total of rental payments 
for the anticipated rental period or for one calendar year from the start of 
the rental for long-term items, whichever is less. 
 
5.771 The original fully executed contract, lease or purchase agreement 


shall be filed with the Town Clerk.  A copy shall be forwarded to the 
Finance Director. 


 
5.772 Any contract modification or contract price that exceeds $25,000 in 


whole or part shall be subject to prior approval by the Town Council 
after receiving a report from the Department Head as to the effect 
of the contract modification, change order, or contract price 
adjustment on the total project budget. 
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5.773 Expenditures approved during the budget process or during 
approval of grant award process do not require approval to go to 
bid.  Town Manager shall be notified.   


 
5.78 Construction Projects-Authority Public Buildings and Improvements 


Refer to Title 34 of the ARS for all construction projects. 
 


Construction or improvements shall be placed on Town owned property.  
Any other construction or improvements on non-Town owned property are 
placed on a Town Council agenda. An explanation of the project is 
provided and construction or improvement shall be authorized by the 
Town Council. 


 
The Town will own fee title to properties identified for construction or 
improvements. Purchased, donated, gifted, transferred or conveyed 
property will be researched and accepted by Town Council prior to 
construction or improvements thereon.  All title searches for properties, 
proposed to be conveyed to the Town of Florence, will be presented to 
Town Council for acceptance identifying all liens and encumbrances.  All 
property will be recorded in the name of the Town of Florence and a new 
deed issued (ARS § 33-401, 33-404, 33-411.01, 33-601, ARS § 37-801).   


 
No bids for construction will be awarded based on a contingent donation 
or transfer of ownership of property.  All property marked for construction 
will have been previously accepted by the Town Council, and the property 
will be deeded to the Town of Florence. 


 
5.79 Responsibility for Maintenance vs. Construction Contracts 


To differentiate Maintenance or Maintenance Contracts vs. Construction 
or Construction Contracts, the following applies: 


 
5.791 Procurement of architect services, construction, construction 


services, construction-manager-at-risk construction services, 
design-build construction services, engineer services, job-order-
contracting construction services, landscape architect services, 
assayer services, geologist services, and land surveying services 
must comply with Title 34 of the ARS. 


 
5.792 Maintenance by definition and accounting standards usually 


involves care or upkeep needed to maintain property or 
infrastructure to its value.  Maintenance can be routine or required 
every few years in order to maintain the value of the asset.  
Maintenance items will usually have a limited-life value. 


 
5.793 Construction is new infrastructure or a change or replacement of 


the asset itself that creates a different value or purpose such as 
an addition to a sewer or waterline or an addition to a building or a 
reconstruction or rebuild of such.  These items change the value 
and have an indefinite life cycle. 
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Engineering handles all items that fall under Title 34.  Purchasing is 
charged with oversight on any purchases of materials or services which 
include maintenance. 
 


5.710 Bidding/Quotes 
Specifications for bidding/quotes shall be provided.  The same 
specifications are provided to each bidder.  Bids and quotes are compiled 
using the Bid Tabulation Sheet (Supplement 7.6).   


 
5.7101 Alternate Bid Procedure 


When deemed in the best interest of the Town, the purchase of 
equipment, materials, supplies, and on-call services as provided 
for in this Policy, are made by an approved bid through the state 
purchasing office or an approved bid through any other political 
subdivision of the State.  In such instances, the requirement of the 
Town to obtain sealed or written bids or to contact prospective 
suppliers from the bidders list or to publish or post notices 
regarding the bid may be waived.    
 
The Department Head shall provide written justification for the use 
of the alternate bid procedure.  The Town Manager must approve, 
in writing, the Alternate Bid Procedure prior to utilization of the 
procedure.   


 
5.7102 Published Notice Soliciting Bids 


A notice soliciting bids shall include a description of the articles to 
be purchased or sold, where bid specifications are obtained and 
the time and place for opening bids. A notice soliciting bids shall 
be published at least 10 days before bid opening.  Notice shall be 
published at least once in a newspaper of general circulation 
printed and published in the town or as otherwise designated by 
the Town Manager. 


 
5.7103 Bidders List 


The Department Head shall solicit sealed bids from all 
prospective suppliers who are on the bidders list.  Bidders list will 
be purged every two years from date of submission of requests.  
Bidders must submit a new request to be placed on bidders list to 
remain active. 


 
5.7104 Website 


The Procurement Officer shall advertise the solicitation of bids 
greater than $24,999 on the Town of Florence’s website.   


 
5.7105 Bidders Security 


When deemed necessary by the Purchasing Officer, bidders 
security may be prescribed in the solicitation of bids.  Bidders 
shall be entitled to returned bid security, provided that a 
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successful bidder shall forfeit his bid security upon refusal or 
failure to execute the contract within the specified time, dating 
from award of contract, unless the Town is responsible for the 
delay.  The Town Council may, upon refusal or failure of the 
successful bidder to execute the contract, award it to the next 
lowest responsible bidder.  If the Town Council awards the 
contract to the next lowest bidder, the amount of the lowest 
bidders security shall be applied by the Town to the difference 
between low bid and the second lowest bid and the surplus, if 
any, shall be returned to the bidder in default. 


 
Bids shall be evaluated based on the requirements and/or criteria 
set forth in the solicitation for bids.  No bid criteria may be used in 
bid evaluation that is not set forth in the solicitation for bids.   


 
A bidder may modify or withdraw its bid at any time before bid 
opening if the modification or withdrawal is received before the 
time and date set for bid opening in the location designated in the 
solicitation for bids for receipt of bids. 


 
5.7106 Bid Opening Procedure 


Sealed bids shall be submitted to the Town Clerk or designee and 
shall be identified as bids on the envelope.  Bids shall be opened 
in public at the time and place stated in the public notice.  The 
amount of each bid together with the name of each bidder shall 
be recorded.   A tabulation of all bids received shall be available 
to the public for inspection during regular business hours for a 
period of not less than 30 days following the bid opening.  The 
actual bids shall not be open for public inspection until after a 
contract is awarded. 


 
5.7107 Bid Rejection 


The Town Council may reject any and all bids. 
 


5.7108 Award of Contracts 
The contract shall be awarded to the lowest responsible and 
responsive bidder whose bid conforms in all material respects to 
the requirements and criteria set forth in the solicitation for bids.  If 
all bids for a construction project exceed available monies as 
certified by the Finance Director, and the low responsive and 
responsible bid does not exceed such monies by more than five 
percent, the Town Manager may negotiate an adjustment of the 
bid price, including changes in the bid requirements, with the low 
responsive and responsible bidder, to bring the bid within the 
amount of available monies. 


 
5.7109 Tie Bids 


If two or more bids received are for the same total amount or unit 
price, quality and service being equal and if the public interest will 
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not permit the delay of re-advertising for bids, the Town Council 
shall determine the successful bidder by lot. 


 
5.71010 Performance Bonds 


The Town Council shall have the authority to require a 
performance bond before entering into a contract in such amount 
as it shall find reasonably necessary to protect the interests of the 
Town.  If the Town Council requires a performance bond, the form 
and amount of the bond shall be described in the notice soliciting 
bids. 


 
5.8 Request for Qualifications (RFQ) 


The RFQ process identifies the best qualified company.  A separate bid for cost 
of services may be requested.  This does not determine the award of contract. 
Negotiations on the cost of services may commence after the selection is made 
based on qualifications.  If the negotiated price exceeds the project budget, the 
panel may choose to proceed to the next qualified and so on until a negotiated 
price is reached. 


 
5.81 This section shall not be used where Title 34 of the Arizona Revised 


Statutes requires another method for selection of professional services. 
 


5.82 An RFQ shall include a statement of what type of service the Town is 
seeking, the background of the project, submission criteria, and selection 
process. 


 
5.83 The RFQ shall request information from the proposer, including: 


 
5.831 Proposer’s major focus 


 
5.832 Qualifications and experience working within the project scope, 


complying with federal, state, town/city codes, and dealing with 
review boards. 


 
5.833 Demonstrated innovation, creativity and originality of previous 


projects. 
 


5.834 Qualifications and experience of the firm in completing 
projects of similar size and complexity within established time 
frames and budget. 


 
5.835 Proximity of lead firm to project site.  Preference is given to 


firms within the State of Arizona. 
   


5.836 Names and resumes for project manager, team and sub-
consultants.  


 
5.837 Outline of tasks to be performed, including timelines. 
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5.838 Fee schedule. 
 


5.839 Insurance.  
 


5.9 Request for Proposals (RFP) 
An RFP is used to solicit proposals and negotiate the terms for projects identified 
by the Town.  The cost of the project is identified in the proposal, which is 
reviewed by the Town.   
 
Proposers shall be accorded fair treatment with respect to any opportunity for 
discussion and revision of proposals.   Revisions may be made after submissions 
and before award for the purpose of obtaining best and final offers.  In 
discussions with proposers, there shall be no disclosure of any information 
derived from proposals submitted by competing proposers.  Any record of 
revisions to proposal shall be kept and retained on file.    


 
The Town Manager or designee shall determine that proposals are either 
acceptable for further consideration or unacceptable.  A determination that a 
proposal is unacceptable shall be in writing, state the basis for the determination, 
and be retained in the file. 


 
If discussions are conducted, The Town Manager or designee may issue a 
written request for best and final offers setting forth the date and time for 
submission.  Best and final offers may be requested only once, unless the Town 
Manager makes a written determination that it is advantageous to the Town to 
conduct further discussions or change the Town’s requirements.  The request for 
best and final offers shall inform proposers that if they do not submit a notice of 
withdrawal or a best and final offer, their immediate previous offer is construed as 
their best and final offer.  


 
The award shall be made to the responsible proposer whose proposal is 
determined in writing to be the most advantageous to the Town taking into 
consideration the evaluation factors set forth in the RFP.  No other factors or 
criteria may be used in the evaluation.  The contract file shall contain the basis 
on which the award is made. 
 
The RFP shall state the relative importance of price and other evaluation factors.  
Specific numerical weighting is not required.   


 
5.91 The RFP shall state: 


 
5.911 The type of services or products required and a description of the 


work involved. 
 
5.912 The type of contract to be used. 


 
5.913 An estimate of the duration that the service is required. 


 
5.914 Proposers may designate portions of the proposals as proprietary. 
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5.915 The minimum information that the proposal shall contain. 


 
5.10 Proposal Rejection 
 At its discretion, the Town may reject any and all proposals. 


 
5.11 Demonstrating Lawful Presence 


Arizona Revised Statutes 1-501 and 1-502 apply to bidders because the 
definition of "federal public benefit" and "state or local public benefit" includes 
"any grant, contract, loan, professional license or commercial license”, etc. 


 
Grants, contracts and loans are considered public benefits, in the sense that a 
person or firm trying to obtain a Florence grant, contract or loan is "applying for a 
federal, state or local public benefit". 


 
ARS 1-501 and 1-502 each require a political subdivision of the state which 
"administers any federal, state or local public benefit" to require each person who 
applies for such benefit to submit at least one of the following documents 
demonstrating "lawful presence" in the U.S. 


 
AZ Driver license, birth certificate issued by any state, certificate of birth abroad, 
US passport, foreign passport with US visa, certificate of naturalization or 
citizenship, tribal certificate, etc. 


 
Requests for bids, proposals or qualifications will include language stating that 
"The applicant will be required to submit documentation demonstrating lawful 
presence in the United States pursuant to A.R.S. 1-501 and 1-502 by completing 
Demonstrating Lawful Presence form (Supplement 7.9). 


 
5.12 Protest Procedure 


 
5.121 Right to protest 


Any actual or prospective bidder, proposer or contractor who is aggrieved in 
connection with the solicitation or award of a contract may protest to the 
Procurement Officer.  At least five days before award of a contract, that 
exceed $24,999, the Procurement Officer shall post recommendations on 
the Town of Florence website regarding the award of a contract. A protest 
may be made regarding such recommendations and filed with the 
Procurement Officer. 
 


5.122 Resolution of bid protests  
The Procurement Officer shall have the authority to resolve protests.  
Appeals from the decisions of the Procurement Officer may be made to the 
Town Manager. 


 
5.123 Filing a protest 


The protest shall be in writing and shall include all of the following 
information: 
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5.1231 The name, address and telephone number of the protester. 
 
5.1232 The signature of the protester or its representative. 


 
5.1233 Identification of the solicitation or contract number. 


 
5.1234 A detailed statement of the legal and factual grounds of the protest 


including copies of relevant documents. 
 


5.1235 The form of relief requested. 
 


5.124 Time for filing protests concerning improprieties in a solicitation 
Protests based upon alleged improprieties in a solicitation that are apparent 
before the bid opening shall be filed at any time before the bid opening but 
not after.  Protests based upon alleged improprieties in a solicitation that are 
apparent before the closing date for receipt of initial proposals shall be filed 
before the closing date for receipt of initial proposals, but not after. In 
procurements requesting proposals, protests concerning improprieties that 
do not exist in the initial solicitation but that are subsequently incorporated 
into the solicitation shall be filed by the next closing date for receipt of 
proposals following the revision, but not after.   


 
Notwithstanding the above, in filing any other protest:   
 
A protest must be filed within 10 calendar days after the protestor knows or 
should have known the facts and circumstances upon which the protest is 
based.  The Procurement Officer shall immediately give notice of the protest 
to the firm(s) being recommended for award or to the successful 
contractor(s) if an award has been made. 
 


5.125 Status of procurements during the protest 
In the event of a timely protest, the Town may elect not to proceed further 
with the solicitation or with the award of the contract until the Procurement 
Officer makes a written determination that either the award of the contract 
without delay is necessary to protect substantial interests of the Town or the 
protest is without factual or legal basis. 


 
5.126 Responsibilities of the Procurement Officer 
 


5.1261 Issue a written decision within 10 calendar days after a protest has 
been filed. The decision shall contain an explanation of the basis of 
the decision. 
 


5.1262 Transmit a copy of the decision to the protester, by certified mail, 
return receipt requested or by electronic transmission that provides 
evidence of receipt. 


 
5.1263 Extend the time limit for decisions by the Procurement Officer, if 


necessary, for a reasonable time not to exceed 30 days.  The 
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Procurement Officer shall notify the protester in writing that the time 
for the issuance of a decision has been extended and the date by 
which a decision is issued.  If the Procurement Officer fails to issue 
a timely decision, the protester may proceed as if the Procurement 
Officer had issued an adverse decision. 


 
5.127 Remedies 


If the Procurement Officer sustains the protest in whole or part and 
determines that a solicitation, proposed contract award or awarded contract 
does not comply with the procurement code, the Procurement Officer shall 
implement an appropriate remedy. 
 
In determining an appropriate remedy, the Procurement Officer  shall 
consider all the circumstances surrounding the procurement or proposed 
procurement including, but not limited to, the seriousness of the 
procurement deficiency, the degree of prejudice to other interested parties or 
to the integrity of the procurement system, the good faith of the parties, the 
extent of performance, costs to the Town, the urgency of the procurement 
and the impact of the relief on the using department's mission. 
 
Appropriate remedies may include, but are not limited to: 
 
5.1271 Decline an option to renew the contract.  
 
5.1272 Terminate the contract and reissue the solicitation. 


 
5.1273 Issue a new solicitation and award a contract consistent with the 


procurement code.  
 


5.1274 Seek such other relief as determined to be in the best interests of 
the Town and in conformity with Town procurement policies. 


 
5.128 Appeals to the Town Manager 


An appeal shall be filed by the appellant within 10 days of the Procurement 
Officer’s decision.  The appeal shall be filed in the office of the Town 
Manager with a copy issued to the Procurement Officer.   


 
5.129 Content of appeal 


The appeal shall contain: 
 


5.1291 The information set forth in Section 5.1231. 
 
5.1292 A copy of the decision of the Procurement Officer. 


 
5.1293 The precise factual or legal error in the decision of the Procurement 


Officer. 
 


5.1210 Notice of appeal 
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The Town Manager shall immediately provide a copy of the notice of appeal 
by first class mail, or by electronic transmission providing evidence of receipt 
to the successful contractor if an award is made or, if no award has been 
made, to the firm(s) recommended for award.  Such interested parties shall 
have the right to request copies of the appeal and to request to intervene in 
the proceedings pursuant to Arizona Rules of Civil Procedure, Rule 24. 


 
5.1211 Status of procurement during appeal 


In the event of a timely appeal to a decision issued by the Procurement 
Officer, the Town may elect not to proceed further with the solicitation or with 
the award of the contract until the Town Manager makes a written 
determination that either the award of the contract without delay is 
necessary to protect the substantial interests of the Town or that it is 
appropriate to suspend further action on the solicitation while the appeal is 
under consideration. 


 
5.1212 Town Manager’s Determination 


The Town Manager shall transmit a written determination on the appeal to 
the appellant within 30 days from the date the appeal is filed.  The written 
determination shall be transmitted by certified mail, return receipt requested, 
or by electronic transmission providing evidence of receipt, or in such other 
manner so as to document the transmittal and receipt.  Copies of the 
determination shall be transmitted to the parties who have been 
recommended for contract award or who have been awarded the contract or 
who have intervened in the appeal.  The written determination shall remain 
on file with the Procurement Officer.  The written determination shall contain 
copies of: 


 
5.12121 The appeal. 
 
5.12122 The bid or proposal submitted by the appellant. 


  
5.12123 The bid or proposal of the firm that is being considered for award. 


 
5.12124 The solicitation, including the specifications or portions relevant to 


the appeal. 
 


5.12125 Any other documents relevant to the appeal, including a decision 
by the Town Manager that sets forth findings of fact, conclusions 
of law if any, and indicates whether the decision of the 
Procurement Officer is affirmed or reversed.  In the event the 
decision of the Town Manager reverses the decision of the 
Procurement Officer, the decision shall state a remedy that is 
appropriate under the circumstances pursuant to Section 5.127.  


 
5.1213 Extension for Filing Determination 


The Town Manager may extend the time period for issuing the report on any 
appeal for a reasonable time period, not to exceed an additional 30 days, 
setting forth the reason for the extension. The Town Manager shall notify the 
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appellant in writing that the time for the submission of the report has been 
extended and the date by which the report will be submitted. 


 
5.1214 Comments on Determination 


The appellant may file comments on the determination with the Town 
Manager within 10 days after receipt of the report.  Copies of the comments 
shall also be provided by the appellant to the Procurement Officer. 


 
5.1215 Appeal to the Hearing Panel 


An appellant challenging a decision of the Town Manager shall file a notice 
of appeal with the Town Clerk within 10 days from the date the decision is 
received.  The notice of appeal shall be in the form specified in Section 
5.1210. 
  
The Hearing Panel shall consist of the Mayor or his/her designee, a 
representative from the Town Attorney's Office and representatives from one 
or more Town departments as determined by the Town in its sole discretion.   


 
5.1216 Dismissal before Hearing 


The Hearing Panel shall dismiss an appeal from a decision of the Town 
Manager upon a written determination that the appeal does not, on its face, 
have a valid legal or factual basis; or the appeal is filed in an untimely 
manner. 


 
5.1217 Hearing 


Hearings on bid protest appeal decisions made by the Town Manager may, 
with material cause, be appealed to the Hearing Panel.  The appellant and 
the firm(s) awarded a contract or recommended for such award may be 
invited to attend the hearing. The hearing shall be scheduled as soon as 
practicable under the circumstances, but in no event later than 60 days after 
the notice of appeal is filed. The proceedings before the Hearing Panel shall 
be de novo, shall be conducted in an informal manner, shall not be governed 
by formal rules of law or evidence, and may consist entirely of information 
which would otherwise be considered hearsay, so long as such information 
is reliable. The decision of the Hearing Panel shall be final and shall 
conclude the administrative review process. 


 
5.1218 Remedies 


If the Hearing Panel reverses the decision of the Town Manager in whole or 
in part, the decision shall state a remedy that is appropriate under the 
circumstances pursuant to Section 5.127.  


 
6.0 Definitions 


Construction: the process of architectural and engineering design, building, 
altering, improving, repairing, or demolishing any public structure or building, or 
other public improvements of any kind to any public real property or public housing.   
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Contract: a written agreement of the Town for the procurement of supplies and 
services, (general and professional).  The term includes, but is not limited to, 
contracts of a fixed price, costs, cost plus a fixed fee, price discount or incentive 
type, contracts providing for the issuance of a job or task orders, leases (excluding 
real estate), rentals, maintenance agreements, letter contracts, and purchase 
orders.   


Contractor: any person or entity that enters into a contract with the Town. 


Cooperative Purchasing: procurement conducted by, or on behalf of, more than 
one public procurement unit. 


Debarment: disqualification of a vendor to receive bid solicitations or the award of a 
contract by the Town for a specified period of time, commensurate with the 
seriousness of the offense resulting from conduct or failure or inadequacy of 
performance. 


De Novo:  from the beginning. 


Emergency Purchase: procurement of supplies and/or services (general and 
professional) that are needed for a situation where the health, safety or welfare of 
the public or public property is endangered if immediate corrective action is not 
taken. 


Equipment: any tangible physical implement, apparatus, device or machine used to 
carry out an operation or activity. 


Fair Market Value: the prices at which sales have been consummated for assets of 
like type, quality, and quantity in a particular market at the time of acquisition. 


Five Day Return Rule:  The payment request shall be returned to the Finance 
Department within five working days of issuing the invoice to the Department.   


Gratuities: any gifts, entertainment, trips, favors, services, or money offered or 
given by a vendor or contractor, agent or representative of a vendor or contractor, to 
any officer or employee of the Town or to any of their family members. In addition to 
other rights and remedies, the giving or receiving of gratuities shall cause a bid 
response to be rejected or a contract to be cancelled; and a vendor may be 
debarred from future bidding participation.  Excludes sample materials provided at 
public trade shows and vendor fairs; and marketing test samples provided for Town 
use only. 


Item: any tangible object or thing.  This term does not include any computer 
software or computer software license agreement. 
Job Order Contracting: a unique indefinite quantity type of contract that enables 
facility owners to accomplish a large number of repair, maintenance and 
construction projects with a single, competitively bid contract. It eliminates the time 
and expense of completing the normal design-bid-construct cycle for each project. It 
allows facility owners to decrease project duration and cost, while increasing quality. 
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Contractors competitively bid an adjustment factor (e.g. 1.15) to be applied to a 
catalog of construction tasks with pre-set unit prices. The overall contract amount 
(the sum of the individual projects that may be performed) is expressed as a range 
in dollar volume for example from $50,000 to $1,000,000. The contractor will be 
asked to perform a series of projects one after the other. The price for each project 
will be the pre-set unit prices multiplied by the quantity multiplied by the 
competitively bid adjustment factor. Prices are never negotiated. The prospect of 
additional work keeps the contractor motivated to provide timely, responsive, and 
high quality work.  
 
Late bid: a bid or proposal response that is received after the bid due date and time 
stated in the Town’s bid solicitation document or within any supplemental bid 
addendum shall be considered late and shall not be considered. 
 
Local bidder: any individual, individuals, association, partnership, or corporation 
that has a valid business license issued by the Town for a period immediately 
preceding the month in which the invitation for bids was made.  A valid business 
licensee shall be construed to mean a current license issued by the Town for which 
all then due taxes and penalties have been paid in full. 
 
Open market procurement: used for procurement when formal bid solicitation 
procedures are not required. 
 
Posted prices: the sale price determined by the Town Manager or designee to be 
fair market value. 
 
Purchase Orders, Blanket:  This type of a PO consolidates repetitive small 
purchases from a single supplier.  It is a form of an open account which is limited in 
terms of the items that are ordered, the period for which it is to be open, and the total 
amount ordered.  This type of PO is useful for departments that have repetitive 
supply needs.  This method is used for repetitive non-capital purchases.  Blanket 
POs are closed out at the end of each fiscal year. 


 
Purchase Order, Standing:  A purchasing method used in purchasing leases and 
equipment maintenance.  Generally speaking, equipment maintenance orders are 
set up for one year.  Standing orders for leases should be created for the term of the 
lease.  This method of procurement is used for the purchase of equipment and 
vehicle maintenance or property and equipment leases with scheduled payments 
over a specified period of time.  
 
Purchase Orders, Construction:  This PO is issued to a contractor based on a 
contract to provide specified services on a construction project.  This type of PO is 
issued on minor and major projects.  Construction contract POs are dedicated to one 
project and are not used across multiple projects.  In the project management 
system, the construction contract PO is found at the project level. It authorizes a 
scope of work and commits funds on a specific project.  To create a commitment, a 
record of the project level PO is created with line items identified by work breakdown 
structure.  The line items are based on the schedule of values provided by the 
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contractor.  The total of all the line items should amount to the approved PO for the 
contractor.  Terms and conditions are specified as per contract on the PO. 


Procurement: the purchasing, renting, leasing or otherwise obtaining of any supply 
or services (general and/or professional).  The term includes all functions that 
pertain to the obtaining of Town needs, including description of requirements, 
selection and solicitations of sources, preparation and award of contract, and all 
phases on contract administration. 


Procurement Clerk:  Departmental level staff that prepares necessary paperwork to 
process purchases of good and services.   


Procurement Office:  Finance Department  


Procurement Officer:  Finance Director or designee 


Professional Services: the primary service is intellectual or conceptual rather than 
physical; where the services are to be rendered by providers with extensive formal 
education or appropriate state license and expertise in a specific field; and where the 
application of one or more of the following would be involved:  creativity, innovation, 
interpretation, judgment, unusual talent, treatment.  Examples of professional 
services included services of architects, attorneys, certified public accountants, 
management consultants, appraisers, physicians and engineers. 


 
Purchase Order: a commercial document issued by a buyer to a seller, indicating 
the type, quantities and agreed upon prices for products or services that the seller 
will provide to the buyer. 


Ratification: the approval of the Town Council after the purchase. 


Request for Proposals (RFP): the document and method used to solicit proposals 
from bidders (proposers).  The method provides for negotiation of all terms of the 
proposal, including price before award.  The request for proposal may be used with 
competitive negotiation and the solicitation of best and final offers. 


Request for Qualifications (RFQ): the document and method to solicit professional 
services.  This method provides award of contract based upon the qualifications of 
the individuals and/or company or institution. 


Request for Sole Source: procedure used to negotiate a contract with a selected 
vendor without competitive bidding.   


 
Requisition: an internal document detailing an intended purchase used to outline 
specifications for purchase order development, and a way of authorizing budget and 
departmental approvals. 


Responsible Bidder: a bidder who submits a bid which conforms in all material 
respects to the invitation for bid or to any other prescribed method utilized by the 
Town. 
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Service: the furnishing of labor, time or effort by a contractor or subcontractor which 
does not involve the delivery of a specific end product other than required reports 
and performance.  The term does not include “professional services” which are 
those services requiring specialized knowledge, education or skill and where 
qualifications of the person(s) rendering the services are of primary importance.   


Shall: always mandatory. 


Solicitation for Bid: all documents, including those attached or incorporated by 
reference, for the purpose of soliciting bids. 


7.0 Supplements 
7.1   Purchase Order Terms and Conditions 
7.2   Insurance Requirements for Contractors 
7.3   Requisition 
7.4   Purchase Order 
7.5   Expense Certificate for Missing Receipts 
7.6   Bid Tabulation Sheet 
7.7   Sole Source/ Emergency Purchase Justification 
7.8   Payment Request Form 
7.9   Demonstrating Lawful Presence 
7.10 Information Technology Purchase Request Form  







 


Town of Florence, Arizona 
Purchase Order Terms and Conditions 


 
 


 
INDEMNITY - The vendor shall indemnify, defend and hold harmless the Town of 
Florence, its agents, officers, officials and employees from and against any and 
all claims, demands, suits, actions proceedings, loss, cost and damages of every 
kind and description, including any reasonable attorney fees and/or litigation 
expenses, which may be brought or made against or incurred by the Town on 
account of: 
 


1. Defects in materials or workmanship of the goods; 
2. Loss or damage to any property or interest of the Town or any damages, 


injury to any person or property, or death of any person arising out of, 
relating to, or alleged to have resulted from any acts, errors, deliveries, 
work, or services of the vendor, its employees, agents, or representative, 
including but not limited to claims or demands arising from accidents 
occurring on Town property, whether or not caused by negligence of the 
vendor, its employees, agents or representatives, or that of any person, 
firm or entity; and 


3. Infringement or alleged infringement of any patent in connection with the 
manufacturer or use of the goods. 


 
WARRANTY – The vendor expressly warrants all items to be new, free from 
defects in design, materials and workmanship, and to be fit and sufficient for their 
intended purpose.  Unless otherwise specified, all items shall be guaranteed for 
the minimum period or one year against defects in materials and workmanship.  
During that period, if a defect should occur, that item shall be repaired or 
replaced by the vendor at no cost or obligation to the Town , except where it is 
shown that the defect was caused by misuse and not faulty manufacture.  Any 
sample or model submitted shall create an express warranty. 
 
 
 







Town of Florence Insurance Requirements for Contractors 
 
 


Employer’s Liability          $500,000-$1,000,000 
 
Contractors General Liability 
 a.  General Aggregate      $2,000,000 


b.  Products – Completed Operations Aggregate  $2,000,000 
c.  Personal and Advertising Injury    $2,000,000 
d.  Each Occurrence (Bodily Injury and Property Damage) $2,000,000 
e. Excess or Umbrella Liability 


1.)  General Aggregate per job    $3,000,000 
    per policy year   $5,000,000 
2.)  Each Occurrence per job    $3,000,000 
    per policy year   $5,000,000 


Automobile Liability  
a. Bodily Injury: 


Each Person       $1,000,000 
Each Accident      $1,000,000 


b. Property Damage 
Each Accident      $1,000,000 


 c.  Combined Single Limit of     $1,000,000 
 
Contractual Liability  


a. Bodily Injury: 
  Each Accident      $2,000,000 
 Annual Aggregate      $2,000,000 


b. Property Damage: 
Each Accident      $2,000,000 
Annual Aggregate      $2,000,000 
Each Accident      $2,000,000 
Annual Aggregate      $2,000,000 


Workman’s Compensation 
 a.  Bodily Injury by Accident   each accident $1,000,000 
 b.  Bodily Injury by Disease     each employee $1,000,000 
 c.  Bodily Injury by Disease  policy limit  $1,000,000 
 
The Town of Florence requires that a certificate of Liability and Workman’s 
Compensation Insurance be provided with limits of liability and the Town of 
Florence named as additional insured. 















Town of Florence
Expense Certificate


For Missing Receipts


If you are missing a receipt, use this form to certify the expense.


Vendor Name Amount


Vendor Location
Town/City


Purchase Date Account No.


Item description


Reason receipt is missing:


I, ____________________________________________________________, certify that this is a correct claim for necessary expenses incurred


by me for which the receipt is either lost or missing and that I have received no other payment for this expense.


Employee signature Date


Dept Director Approval Date


Additional Documentation:
(If necessary)


 







Town of Florence
Bid Taulation Sheet


 


General Ledger Account Number


    Verbal (only allowed when $5,000 of less) Date Prepared_ 


     Written/Fax (mandatory when over $5,000; attach bids) Prepared By___ 


    Formal Sealed Bid:  #__________________________Title____________________________________________Opening Date___________________Opening Time______________________


Item (include quality, brand, model, color)


To add power for expansion of office to accommodate 5 offices, new service for office equipment, front counter alteration, assemble new desks.
Vendor name                                                  Payment      
Contact Person  Terms Who Pays Comments
Phone/Fax  (Discount?) Availabllity Shipping? Unit Price Extended Price


1    


  


Phone  


Fax


2  


   


Phone  


Fax  


3  


  


Phone  


Fax  
Attach additional page(s), if necessary


Vendor Selected   Address  


Justification (if not lowest price)


Department Head Approval Date


Finance Director Approval Date


Town Manager Approval Date


*If over $25,000, must go to Town Council for approval.
Attach this approved for to purchase request with written quotes, if applicable.


 
5/7/2010+1^\







Town of Florence
Sole Source/Emergency Purchase Justification


 
Note:   Exemption from competitive bidding is allowed only in the existence of an emergency or when it is clearly determined to be
impractical to procure through the competitive bidding process.  The department director shall submit this form for approval
before procuring materials or services.  In cases of emergency, post submittal is required. 


Vendor Name:  Date  


Commodity (general description)  


Dollar Amount  (If over $25,000, must go to Town Council for approval)  


Account Number


Sole Source
Check all entries that apply:


Purchase Request is made to the original manufacturer or provider; There are no regional distributors.
 (Item * must also be checked.)


Purchase Request is made to the only area distributor of the original manufacturer or provider.
 (Item * must also be checked.)


* This is the only known item that will meet the specialized needs of the department or perform the
 intended functions.


Parts/equipment are not interchangeable with similar parts of another manufacturer.
 


Parts/equipment are required from this vendor to provide standardization.
 


The elements of time and, therefore, cost to the town override the potential cost savings realized through
standard purchasing procedures.


None of the above apply.  Detailed explanation for sole source request is contained in the attached 
memorandum.


Emergency
Check all entries that apply.  At least two of the following conditions must be met:


Human life is in danger


A natural disaster or act of God requires immediate action.


An unanticipated circumstance poses a threat to city property.


A situation exists where work on a specific project will stop or be adversely affected unless immediate
action is taken.


Justification:   
 


On the basis of the foregoing, I recommend competitive procedures be waived and the material or service be procured as a 
sole source or emergency purchase as indicated above.


Signature of Department Director Date  


Review by Finance Director Date


Approved by Town Manager Date


Exhibit E







Town of Florence    
 Payment Request Form


Vendor No.  Amount to Pay    $ 0.00  
 


Vendor Name Circle One Pick Up Mail
 


Address  Pick up by  
  


City, State & Zip.  Phone Number  
Special Instructions:


Departmental Requisition/P.O. Number    
 


 Due Date Invoice Date Invoice No. Fund/Acct/Org Description Amount


1        


2        


3      


4     


5     


6    


7


8


9


10


  Total 0.00


Comments or Notations:  


  


  
By authorization of this payment request, I am verifying that I have received these supplies, materials and/or service and have complied with the Town of Florence Purchasing Policy.


Signatures:  


 Finance Department Approval:   


 Town Manager Name  Date      
  Please Print







Town of Florence
P.O. Box 2670


Florence, AZ 85132
(520) 868-7500


Demonstrating Lawful Presence


Bids, Proposals or Qualifications 


Arizona Revised Statues 1-501 and 1-502 apply to applicants of "federal public benefits"
and "state and local public benefits".  Grants, contracts and loans are considered public 
benefits and state law requires each person who applies for such benefits to submit at least 
one of the following documents demonstrating "lawful presence" in the United States.  
The Principal of each group, consultant, or organization will complete this form. 


Check the box next to the document indicating lawful presence.
An Arizona driver license issued after 1996 or an Arizona non-operating identification license
A driver license issued by a state that verifies lawful presence in the United States. (See Overview 
of State's Driver's License Requirements)
A birth certificate or delayed birth certificate issued in any state, territory or possession of the 
United States.
A United States certificate of birth abroad.
A United States passport.
A foreign passport with a United States visa.
An I-94 form with a photograph.
A United States citizenship and immigration services employment authorization document or 
refugee travel document.
A United States certificate of naturalization.
A United States certificate of citizenship.
A tribal certificate of Indian blood.
A tribal or Bureau of Indian affairs affidavit of birth.


**Attach copy of document to this sheet.


__________________________________                         _______________________
Signature of Applicant                                                           Date


__________________________________                         _______________________
Signature of Municipal Employee                                            Date
Effective Date:  November 1, 2009


 







Town of Florence 
Information Technology Division 


 
I.T. PURCHASE REQUEST FORM 


 
Please use this form when purchasing any Information Technology related items. This form will identify key 
information related to the purchase. Be sure to provide necessary details, such as date required, your 
department name and a brief explanation detailing the items to be purchased and the project they are assigned 
to.  
 
This form must be signed by the department head and then forwarded to the Information Technology Manager 
by email, fax at (520) 868-7645 or internal mail before any purchases will be processed.  
 
NOTE: All requests will be processed the following working day. 
 
Any questions please contact the Information Technology Manager at 520-868-7516.  
 
Your department: __________________________  Needed By (Date): ______________  
 
Is this purchase identified in the budget?  
 
Is the purchase grant funded?  If so, what is the grant amount? _________________  
 
Which budget year? FY______________ Total amount budgeted:____________________  
 
What is the line item(s)? (provide the fund/department /account numbers):  
 
Line Item 1: ___-_____-_____  Line Item 2:___-_____-_____  
 
 
Explanation (use this space to describe the equipment that you want purchased and the date you  
need the equipment):  
_______________________________________________________________________  
 
_______________________________________________________________________  
 
_______________________________________________________________________  
 
_______________________________________________________________________  
 
_______________________________________________________________________  
 
 
 
 
Department Head Signature: _______________________________ Date: ____________  
 
IT Manager Signature: ___________________________________ Date: ____________  
 
Town Manager Signature: ________________________________ Date: ____________  
If amount exceeds $1000.00 








 
 
 
 


 
 
 
 


TOWN OF FLORENCE 
 
 


 


 
ADA 504 Policy 


 
 
 
 


February 6, 1995 
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Real Property Acquisition and Eminent Domain Policy 
 
 
Section 1.  Purpose 
 
A. To provide for consistent procedures for the acquisition of real property, right-of-way and 


easements and ensure that Town resources are used in the most efficient manner and that 
upon completion of the transaction, the Town's goals for acquisition of the property are 
met and the Town has valid title to the property or property rights acquired. 


 
B. This policy will identify the process that the Town will use in making the decision to 


acquire property and complete the transactions for property identified as necessary for a 
public use. The Town Manager shall be responsible for the acquisitions of all real 
property rights for the Town with the assistance of the Department requesting the 
acquisition and the Town Attorney's Office. 


 
C. To provide for the proper use of the power of eminent domain (forced acquisition of 


property by the Town) in a manner to serve the public health and safety, while respecting 
private property rights guaranteed by the Arizona and United States Constitutions. 


 
 
Section 2. Authority to acquire property 
 
A. The power to acquire interests in real property is granted to the Town Council per A.R.S. 9-


240; 9-511; 9-516; 36-1474; and Article 2, Section 17 of the Constitution of Arizona. 
 
B. Acquisition includes the Town obtaining any of the following interests in real property, fee 


simple, life estates, easements, temporary construction easements, leases, rights of entry and 
licenses. 


 
C. Property rights include all interests in real property acquired by the Town for municipal 


projects or through the development review process. In the case of dedications made through 
the development review process, not all steps identified will be necessary as determined by 
Town Engineer.  Development dedications must specifically refer to the parcel and dedicate 
in the name of the Town of Florence, Arizona. 


 
D. It is the policy of the Town that property acquisitions should be done in a manner that 


protects the interest of Florence's citizens and provides for efficient use of governmental 
resources. 


 
E. It is the policy of the Town, unless the Town Attorney determines that the legal interest of 


the Town will not be negatively impacted, that the Town will take title to all real property 
other than rights of way by Special Warranty Deed with Title Insurance for the Town's 
interest. 


 
F. It is the policy of the Town, unless the Town Attorney determines that the legal interest of 
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the Town will not be negatively impacted that the Town will take fee simple title to property 
and will not consent to any covenants and restrictions running with the land, other than those 
that the Seller of the property was subject to at the time of their acquisition of the property. 


 
G. The Town will not enter into development agreements, consent to zoning stipulations or any 


other form of agreement that limits, restricts or requires the exercise of the power of the 
Town Council to determine the existence of a public purpose for which the power of eminent 
domain may be exercised. 


 
 
Section 3.  Pre-Acquisition Process 
 
A. The starting place for an acquisition of real property for a Town of Florence project is the 


inclusion of the project in the Town's Capital Improvement Plan (CIP). Alternatively the 
project and proposed designation of real property needed for the project must be identified in 
one of the following plans: 


 
1. Town Street Classification Map 
2. Parks and Open Space Master Plan and Trail's Plan 
3. Utilities Department Master Plans 
4. Public Safety Department Master Plans 
5. Town Specific Plans 


 
B. Unless determined otherwise by the Town Manager, preliminary identification of interests in 


real property to be acquired by the Town should be made by the operating department and 
submitted to the Engineering Department and Town Manager for review. 


 
1. Town Manager is notified of upcoming fiscal year real property acquisitions. 
2. Project Manager will meet with Town Manager to discuss what is required i.e., 


easement, right of way, land and the timing involved, as well as budget and 
appropriation authority. 


 
C. If property is to be acquired on behalf of a third party, the Town will first determine that the 


acquisition meets the requirements of this policy. All acquisitions on behalf of third parties 
require a written agreement between the private party and the Town prior to any contact with 
private property owners. All contracts for consultants engaged in the acquisition project shall 
be hired and managed by the Town regardless of who will be responsible for payment of 
consulting services. 


 
1. The Town Engineer may require the private party to pay to the Town 115% of the 


costs estimated for the acquisition prior to commencing the process. 
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Section 4.  Property Acquisition Process 
 
A. Preliminary Planning: 
 


1. Full acquisition of Property 
a. Obtain project site plan; identify land needs and any off-site interests in 


property, including right of way or easements required. 
b. Identify requirements for appraisal, legal descriptions, title work, ALTA, 


environmental clearances and appropriation and budget authority. 
 


2. Easements and other lesser interests in property. 
a. 30% plans will identify easements and lesser interests in property to be 


acquired. Manager will develop requirements for appraisals (legal description, 
title, account number, etc.). 


b. 30% plans for will identify costs of property interests to be acquired. 
 


3. The Manager will hire, direct and control all consultants needed to assist Town 
staff in the acquisition. Consultants include, but are not limited to appraisers, 
engineers, title companies, environmental consultants and surveyors. 


 
B. Third Party Funding of Property Acquisitions. 
 


1. Before the Town agrees to enter into an agreement with a third party to acquire 
any land, right of way or easements, the requirements defining the Town public 
purpose must be identified and approved per above. 


 
2. In the event a third party is funding the acquisition of real property by the Town, 


there shall be a written agreement between the Town and the third party 
governing the requirements of such funding and must be acceptable to the Chief 
Financial Officer, Town Attorney and the Town Engineer. Depending on the 
scope of the project and time involved the Town may include compensation for 
staff time to acquire the needed property. 


 
C. Negotiation Process. 
 


1. Property Manager orders Appraisals, the Town Engineering Department and 
Town Attorney's Office have established a list of qualified firms that will be used. 


 
2. Manager orders title report. The Town Engineering Department and Town 


Attorney's Office have established a list of qualified firms that will be used. 
 


3. Property Owners are contacted by Property Manager and/or Project Manager to 
discuss upcoming project and need for acquisition of land. 


 
4. Manager and Project Manager reviews appraisals to ensure land acquisition costs 


are within budget and appropriation authority. 
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5. Negotiations are commenced with owner of real property. 


a. Offers to purchase will be made in writing by the Town. The Town Attorney's 
Office and Town Manager will direct the offer and negotiation process. 


b. The offer to purchase will include a copy of the appraisal upon which the offer 
is based. 


 
D. Acceptance and Closing the purchase of Real Property. 
 


1. Pursuant to Section 2-132 of the Florence Town Code all deeds, contracts and 
conveyances, including those pertaining to real property are to be drafted or 
approved by the Town Attorney. It is the policy of the Town that preparation of 
and approval of documents pertaining to the acquisition of the real property shall 
be in conformance with these provisions of the code. 


 
2. If the offer is accepted, request the execution of the standard Town of Florence 


purchase agreement as approved by the Town Attorney's Office. Escrow should 
be opened with an approved Title Insurance Company and such other addendums 
executed as requested by the Title Insurance Company. 


 
3. In accordance with A.R.S. 9-240, the Town Council must approve the acquisition 


of Property. The Property Manager or Town Attorney's Office shall prepare the 
submission to Council seeking authorization for the purchase and execution of 
documents. If the authority to exercise eminent domain is requested, the 
submission should specifically identify the request. 


 
a. For right of way, easements, temporary construction easements and 


dedications for projects that have been previously approved by the Town 
Council as part of a capital improvements plan or a subdivision, the initial 
approval by the Town Council shall be sufficient to meet the requirements of 
this policy. 


 
4. A phase 1 environmental assessment and an ALTA survey will be ordered at this 


time if the property is acquired for use as a building site, park or recreation area. 
Soil assessments and feasibility studies, as necessary will be ordered. 


 
5. Provide to Title Company requested conveyance documents, settlement 


statements will be sent to the Manager to request funds for the closing. 
 


6. Once Escrow has closed, original documents will be forwarded to the Town 
Clerk. Copies shall be provided to property and project manager who will be 
responsible to incorporate the information into the Town Property Database. 
Property Manager will provide Engineering Technicians with information to 
update GIS and other maps for parks, utilities, etc. 
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Section 5. Eminent Domain. 
 
A. Authority 
 
The power of eminent domain is granted to the Town pursuant to Article II, Section 17 of the 
Arizona Constitution. This power is subject to the following limitations. 
 


1. Eminent Domain may only be used by the Town to acquire property for a public 
purpose. The ultimate determination of the public purpose is a judicial question, 
not a legislative one. Public purpose has been defined by the Arizona Courts as 
the need for the Town to acquire property for the good of the public and that such 
need warrants that the Town as a whole incurs the cost for acquisition of the 
property. 


 
2. Eminent Domain authority must be exercised by the Town in a manner consistent 


with applicable statutes enacted by the legislature. 
 
B. Principles 
 


1. To provide for the proper use of the power of eminent domain (forced acquisition 
of property by the Town) in a manner to serve the public health and safety, while 
respecting private property rights guaranteed by the Arizona and United States 
Constitutions. 


 
2. This policy is to identify a process that the Town will use in making the decision 


to exercise the power of eminent domain. While each property acquisition stands 
on its own merits, the use of a consistent process to analyze the need for such 
acquisition and the use of the power of eminent domain will ensure that the public 
interest will be better identified and private property rights respected in the 
acquisition process. 


 
3. The Town will not delegate its responsibility to acquire interests in property and if 


necessary exercise eminent domain for a public purpose to third party property 
owners. 


 
4. Projects that may require the Town to exercise the power of eminent domain 


against parties other than the applicant shall clearly identify the parcels that may 
need to be acquired and the public purpose for the Town to acquire such a parcel 
as part of any land use application. 


 
C. Pre-litigation Process. 
 


1. The Eminent Domain process is commenced by a determination of Town that a 
project meets the public purpose requirements for acquisition and negotiations by 
the Property Manager have not been successful. 
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2. The Planning Department of the Town of Florence as the Planning Agency, shall 
review each project for which eminent domain may be exercised in accordance 
with A.R.S. 9-461.07.c for conformity with the Town's General Plan, unless the 
Town otherwise provides by Ordinance. 


 
3. Specific state laws govern the exercise of eminent domain in areas designated as 


slum and blighted or previously designated as redevelopment areas. The Town 
will comply with those statutes. 


 
4. Not less than ten (10) days prior to requesting the exercise of the power of 


eminent domain by the Town Council, either separately or part of an authorization 
to acquire, the Town will make a final pre-litigation offer to acquire the property 
based on a determination of market value. The determination may be based on an 
appraisal of the subject or adjacent property or the Assessor's determination of 
full cash value with adjustments. If the Town has the appraisal completed, a copy 
shall be provided to the property owner. The owners and other parties with 
interest in the real property ("Owners") shall be given a specific date to respond 
and notice that if agreement can not be reached the Town will consider the 
exercise of the power of eminent domain to acquire the property. The Town's 
offer letter will designate a single individual in the Engineering Department or 
Town Attorney's Office to serve as a contact person for the owners concerning the 
offer. The offer letter shall address the Town's need to acquire the property and 
the deadline for any counter offers from the owners to the Town. 


 
5. Council communications requesting the acquisition of real property and the 


exercise of the power of eminent domain shall be submitted through the Office of 
the Town Attorney in accordance with adopted policy. Prior to the meeting in 
which the communication will be discussed, the owner of the property as 
determined on the assessor's records or pursuant to Town information, shall be 
notified in writing of the proposed agenda item concerning the property. 


 
D. Third Party Development Projects. 
 


1. Third party projects that may require the Town to exercise the power of eminent 
domain should identify the parcels that may need to be acquired and the public 
purpose for the Town to acquire such a parcel as part of any land use application, 
in no event later than the Site or Subdivision planning process. The parcels 
descriptions must be identified and prepared. 


 
2. There shall be a written agreement between the Town and the third party 


governing the requirements of the use of eminent domain and must be acceptable 
to the Chief Financial Officer, Town Attorney and the Town Engineer. Depending 
on the scope of the project and time involved the Town may include 
compensation for all direct and indirect costs arising out of the use of eminent 
domain. All costs, attorneys fees incurred by the Town or awarded against the 
Town shall be the responsibility of the third party. 
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3. If a third party is to reimburse the Town for the cost of acquisition of the real 


property, the Town Engineer shall establish the initial cost for the acquisition and 
bill the third party for the cost. The third party shall deposit the amount 
determined by the Town Engineer in full upon filing of an action in condemnation 
or execution of a purchase agreement by the Town. 


 
E. Pre-filing process 
 


1. After the initial determination of the existence of a public purpose that requires 
acquisition of real property, the Town shall determine whether a need exists to 
seek immediate possession of the property pursuant to State law if an eminent 
domain action is filed. The Chief Financial Officer or his designee, the Property 
Manager and Attorney's Office shall assist the project manager in establishing a 
budget for the project, including but not limited to any costs for immediate 
possession of the property. The Property Manager shall confirm both items, prior 
to proceeding with the acquisition. 


 
2. The Town Attorney pursuant to A.R.S. § 12-1116 shall prepare at least twenty 


days before filing an action for condemnation of property or any interest in 
property and shall deliver to the property owner of record and the sole lessee of 
record, if applicable, according to the records of the county recorder in the county 
in which the property is located: 


 
a. A written offer to purchase the property or interest in the property and to pay 


just compensation for the property or interest in the property and for any 
compensable damages to any remaining property. The offer must constitute 
the plaintiffs’ estimate of just compensation. 


b. One or more appraisals that support the amount of the proposed 
compensation. 


 
3. The Town must pay just compensation to the property owner as defined by the 


Arizona Supreme Court. 
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Town of Florence 


 
 


ADA TRANSPORTATION POLICIES 
 
It is the policy of  the Town of Florence to abide by all provisions of the Americans With 
Disabilities Act (ADA) of 1990, as amended, including but not limited to those stated 
below, in all of its activities, operations and relationships with—and accommodations 
of—employees, client-customers and the general public.   
  
The Americans with Disabilities Act of 1990 (ADA) requires that persons with 
disabilities receive the same level of service from a transportation system as non-disabled 
persons. Services that are “separate but equal” are not acceptable (i.e. all individuals 
using wheel chairs on one bus and everyone else on another bus). 
  
All Section 5310 recipients must keep federally funded equipment and facilities in good 
operating condition.  Recipients must have policies and procedures to maintain vehicles.  
Recipients must maintain, in operative condition, those features of facilities, vehicles, and 
other capital equipment that are required to make them accessible. ADA accessibility 
features must be repaired promptly if they are damaged or out of order.  Recipients must 
establish a system of regular and frequent maintenance checks of lifts sufficient to 
determine if they are operative. 
 
Specific transportation provisions of the Americans with Disabilities Act (ADA), as 
amended, include but are not limited to the following requirements:  
 
Lift vehicle availability – As required by the Americans with Disabilities Act (ADA), the 
Town of Florence has a sufficient number of wheelchair accessible vehicles in our fleet to 
ensure that persons needing a wheelchair have equivalent access to our transportation 
services as ambulatory persons.  
 
Maintenance of accessible features on vehicles – As required by the Americans with 
Disabilities Act (ADA), the accessible features on our vehicles are maintained to a high 
level, so that persons needing these features receive equivalent service to persons not 
needing those features. 
 
Adequate time for vehicle boarding and disembarking - As required by the Americans 
with Disabilities Act (ADA), the Town of Florence provides adequate time for boarding 
and disembarking our vehicles for persons with disabilities. 
 
 
 
 
 
 
 
 







 
 
Use of portable oxygen/respirator equipment - As required by the Americans with 
Disabilities Act (ADA), persons using our transportation service may bring respirator, 
portable oxygen, and/or other life support equipment on board our vehicles, as long as 
they do no violate the law or rules relating to the transportation of hazardous materials. 
All equipment must be small enough to fit into our vans safely and without obstructing 
the aisle and/or block emergency exits.   
 
Service animals – As required by the Americans with Disabilities Act (ADA), any guide 
dog, signal dog, or other animal individually trained to work or perform tasks for the 
benefit of an individual with a disability, including but not limited to, guiding individuals 
with impaired vision or alerting individuals with impaired hearing, are accepted on our 
vehicles.  
 
Training in wheelchair securement, sensitivity to passengers – As required by the 
Americans with Disabilities Act (ADA), the Town of Florence drivers are trained to 
proficiency in the use of wheelchair equipment on board our vehicles and in passenger 
sensitivity.  


Authority: 


This Policy is used under the administrative authority granted to the Town Manager 
under the provisions of Section 31.071 of the Florence Town Code. 


November 10, 2008 Issued by: 


Himanshu Patel 
Town Manager 
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FOREWORD 
 
 
The concept of risk management can be difficult to grasp, particularly in the public 
sector.  After all, how do you measure and quantify things that don’t actually happen 
(prevention being the key to successful risk management)?  Nevertheless, safety and 
risk management demand our attention and every employee of the Town of Florence 
has the responsibility to practice good risk management every second of every minute 
of every single workday.  As managers and supervisors, we are also responsible for 
providing our employees a safe and healthful workplace.  This Risk Management 
Manual is a tool that has been developed for your use in meeting these responsibilities.  
Please remember that losses to the Town can take the form of more than just hard 
dollars and cents.  Other outcomes from losses can include lost productivity, 
inconvenience, pain and suffering, harm to the public image of the Town, etc. 
 
Like any other policy, it is impossible to cover every issue or question that may arise in 
the area of safety and risk management.  Contact the Town Clerk, Town Attorney or 
Human Resource Director with any questions that may come up from time to time not 
covered here, or for any interpretation of the provisions of this Manual.  Remember, our 
primary focus should be preventing losses rather than straining to recover from them. 
 
With everyone's help, our risk management program will yield significant benefits for us, 
our employees and our citizens. 
 


 
 
Charles Montoya 
Town Manager 
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I - LOSS CONTROL POLICY STATEMENT 


 
The safety of individuals and the protection of property are of great importance to the 
Town of Florence and the combined responsibility of all Town employees.  The Town 
recognizes the importance of this responsibility and will strive to provide a safe, 
healthful work environment and will maintain a safety and loss prevention program. 
 
Accidents and related losses can have a significant impact on the resources of the 
Town.  Work-related illnesses and injuries sustained by our employees cause pain, 
suffering and economic hardship, and ultimately impact the quality and quantity of 
services we are able to deliver to our citizens.  Damage and destruction of Town 
property may result in substantial repair and replacement costs, interruption of services 
and wasted resources.  Errors in performance by our employees may result in public 
injury and damage to citizen's property which ultimately ends up costing the Town 
money.  Finally, noncompliance with laws and regulations may result in negative 
publicity and financial penalties. 
 
We believe (and studies show) many accidents and losses are preventable.  It is 
therefore our responsibility to our employees and to our citizens to establish and 
maintain the necessary programs and policies that will help prevent or minimize these 
accidents and losses.  To accomplish this, we must be continually looking for ways to 
promote safety and loss control in our operations and we must always make "risk 
management" a priority.  Employees in the field are often more aware of the day-to-day 
safety hazards.  Therefore, they are encouraged to bring these hazards to the attention 
of their supervisors. 
 
This manual does not include all federal, state and local laws and regulations with which 
we may be required to comply.  The appropriate OSHA, EPA, Fire Code and other 
standards should be referenced for specific regulatory requirements.  The Town Clerk 
(as Risk Manager), Town Attorney and Human Resource Director are available to assist 
in identifying and interpreting applicable laws and regulations upon request. 
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II - FUNCTIONAL RESPONSIBILITIES 
 
A.  Employees - All employees of the Town of Florence are responsible for: 
 
    1. Compliance with safety practices and policies as established by this document or 


other directive, the supervisor or department director. 
    2.   Acting with care and consideration for him/herself and others. 
    3.   Immediately reporting all job-related accidents, incidents, injuries and illnesses to 


appropriate supervisory personnel. 
    4.   Immediately reporting all accidents or incidents involving vehicles or equipment 


to appropriate supervisory personnel. 
    5.  Being alert to needed improvements in safe working conditions and equipment 


and to suggest improvements. 
    6.   Wearing and carefully maintaining appropriate personal protective equipment 


and other safety equipment. 
    7.   Obeying all traffic laws and operating vehicles and equipment safely. 
    8.   Visually checking all mobile equipment prior to use and to report when service is 


required. 
 
B.  Supervisory Employees - All supervisory employees shall be responsible for: 
 
    1.   Instructing each employee in the safe and proper manner of performing each job. 
    2.   Continuously emphasizing safe work practices and equipment for employees 


through regular and repeated training, and by example. 
    3.   Ensuring that the needed safety equipment and personal protective devices are 


provided for each job and maintained in usable condition. 
    4.   Ensuring that all equipment is in safe operating condition. 
    5.   Taking prompt, corrective action on unsafe working conditions and work 


practices. 
    6.  Investigating, finding the cause of and reporting thoroughly on each accident, 


injury or illness for reporting purposes and in order to prevent future similar 
occurrences. 


    7.   Maintaining accurate and current records as required. 
    8.   Holding subordinates accountable for supporting employee safety through 


performance evaluations and other appropriate means. 
    9.   Being alert to needed improvements in safe working conditions and equipment 


and suggesting improvements. 
 
C.  Safety Coordinator - The Town Safety Coordinator shall be responsible for: 
 
    1.   Promoting active participation by department heads, supervisors and employees 


in the maintenance of an effective safety program. 
    2.   The inspection of facilities and work sites to ensure that the work place           
 environment conforms to generally accepted safety standards. 
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    3.   Monitoring specifications for new structures, equipment and processes to ensure            
 compliance with existing safety codes, laws and requirements. 
    4.  Coordinating all aspects of the Town's safety program. 
    5.  Providing periodic reports on the number of accidents, safety improvements and 


other loss control issues. 
 
D.  Management - The Town's highest level of management shall: 
 


1. Provide an adequate budget for risk management activities. 
2. Provide positive recognition of loss control accomplishments and individual 


employees that have made suggestions resulting in a safer working environment. 
3. Demonstrate a consistent interest and leadership role in loss control. 
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III - ON-THE-JOB INJURIES 
 
A.  Definition - An industrial injury is a personal injury by accident arising out of and in 
the course of, employment and includes any injury caused by the willful act of a third 
person directed against an employee because of his /her employment.  This includes 
accidents which occur within the Town limits as well as accidents outside the Town 
limits when the employee is serving in his or her official capacity (for example, an 
employee traveling to another city for a meeting and who was injured in an auto 
accident). This category of injury also includes any sickness resulting from exposures to 
harmful substances on the job.   
 
B.  Reporting Employee Injuries - All employee injuries shall be reported to the 
employee's immediate supervisor as soon as possible, regardless of the severity of the 
injury.  An employee’s failure to report a job-related injury is grounds for disciplinary 
action.  For all injuries (including superficial injuries not requiring treatment by a medical 
professional), the supervisor shall complete the Supervisor’s Report of Injury form, and 
forward to Human Resources.  The form shall be completed as soon as possible after 
the injury.  For injuries requiring treatment by a medical professional, the appropriate 
copy is given to the employee to be taken to the treating physician or facility and is 
presented as authorization for treatment.  The original is forwarded to Human 
Resources.  Human Resources is responsible for completing the appropriate reporting 
forms to the workers’ compensation insurance carrier and to the Industrial Commission 
of the State of Arizona.   
 
C.  Injuries Not Requiring Physician's Care - Superficial injuries, such as minor cuts, 
bruises, small punctures, scratches, etc., shall be treated in the field or office when an 
employee qualified to administer First Aid is present and a First Aid kit is available.  
Such injuries shall be noted by the supervisor on a calendar or in a diary for future 
reference.  Incidents of employees being exposed to the bodily fluids of others are 
detailed in the Bloodborne Pathogen Exposure Control Program. 
 
D.  Injuries Not Constituting An Emergency But Requiring Physician's Care - The Town 
of Florence directs first-visit care for industrial injuries or illnesses.  Injuries not requiring 
immediate emergency medical treatment (as above) but requiring physician care should 
generally be treated at the FastMed Urgent Care facility in Florence.  This is due to the 
clinic’s ability to deal effectively and in a specialized way with occupational injuries.  
Injuries occurring at night or on weekends or holidays (when the FastMed facility is not 
open) will generally be treated in a hospital emergency room setting or in another urgent 
care facility. 
 
E.  Emergency Medical Treatment - Serious injuries requiring immediate emergency 
medical treatment such as profuse bleeding, broken bones, unconsciousness, shock, 
etc., shall warrant emergency medical treatment.  The injured person shall be 
transported to the nearest hospital for evaluation and treatment.  For all serious 
emergencies, call a Fire Department rescue truck and/or ambulance.  Administer First 
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Aid as necessary until help arrives.  Injuries in this emergency category shall be 
reported to the Human Resource Department as soon as possible after the emergency 
is under control. 
 
F.  Return to Duty and Alternate/Modified Duty Status - All employees sustaining on-the-
job illness or injury shall return to duty as soon as approved to do so by the attending 
physician.  An appropriate release form shall be provided by the employee to the 
supervisor and then forwarded to Human Resources.  When appropriate, the attending 
physician shall be provided a copy of the employee's position description to ensure the 
physician understands the nature of the employee's work so return to work evaluation 
can be made with all necessary information concerning the essential functions of the 
employee’s position.  While the Town has no responsibility by law or policy to 
accommodate alternate/modified duty requirements, the Town will accommodate 
employees returned to alternate/modified-duty status whenever possible.  Efforts will be 
made to provide work within the medical limits prescribed by the attending physician, 
either in the employee's department or another department during the duration of 
alternate/modified-duty status.  It is recognized the Town may not be able to 
accommodate every request for alternate/modified-duty status.  All requests for 
alternate/modified-duty status will be reviewed on a case-by-case basis.  Department 
heads should consult with the Town Risk Manager, Town Attorney or Human Resource 
Director if questions arise about alternate/modified-duty status.  It is the employee’s 
responsibility to maintain contact with his/her supervisor while off-duty and to provide 
updates on the prognosis for potential return to duty.  Likewise, when an employee is in 
alternate/modified-duty status, the employee and his/her supervisor should conduct 
periodic assessments of the employee’s rehabilitation progress aimed to returning the 
employee to regular duties as soon as it is medically safe to do so. 
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IV - REPORTING/INVESTIGATING PROPERTY DAMAGE CLAIMS 
 
A.  Vehicular Accidents - When a Town employee is involved in an accident in a Town 
vehicle, he/she shall call the police to the scene for investigation and report.  All 
accidents involving Town vehicles or equipment must be reported to the employee's 
immediate supervisor as soon as is practical.  The supervisor will in turn report the 
accident to the division or department head as soon as is practical.  The division or 
department head will report the accident to the Town Clerk on the appropriate reporting 
form as soon as possible after the accident.  All accidents involving injury or a fatality 
must be reported to the Town Clerk and Human Resources as soon as is practical.  
Prompt attention to such an accident by the Town or the Town's insurance 
representative can yield significant benefits.  Non-injury vehicular accidents involving 
Town vehicles other than Police Department vehicles are generally investigated by the 
Town Police Department.  All injury accidents involving Town vehicles and all accidents 
involving Police Department vehicles will be typically investigated by an outside police 
agency, such as the Department of Public Safety or the Pinal County Sheriff's Office.  A 
State Motor Vehicular Accident Report must be completed by the supervisor where 
appropriate.  The department head shall review the results of an accident investigation 
involving a Town vehicle or equipment to determine if any personnel action is 
appropriate (in consultation with the Town Clerk and Human  
Resource Director if necessary). 
 
IMPORTANT NOTE:  Under no circumstances is an employee or a supervisor to imply 
or admit guilt in a vehicular accident.  Recognize that circumstances might be present 
which contributed to the cause of the accident that are not known by the employee 
immediately after the accident.  Never admit guilt at the scene, no matter how strong the 
urge to do so. 
 
B.  Other Property Damage & Liability Claims - Claims involving property damage and 
other liability claims made by citizens shall be reported to the Town Clerk on the 
appropriate Town form.  For relatively minor property damage claims (damage to a 
fence in an alley by a Town crew, etc.) the supervisor or department should make an 
effort to investigate the facts of the incident and include that information on the report.  
Property damage claims involving large dollar amounts and other liability claims shall be 
reported in the same fashion but will generally be investigated by an insurance adjuster 
assigned by the Town's insurance carrier.  Claims and/or contacts about incidents which 
may result in a claim from citizens should be referred to the Town Clerk. 
 
Most payments made for property damage claims shall be made to the provider of 
service (fence company to repair a fence, glass company for a windshield, etc.).  
Claimants shall be required to sign a general release form when receiving payment for a 
property damage incident.  Property damage losses to Town property due to fire, 
vandalism, weather, etc., or theft losses shall be reported on the appropriate reporting 
form to the Town Clerk.  Where appropriate, the Town police or fire departments shall 
be notified. 
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V - LOSS CONTROL - GENERAL 
 
A.  Policy - The purpose of the safety and loss control efforts of the Town of Florence is 
to reduce the frequency, severity, and cost of occupational injuries, illnesses, and 
damage and loss to property and equipment as well as to minimize exposure to liability.  
The focus of the program will always be prevention; the correct response to an accident, 
injury or incident which has already taken place is secondary, though of importance. 
 
B.  Objectives - The main objectives of the safety and loss prevention program are: 
 
    1.   Establishment and fostering of a positive attitude toward the prevention of 


accidents by all employees of the Town of Florence. 
    2.  Recognition and correction of any unsafe working conditions, operating 


procedures and practices, so that the general public and employees are 
protected from harm. 


    3.   Creating and nurturing an atmosphere of caring concern by supervisors and 
department directors towards safety and loss control issues relating to 
employees and the general public. 


    4.   Compliance with the provisions of Federal, state and local safety laws, 
regulations, rules and policies 


. 
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VI - INDUSTRIAL INJURY AND ILLNESS CONTROL 
 
A.  Policy - Providing safe and healthful working conditions for employees is a major 
responsibility of the Town and every Town supervisor.  Unsafe acts or conditions can 
cause accidents and both of these are under the supervisor's influence and control.  
Unsafe working conditions can be minimized by identifying hazards, correcting unsafe 
work practices and using proper equipment.  Management selects qualified personnel, 
trains them to work in a safe manner and provides supervision to ensure compliance.  In 
each of these areas, the supervisor is to maintain positive control of unsafe acts by 
employees.  If an accident occurs, the most important factor in accident investigation is 
to determine how to prevent a recurrence of the accident. 
 
Supervisors are to set the example of a positive attitude towards safety.  In 
addition to the policies set forth in this Risk Management Manual, all provisions of 
appropriate Occupational Safety and Health Regulations are to be followed in addition 
to particular departmental safety rules.   
 
B.  Personal Conduct - All employees shall conduct themselves in a manner which 
assures maximum safety to all persons affected by their actions.  Employees engaging 
in practical jokes, scuffling, horseplay or misuse of Town equipment are putting 
themselves and others at risk; this type of conduct is not appropriate to the workplace.  
The use of intoxicating beverages or substances during working hours is prohibited, as 
is being under the influence of any drug or alcohol which would impair an employee in 
the performance of assigned duties.  Employees shall strictly observe any designated 
"No Smoking" areas on Town property.  Personal work clothing shall be suitable for the 
individual job and be of the type offering maximum protection from accidental injury. 
 
C. Protective Equipment - Prescribed protective equipment shall be used at all times in 
work areas as designated by safety procedures.  Employees shall be fully accountable 
for use and care of all protective equipment and supervisors shall monitor employees to 
ensure proper use of such equipment.  Enforcement can be made easier by educating 
employees on the reasons for using or wearing the protective equipment or clothing and 
the possible injuries that can result when the need is ignored.  Approved hard hats shall 
be worn when the employee is exposed to hazards from falling objects or head bumping 
situations or electrical conductors.  Approved safety shoes shall be worn in those jobs 
requiring safety shoes.  Goggles, face shields or safety glasses shall be worn when 
employees are exposed to possible flying particles or possible splashing from 
chemicals.  Approved respirators, gas masks, airline respirators, hose masks or self-
contained breathing apparatus shall be used when employees are exposed to dust, 
fumes, vapors, gases or other toxic or abnormal atmospheric conditions.  Reflective 
vests are to be used by workers around traffic lanes to increase visibility.  Protective 
clothing such as gloves, sleeves, aprons, leggings and full suits shall be worn as 
appropriate to protect against wound, abrasions, bumps, slag, heat or melted metals. 
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D.  Safety Training - No supervisor shall assume that a newly-hired, newly-assigned or 
reassigned employee knows all the safe job procedures; he or she must be trained.  
The four-point method of job instruction has been found to be best for safety training:  
Preparation, Presentation, Performance and Follow-Up.  In the preparation phase, put 
the employee at ease, find out what the employee already knows, get the employee 
interested in learning the job and place the employee in the correct position to work.  In 
the presentation phase, tell, show and illustrate one important step at a time, stressing 
each key point, and instructing clearly, completely and patiently, but cover no more than 
the employee can master at any given time.  During the performance phase, have the 
employee do the job and coach the employee during the work, have the employee 
explain each key point to you as he or she does the job again, make sure the employee 
understands and continue until you know that the employee knows.  Finally in the 
follow-up phase, put the employee on his or her own, designate a contact person to 
answer any questions or give assistance, check with the employee periodically and 
encourage questions, and taper off extra coaching and close follow-up. 
 
E.  First Aid Training - All supervisors responsible for hazardous operations and other 
selected employees shall be trained in First Aid.  Supervisors should make First Aid 
training opportunities available to employees as appropriate.  Many industrial injuries 
can be effectively treated in the field, thereby eliminating the need to visit a doctor for 
each minor injury.  Adequate First Aid materials shall be available to a person trained in 
First Aid and shall be maintained with all appropriate supplies and equipment. 
 
F.  Physical Condition of Employees - It is important that the health of employees be 
made a matter of concern by each supervisor.  Should a supervisor have reason to 
question an employee's ability to perform the essential functions of his/her position due 
to physical reasons, consultation with the department director and Human Resources 
should be requested.  A physical examination and/or medical evaluation may be 
requested and mandated to an employee should questions of the employee fitness for 
duty arise. 
 
G.  Handling of Materials - All employees are responsible to know and practice the 
proper lifting techniques presented in safety training.  Before an object is lifted, it shall 
be inspected for grease or slippery substances to ensure that the object will not slip 
from a grip.  Long objects shall not be carried without assuring that the way is clear and 
vision is unobstructed to ensure that other persons or objects will not be struck by the 
load.  All oils, chemicals or other hazardous substances shall be handled in a manner 
consistent with manufacturer's instructions. 
 
H.  Procurement of Tools, Equipment and Vehicles - Detailed specifications for the 
design, purchase and use of new tools, equipment and vehicles shall be written to 
emphasize safety considerations.  All machines and equipment shall be in conformance 
with the standards specified in state, Federal or industry guidelines. 
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VII - MOTOR VEHICLE ACCIDENT LOSS CONTROL 
 
A.  General Policy - Many Town services are delivered to the public through or with the 
use of motorized equipment and/or vehicles.  Equipment breakdown and damage, as 
well as operator injury can be minimized by policies encouraging safe equipment and 
vehicle operation.  Supervisors have the responsibility of monitoring vehicle and 
equipment operation by employees, to emphasize safe operating techniques and 
practices and to enforce rules and regulations regarding vehicle operation.  Employees 
shall not only have appropriate licensing and a good driving record, but shall also be 
physically fit to drive (including adequate vision). 
 
B.  Licensing - No employee is to operate a Town vehicle or piece of equipment unless 
licensed to do so with a valid State of Arizona driver's license.  In jobs where a 
requirement for a valid driver's license or Commercial Driver's License exists, a job offer 
made to a new employee is contingent upon providing proof of such license and having 
an acceptable driving record.  All new employees will undergo a driving record check 
with the State of Arizona.  In addition, all employees will have driving records checked 
annually on or about their birth month.  This program is aimed at continually monitoring 
those individuals who might drive Town vehicles.  In circumstances where an 
employee's driving record does not continue to meet minimum standards, the 
supervisor, department director and the Human Resources Director will confer to 
determine appropriate action. 
 
Any town employee who receives notice that their driver’s license has been suspended 
or revoked, or who has received a citation for Driving While Under the Influence, 
Extreme Driving While Under the Influence, Driving Under the Influence of Drugs, or 
other citation of a similar nature shall report this to his/her department director or 
designee, no later than the beginning of the first workday following receipt of such 
notice or citation.  Failure to do so may result in disciplinary action up to and including 
termination.  The employee shall also continue to update his/her supervisor on the 
status of legal proceedings related to the notice or citation through the final 
outcome/adjudication. 
 
The Town is under no obligation, legal or otherwise, to make work accommodations for 
employees without valid driver’s licenses who are required to drive for the Town on a 
regular, intermittent or occasional basis to conduct Town business.  The department 
director will review each situation on a case-by-case basis with the best interests of the 
Town and the needs of the work unit in mind.  If, at the sole discretion of the department 
director, an alternate position is available, an employee who properly reports may be 
reassigned to a non-driving position.  The employee may be given up to ninety days to 
reacquire their license with or without restrictions.  If, at the sole discretion of the 
department director, no alternate position is available, the employee may be 
recommended for limited leave without pay or termination.  A Driving Under the 
Influence of Drugs conviction involving illegal drugs will result in termination. 
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C.  Vehicle/Equipment Operation Qualifications - No employee shall be allowed to 
operate a specialized vehicle or piece of equipment until the employee has 
demonstrated competence in the operation of that vehicle or equipment.  Supervisors 
should maintain written check-out records of employees operating such vehicles and 
equipment.  Where available and appropriate, formal, documented training shall be 
provided to employees (ie. emergency vehicle driver's training class provided to police 
personnel).  A list of all employees attending such training shall be maintained by the 
department involved.  Selection of employees who will be required to drive Town 
vehicles or equipment shall be done with care.  The lives of people are potentially at 
risk, and the professional image of Town employees is under public evaluation every 
time a Town vehicle is operated.  It is of paramount importance that only employees 
who have a positive and appropriate attitude toward their driving responsibilities be 
assigned to driving tasks. 
 
D.  Seat Belts - It shall be the policy of the Town to require all employees operating or 
riding in a Town-owned vehicle to wear seat belts if the vehicle is so equipped.  
Exceptions to this rule include situations  (a) when the vehicle/equipment is being used 
in a stop-and-go mode which requires the operator or passenger(s) to frequently enter 
and exit the vehicle within a short distance of travel, (b) when the driver or passenger is 
performing a function where wearing special equipment would prohibit the safe use of 
such equipment, (c) when it becomes necessary due to an emergency to carry more 
passengers than the vehicle has safety belts, or (d) when a specific operation has been 
excluded from the requirement with the approval of the Town Clerk. 
 
E.  Driver Training - The Town may develop and implement a driver training program for 
Town employees who have driving responsibilities which will emphasize defensive 
driving techniques.   
 
F. Other Operational Rules - Speed limits on public roads and highways shall be strictly 
observed by all drivers of Town vehicles (subject to public safety department 
procedures).  Speeds in parking lots, maintenance yards or in close proximity to 
persons or equipment shall be appropriate to the circumstances.  The driver of a 
vehicle/equipment shall be responsible for assuring that all passengers are seated and 
properly secured before moving the vehicle.  Under no circumstances will employees 
ride in or on any portion of a vehicle/equipment not designed for passengers.  All drivers 
of Town vehicles/equipment shall comply with all laws governing the safe and legal 
operation of vehicles/equipment.  All employees operating Town vehicles/equipment 
shall be responsible for assuring that the vehicle/equipment is operable before use.  
Vehicle safety checks must be performed; any damage or inoperable systems must be 
reported to the equipment maintenance center.  The Town maintains and enforces a “no 
smoking” policy in all Town vehicles. 
 
G. Distractions – All drivers are expected to manage their environments so as to 
minimize distractions that could impact their ability to safely and appropriately operate 
the vehicle. 
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H. Post-Accident Drug Testing:  All Town of Florence employees operating Town 
vehicle or equipment are subject to post-accident drug testing, based on the severity of 
the accident, the estimated dollar cost to repair damage, or reasonable suspicion, as 
documented on the Town of Florence Post-Accident Drug and/or Alcohol Testing Decision 
Form.  Employees who are required to possess and maintain a CDL are further covered 
under the provisions of the CDL drug/alcohol testing policy and procedures. 


 
I. Disciplinary Action – Employees found to be in violation of any of the provisions of 
this article may be subject to disciplinary action up to and including termination for the 
infraction and/or the underlying conduct.  Nothing in this article shall serve to limit the 
Town’s discretion in the application of disciplinary action.   
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VIII - PROPERTY DAMAGE/TOWN LIABILITY LOSS CONTROL 
 
A.  General - Liability claims against the Town resulting either directly because of some 
action by a Town employee or indirectly because of an unsafe condition of Town 
facilities constitute a significant concern and a potential financial impact.  While some 
liability potential is beyond control, a high percentage can be kept within reasonable 
limits when efforts are directed toward eliminating the causes.  It is the responsibility of 
every employee of the Town of Florence to include such efforts as an integral part of 
everyday duties.  In addition, when an employee is involved in an accident involving 
injury to another person or damage to their property, the employee should exercise 
extreme caution in making open statements or commitments.  Statements made at the 
scene of an accident in an unguarded moment can be used by the other party in court 
action. 
 
B.  Field Facility Inspections - Department directors responsible for maintenance of field 
facilities and improvements shall ensue periodic inspections are conducted at a 
frequency determined to be adequate for controlling defects.  Such inspections 
performed by departments in their own respective areas of concern shall include, but 
are not limited to sewer, streets, gutters, sidewalks, sewer lines, hazards on public 
easements, recreation areas, facilities and equipment, alleys, trees and shrubs along 
public streets and sidewalks, drainage ditches and structures, street signs and 
pavement striping, including crosswalks. 
 
C.  Town Building Inspections - Occupants of Town buildings are to make periodic 
inspections to keep hazards at a minimum in work areas and public facilities.  Such 
inspections should include general housekeeping, stairs, carpeting or tiles, cracked 
window glass, office furniture or equipment in need of repair, proper storage of 
materials, adequate lighting and ventilation, exit signs, fire extinguishers and First Aid 
kits, and locks on doors and gates. 
 
D.  Hazard Awareness – Many Town employees are, by the nature of their duties and 
responsibilities, able to be observant of potentially hazardous conditions (pothole in a 
street, street sign down, etc.).  Therefore employee should report such conditions to the 
appropriate Town department in a prompt manner.  If the condition represents an 
immediate hazard, direct communication is to be made with the appropriate department 
director immediately for action. 
 
E.  Street and Excavation Barriers - All barriers, markers and lights shall be maintained 
in good repair, clean and brightly finished to insure high visibility.  Placement of traffic 
cones, warning flags, barriers and lights for street work shall be in accordance with 
published standards.  Town department subcontracting any work or construction on 
Town property or public right-of-way shall ensure that contracts specify the contractor's 
responsibility for strict adherence to all appropriate safety standards. 
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IX - INSURANCE PROTECTION GUIDELINES 
 
A.  Policy - One of the principles of risk management is to transfer risk, once identified, 
through third-party insurance or through knowledgeable risk retention.  Whenever 
advantageous, the Town shall insure risks though insurance coverage from a third-party 
insurer.  The Town must also make certain that protection from loss is secured in 
contracts, leases, use agreements, and the like.  Department directors should consult 
with the Town Attorney and the Town Clerk in areas relating to insurance requirements 
and/or indemnity agreements for leases, contracts, agreements, etc. 
 
B.  Contracts for Services - In most cases, insurance requirements are included in 
contracts for services with the Town (such as janitorial services, turf maintenance, etc.) 
including liability coverage, employee bonding and worker's compensation.  In some 
cases, the Town must be named as an additional insured in these policies.  Contact the 
Town Attorney or Town Clerk for advice in this area.  Contracts involving building or 
construction will also require standard insurance language.  Again, consult the Town 
Attorney or Town Clerk for specifics.  Contracts must typically be approved by the Town 
Council in order to be valid. 
 
C. Insurance Requirements for Use Agreements - Individuals and/or organizations 
requesting the use of Town facilities for meetings, events, etc., shall comply with the 
provisions of the Town’s Facility Use Permit Policy.  Consult the Town Attorney and 
Town Clerk with your specific circumstances for advice. 
 
D.  Insurance Requirements for Employees Using Personal Vehicles for Town Business 
- Employees who drive casually on Town business and receive mileage reimbursement, 
and those who receive a car allowance, must maintain limits of insurance at least equal 
to the state’s minimum requirement for auto liability coverage. 
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X - PRE-EMPLOYMENT PHYSICAL EXAMINATIONS 
 
A.  Policy - The Town may require a pre-employment physical examination of certain 
candidates for Town employment in order to physically qualify candidates prior to 
employment.  All job offers are made to those candidates contingent on the successful 
passage of the pre-employment physical.  Department directors, in consultation with the 
Human Resource Director, may direct additional testing to clarify any health-related 
issues. All appropriate forms involved in the examinations will be completed by the 
physician and forwarded to the Human Resource Department.  This information will be 
reviewed by the department director and/or supervisor involved.  Position classes in 
certain departments are critical in nature so as to require pre-employment drug testing 
(such as uniformed police, fire, etc.)  These requirements will be determined by the 
Human Resource Director. 
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XI - DRUG/ALCOHOL POLICY 
(General) 


 
The Town of Florence recognizes that the use of alcohol and/or drugs inhibits a person 
from performing duties safely and effectively.  The Town’s intention is to maintain a 
safe, healthful, and productive work environment for its employees, and to uphold the 
Town’s reputation in the community.  Accordingly, this policy provision is included to 
provide consistent and relevant guidelines for all employees regarding the use of 
alcohol and drugs, and to comply with the provisions of ARS 23-493.  It is the policy of 
the Town of Florence that no employee shall report to work after having participated in 
the illegal use of drugs or while under the influence of alcohol or drugs, nor possess or 
use such substances while they are on duty. 
 
Pre-Employment Testing:  Employees hired in classifications listed on the “Town of 
Florence Classifications Subject To Pre-Employment Drug Testing” list, will be required 
to undergo a post-offer, pre-employment drug test.  Current employees to be promoted, 
demoted or transferred into classifications included on the list, but who are not currently 
in a classifications included on the list, will be required to undergo a post-offer, pre-
promotion/demotion/transfer drug test.  Any candidate for employment who tests 
positive for controlled substances shall not be hired.  Any current employee who tests 
positive for controlled substances in a pre-promotion/demotion/transfer test shall not be 
promoted/demoted/transferred and will be subject to disciplinary action up to and 
including termination. 
 
Other Testing:  All Town of Florence employees are subject to alcohol and/or drug 
testing.  If a supervisor reasonably believes an employee is at work under the influence 
of alcohol or drugs, the employee may be required to submit to a drug and/or alcohol 
test.  All employees who are required to obtain and maintain a Commercial Driver’s 
License are subject to the testing requirements under Federal regulations (refer to 
Section XVII and XVIII).  For testing not related to the CDL regulations, a 5-panel, non-
NIDA test shall be used (marijuana, cocaine, amphetamines [including 
methamphetamines], opiates, phencyclidine [PCP]).  Testing methods and collection 
procedures shall be generally those prescribed by standard protocol and compliant with 
the requirements of the Federal CDL drug and alcohol testing regulations.  Refusal by 
an employee to submit to a drug and/or alcohol test shall result in termination from 
Town employment as provided in these rules.  An employee testing positive for alcohol 
and/or drugs shall be subject to disciplinary action up to and including termination.  An 
employee testing positive for alcohol and/or drugs shall have the right to request the 
written test results, and shall have the right to request a meeting  with his/her supervisor 
or department director to explain the test results.  All test results shall be treated in 
accordance with reasonable standards of privacy, and shall only be disclosed to the 
Human Resources Director or designee, and other individuals as determined by the 
Human Resources Director or designee, or as provided by law or regulation.  An 
employee taking prescribed drugs or over-the-counter medications that may potentially 
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impair  the safe performance of his/her duties must notify the supervisor who shall 
determine if the employee is able to safely perform his/her duties. 
 
Reasonable cause or suspicion testing is based on, but not limited to, specific 
observations concerning the appearance, behavior, speech, or body odors of the 
employee.  Factors to be considered include, but are not limited to, slurred speech, red 
eyes, dilated pupils, incoherence, unsteadiness on feet, smell of alcohol or marijuana 
emanating from the employee’s body, inability to carry on a rational conversation, 
increased carelessness, erratic behavior, inability to perform the job and/or other 
unexplained behavioral changes.  In making observations, supervisors may take into 
account excessive absenteeism and statements from other employees or members of 
the public. 
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XII - COMPLIANCE PROGRAM-HAZARD COMMUNICATIONS STANDARD 
 
A.  Introduction:  The Hazard Communication Standard (HCS) established by the 
Occupational Safety and Health Administration (OSHA) requires that the hazards of all 
chemicals, produced or imported, be evaluated and that information concerning their 
hazards, if any, be transmitted to employees who may be exposed to those chemicals 
under normal operating conditions or in foreseeable emergencies. We have established 
this Hazard Communications Program to assist the Town of Florence in complying with 
the regulations. 
 
The Hazard Communication Program provides employees with the ability to understand 
the nature of any chemical hazard in the workplace and to take necessary precautionary 
measures.  The purpose of this program is to improve employee protection from 
chemical hazard and thereby reduce illness and injury caused by exposure to 
chemicals. 
 
The Program includes identifying and listing all hazardous chemicals present in the 
workplace, labeling all containers of hazardous chemicals in the workplace, preparation 
and retention of material safety sheets, providing information about hazardous 
chemicals in the workplace and this program and employee training regarding hazards 
of chemicals present in the workplace and appropriate protective measures. 
 
B.  Hazard Communication Program:  The statement of the Town's Hazard 
Communication Program shall be maintained at all locations where hazardous 
chemicals are identified to be present.  The program shall be available for inspection, 
upon request, to all employees and their designated representatives. 
 
C.  Responsibility:  The Town’s safety coordinator shall be responsible for the overall 
coordination of the Town of Florence's Hazard Communication Program.  Individual 
department directors and/or supervisors will be responsible for program implementation 
in their respective departments. 
 
D.  Identification and Listing of Hazardous Chemicals:  Town departments shall take 
and maintain an inventory to identify and list those hazardous chemicals present at 
each Town location.  The list shall be available for inspection to all employees. 
 
E.  Safety Data Sheets (SDS):  Safety data sheets shall be maintained at each Town 
facility which shall include all hazardous chemicals identified to be present at the facility.  
Each safety data sheet shall contain the following information: 
 
     1.  The name and address of the chemical's manufacturer, importer or distributor. 
     2.  Hazardous ingredients/identity of the chemical. 
     3.  Physical/chemical characteristics. 
     4.  Fire and explosion hazard data. 
     5.  Reactivity data. 
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     6.  Health hazard data. 
     7.  Precautions for safe handling and use. 
     8.  Control measures. 
 
Safety data sheets shall be maintained in such a manner as to be readily accessible 
during the work shift to employees when they are in the work area. 
 
F.  Labels and Other Warnings:  Town departments shall take all necessary and 
appropriate measures to ensure that all hazardous chemicals present in the work area 
are labeled, tagged or marked.  Labels and other warnings shall include the identity of 
the hazardous chemical(s) contained therein and appropriate hazard warning(s).  
Labels and other warnings shall be legible and prominently displayed on the container 
or readily available in the workplace throughout the work shift.  No employee shall 
remove or deface existing labels or other warnings unless the container is immediately 
thereafter marked with the required label or other warning.  Portable containers into 
which hazardous chemicals are transferred from labeled containers and which are 
intended only for the immediate use of the employee who performs the transfer do not 
require labeling. 
 
G.  Information:  The Town’s department and division directors, in cooperation with the 
safety coordinator, shall take all necessary and appropriate measures to ensure that all 
employees are informed of hazardous chemicals in their work area at the time of their 
initial assignment to that work area and thereafter whenever a new hazard is introduced 
into the work area.  All employees shall be informed of the requirements of the HCS, 
operations in their work area where hazardous chemicals are known to be present, and 
the location and availability of the Town of Florence Hazard Communications Program, 
including safety data sheets. 
 
H.  Training:  The Town's department/division directors, in cooperation with the safety 
coordinator, shall take all necessary and appropriate measures to ensure that all 
employees are trained in the hazardous chemicals in their work area at the time of their 
initial assignment in the work area and thereafter whenever a new hazard is introduced 
into the work area.  Training shall include a summary of the HCS and the Town of 
Florence Hazard Communication Program, hazardous chemical properties, including 
visual appearance and odor, and methods that can be used to detect the presence or 
release of hazardous chemicals, physical and health hazards associated with potential 
exposure to workplace chemicals, procedures to protect against hazards including 
personal protective equipment, work practices and emergency procedures, hazardous 
chemical spill and leak procedures and location of safety data sheets, how to 
understand their content and how employees may obtain and use appropriate 
information.  The safety coordinator will monitor and assist in the maintenance of 
records of employee training and advise the Town of training needs. 
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I.  Contractor Employers:  The Town of Florence will, upon notification, advise outside 
contractors of any chemical hazards which may be encountered in the normal course of 
their work on Town premises. 
 
J.  Non-routine Tasks:  Management and supervisory personnel anticipating non-routine 
tasks will consult with the safety coordinator before beginning these tasks.  Employees 
assigned to these tasks shall be informed of chemical hazards associated with the 
performance of these tasks and appropriate protective measures. 
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XIII - EMERGENCY PLANNING 
 
The Town of Florence, in cooperation with the State of Arizona and Pinal County, has 
developed a comprehensive Emergency Operations Plan to guide the Town 
organization in the event of an emergency.  That plan should be consulted by Town 
staff to determine the role and responsibility of individual departments and employees in 
emergencies.
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XIV - BLOODBORNE PATHOGEN EXPOSURE CONTROL PROGRAM 
 
In compliance with 1910.1030(c)(1)(I) of Title 29 of the Code of Federal Regulations 
(CFR), this Exposure Control Program is designed to eliminate or minimize employee 
exposure to blood-borne pathogens. Administration of this Program may be delegated 
to one or more designated Fire Department employees due to the fact that they have 
emergency medical certification and a greater exposure than most employees and 
therefore a greater awareness of the Program and its purpose. 
 
EXPOSURE CONTROL PLAN REVIEW 
The Exposure Control Plan shall be reviewed periodically and updated whenever 
necessary to reflect new or modified tasks and procedures which affect occupational 
exposure and to reflect new or revised employee positions with occupational exposure.  
The review and update shall also reflect changes in technology that eliminate or reduce 
exposure to blood-borne pathogens and the implementation of commercially available 
and safer medical devices designed to eliminate or minimize occupational exposure.  
The plan will be evaluated for the effectiveness of the engineering and work practice 
controls currently in place. 
 
The following position classifications within the Town organization have the potential 
exposure to blood borne pathogens: 
      
Job Class 1 (Increased Risk) 


1. All Fire/EMS Personnel 
2. Law enforcement personnel from recruit through sergeant 
3. Police Crime Technician 
4. Police Evidence Technician 
5. Lifeguards 
6. Wastewater Collection/Treatment - maintenance worker through utility 


superintendent 
 
Job Class II (Some Risk) 


1. Police Lieutenant 
2. Police Chief 
3. Fire Battalion Chief 
4. Fire Chief 
 


Job Class III (Minimal to no risk) 
     1. All other employees 
 
The schedule for implementation of the methods of compliance is as follows: 
 
1.  Universal precautions shall be observed to prevent contact with blood or potentially 
infectious materials. Where it is difficult to differentiate between body fluid types, all 
such body fluids shall be considered potentially infectious materials. 
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2.  The following engineering or work practice controls have been established to 
eliminate or minimize exposure: 


A. Hand washing facilities or antiseptic soap is provided for immediate use after             
contamination. 


B. Employees shall wash hands immediately after removing gloves. 
C. Contaminated needles or other sharps shall not be bent, recapped or removed 


except by use of the mechanical devices or by the one-handed technique, or 
 when there is no feasible alternative. 
D. Contaminated sharps shall be placed in sharps containers meeting the regulatory 


specifications. 
E. Eating, drinking, smoking or applying cosmetics or lip balm or handling contact 


lenses is prohibited where blood or other potentially infectious material can be 
present. 


F. Food or drink shall not be kept in the refrigerator, freezers, on shelves, cabinets 
or on counter tops or bench tops where blood or other potentially infectious 
material may be present. 


G. All procedures involving blood or potentially infectious materials shall be 
performed in such a manner as to minimize splashing, spattering, spraying or 
generation of droplets of these substances. 


H. Mouth pipetting is prohibited. 
I. Specimens of blood or other potentially infectious materials shall be placed in 


leak proof containers.  If such containers should leak, they must be placed in a 
second non-permeable container. 


J. Any equipment, samples, waste, etc. shall be examined before they leave the 
premises to make sure they are not contaminated.  Labels as specified in 
1910.1030(g) shall be affixed to these materials to warn others handling them. 


 
These engineering or work practice controls will be reviewed as appropriate and 
updated as new information becomes available and/or when new employee positions 
with potential exposure are created. 
 
3.  Personal Protective Equipment (PPE) 
 


A. The Town shall supply all PPE (gloves, gowns, laboratory coats, Tyvec Suit, face 
shields, goggles or eye glass side shields, surgical caps or hoods and/or shoe 
covers or boots where gross contamination can be anticipated). 


B. The Town shall ensure that all PPE is used by the employee in those areas 
where exposure to blood borne pathogens is likely to occur.  NOTE: If in the 
employee's professional judgment the use of the PPE would have prevented the 
delivery of health care or public safety services or increased the hazard to the 
worker or co-worker, the circumstances will be reviewed and decisions made 
accordingly. 


C. It is our responsibility to ensure that the appropriate PPE is available in the 
proper sizes (employees must inform supervisors what sizes are required). 


D. Cleaning, laundering or disposal of contaminated PPE will be done at no cost to 
the employee. 
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E. If employee PPE becomes damaged (torn, broken, leaks occur, etc.) the Town 
will replace or repair the PPE to its original effectiveness. 


F. If employee PPE protective garments become saturated or penetrated by 
potentially infectious material, the PPE shall be removed immediately or as soon 
as feasible. 


G. All PPE shall be removed prior to leaving the workplace.  Such PPE shall be 
placed in the appropriate area or storage container for laundering, storage, 
decontamination or disposal. 


H. Gloves shall be worn when it is reasonably anticipated that the employee may 
have hand contact with blood or other potentially infectious materials, mucous 
membranes or non-intact skin, when performing vascular access procedures 
except as specified in 1910.1030(d)(3)(ix)D.  Disposable (single use) gloves such 
as surgical or examination gloves shall be replaced as soon as practical or as 
soon as feasible when contaminated or torn, punctured, or when their ability to 
function as a barrier is compromised.  The single-use gloves shall not be 
washed.  Utility gloves shall be used for handling contaminated waste, clean-up 
procedures, etc.  These gloves shall be washed, disinfected and allowed to dry 
before reuse.  They shall be replaced as soon as their integrity is compromised.  
Whenever splashes, spray, spatter or droplets of blood or other potentially 
infectious materials are expected to be generated, the appropriate masks, eye 
protection or face shields shall be used. 


I. Appropriate protective clothing will be used depending on the task and degree of  
exposure anticipated.  Appropriate departmental supervisory personnel shall 
determine the potential exposure to the employees in their departments or 
divisions and specify the required protective clothing to be used to prevent 
exposure. 
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                       Exposure Protection Matrix 
Task Hand 


Washing  


Glove
s 


Protective 
Eyewear 


Mask N95 Arm 
Sleev


es 


 
Go
wn 


Tyvec 
Suit 


Shoe 
Covers 


Peripheral IV’s/ Blood Draws X X X + + - - - 


Central Lines/Sternal & 
Peripheral IO’s 


 
X 


 
X 


 
X 


 
X 


 
- 


 
- 


- - 


Blood Glucose Test X X + - - - - - 


Cricothyrotomoy X X X X X + - - 


Sharps Disposal/ Packaging X X - - - - - - 


Intubation X X X X X + - - 


Insert OPA/NPA X X X X + + - - 


Suctioning X X X X X + - - 


Bag Valve Mask X X X X + + - - 


Known Airborne Disease X X X X - - - - 


Contaminated  Equipment X X X X + + - - 


CPR X X X X + - - - 


Handling Contaminated 
Waste/ Evidence 


X X X X + + + + 


Childbirth X X X X X X + + 


Vomiting Patient X X X X - X - - 


Extricating Trauma Patient X 1 1 - - - - - 


Wastewater Contaminants X X X + - - - - 


Restroom Contaminants X X X Particulate Mask - - - - 


Processing Scenes X X X X + + + X 


Clean up of Contaminated 
Equipment/ Minimal Amount 


X X X + + + + + 


Clean up of Contaminated 
Equipment/Gross Amount 


X X X X + + X X 


Autopsies X X X X + + X X 


Transportation of Autopsy 
Evidence in approved 
container 


X X X - - - - - 


     
KEY:    X  = Required  + =  Recommended, 1 = Special Circumstances (Full Turnouts with Goggles in place/Helmet shield 
down) 
               -  = No Recommendation 


           


 
 
4.  Housekeeping 
 


A. All equipment and work surfaces that have become overtly contaminated with 
blood or infectious material shall be cleaned and disinfected as soon as feasible 
and at the end of the work shift if the surfaces may have become contaminated 
since the last cleaning. 


B. Any protective coverings, such as plastic wrap, aluminum foil, imperviously-
backed  absorbent paper used to cover equipment or surfaces shall be removed 
and replaced when overtly contaminated or at the end of the shift. 


C. All pails, cans, bins or similar receptacles intended for reuse shall be 
decontaminated on a regular basis. 


D. Broken glass shall not be picked up by hand but shall be swept up or picked up 
with tongs. 
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E. Reusable sharps shall not be stored or processed in such a manner that requires 
the employee to reach by hand into the container where these sharps have been 
placed. 


F. Bags to be used for contaminated waste are red, designating bio-hazard and/or a 
placard, sign or tag shall be affixed to the bag. 


 
5.  Regulated Waste 
 


A. Contaminated sharps shall be placed in sharps containers.  Sharps containers 
are to be located as close as feasible to the immediate area where they are 
used. 


B. All other regulated waste shall be placed in impermeable leak-proof bio-hazard 
bags or containers which are closable.  They shall be labeled prior to removal 
from the area of usage or the worksite. 


C. All regulated waste shall be disposed of in accordance with the applicable 
County Health Department or State Department of Environmental Quality 
regulations. 


 
6.  Laundry 
 
     A. Fire Department turnouts that are contaminated with bio-hazard waste shall be 


placed in an approved bio-hazard container and sent to United Fire for 
appropriate cleaning. 


     B. Stericycle has been selected as the vendor used Town wide for the pick-up and 
disposal of regulated waste 


     C. Fire Department uniforms that are contaminated with regulated waste shall be 
cleaned as follows: 


 1. Remove contaminated uniform as soon as is practical. 
2. Handle with appropriate PPE.  Isolate uniform in leak proof plastic bag 
3. Wash in station washing machine using hot water and anti-bacterial detergent. 
4. Run empty load with hot water after washing uniforms. 


      D. Police Department uniforms that are contaminated with regulated waste shall be 
placed in a bio-hazard bag and disposed of through the Town vendor as stated. 


 
7.  Vaccination and Medical Follow-Up 
 


A. All Town employees who have been classified in Job Class I (increased risk of 
exposure) to blood-borne pathogens will be offered Hepatitis B vaccinations. 
Arrangements will be made through Human Resources. There will be no cost to 
the employee for these vaccinations.  An employee may decline to take the 
series at the time offered but may opt to take it at a later date if so desired.  
Employees will be requested to sign a declination form after being offered but 
refusing the series. The form may be acquired from Human Resources.  Specific 
to the Hepatitis B vaccination series, the vaccination will be made available after 
the employee has received the training required and within 10 working days of 
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initial assignment unless the employee has previously received the complete 
Hepatitis B series and antibody testing has revealed that the employee is 
immune, or the vaccine is contraindicated for medical reason.   


B. An employee involved in an exposure incident is entitled to a confidential medical     
evaluation and follow-up.  However, the employee must report such an incident 
to his/her supervisor immediately so that documentation and tracking can begin. 


 
8.  Information and Training 
 
Appropriate employee training is the responsibility of the employee’s department, under 
the direction/advice of Fire Department personnel overseeing the Town’s exposure 
control program.  Training will be provided to affected employees at the time of initial 
assignment to tasks where occupational exposure may exist and at a minimum annually 
thereafter.  The Town will provide additional training when changes such as 
modifications of tasks or procedures or the institution of new tasks or procedures affect 
the employee’s occupational exposure. 
     A.  An accessible copy of the regulatory text of the Blood-borne Pathogen standard 


and an explanation of its contents; 
     B.  A general explanation of the epidemiology and symptoms of blood borne 


diseases; 
     C.   An explanation of the modes of transmission of blood borne pathogens; 
     D.   An explanation of the employer's exposure control plan and the means by which 


the employee can obtain a copy of the written plan; 
     E.   An explanation of the appropriate methods for recognizing tasks and other 


activities that may involve exposure to blood and other potentially infectious 
materials; 


     F.   An explanation of the use and limitations of methods that will prevent or reduce 
exposure including appropriate engineering controls, work practices and personal 
protective equipment; 


     G. Information on the types, proper use, location, removal, handling, 
decontamination and disposal of personal protective equipment; 


     H.   An explanation of the basis for selection of personal protective equipment;  
     I.   Information on the hepatitis B vaccine, including information on its efficacy, 


safety, method of administration, the benefits of being vaccinated, and that the 
vaccine and vaccination will be offered free of charge; 


     J.   Information on the appropriate actions to take and persons to contact in an 
emergency involving blood or other potentially infectious materials; 


     K.   An explanation of the procedure to follow if an exposure incident occurs, 
including the method of reporting the incident and the medical follow-up that will 
be made available; 


L. Information on the post-exposure evaluation and follow-up that the employer is 
required to provide for the employee following an exposure incident; 


M. An explanation of the signs and labels and/or color coding required by paragraph 
1910.1030(g)(l); and 
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     N.   An opportunity for interactive questions and answers with the person conducting 
the training session. 


9.  Record keeping 
 
     A.  Any needle stick, sharps or occupational exposure requiring medical treatment 


(gamma globulin, hepatitis B immune globulin or hepatitis A and/or B vaccination, 
etc.) shall be recorded on the Sharps Log.  If treatment is provided for a wound 
resulting from a needle stick, that shall be recorded on the OSHA 300 Log. 


     B.   The Town shall remove any personal identifiers from these records prior to 
making them available to anybody without written consent of the employee(s). 


 
10.  Exposure Notification Requirements 
 


A. The employee shall notify his/her immediate supervisor  
B. The supervisor shall notify the on-duty Battalion Chief 


 
 
Exposure Severity Ratings 
 


Severity 
Type 


Severity Description 


Significant 


 
Body fluids come in contact with employees’ blood (open 
wound) or mucous membranes (eyes, nose, or mouth).  
Examples include; contaminated needle stick, blood to an 
open wound or body fluids splashes into the eyes or 
mouth.  A significant airborne exposure would be a 
person with active Measles in the contagious stage. 


Moderate 
 


Airborne exposure.  Examples include; an unprotected 
employee in a confined space with a person who is 
coughing or sneezing directly at the provider. 


Minimal Body fluids that make contact with an employees’ intact 
skin. 
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XV.  OSHA REGULATIONS/WORKER'S COMPENSATION LAW 
COMPLIANCE GUIDELINES 


 
 
 POST-EXPOSURE & FOLLOW-UP – BLOOD-BORNE PATHOGENS 
 
The purpose of these guidelines is to set forth the procedures to be used in the event an 
employee is exposed to blood- borne pathogens or potentially infectious materials.  
Though information supplied by the Occupational Safety & Health Administration 
(OSHA) and by the Town's workers’ compensation insurance carrier differs somewhat in 
aim, it is the Town's responsibility to bring that information together in an 
understandable format. 
 
REPORTING EXPOSURE INCIDENTS 
 
Employees are responsible for reporting exposure incidents.  The most obvious 
exposure incident is a needle stick.  But any specific eye, mouth, other mucous 
membrane, non-intact skin or parenteral contact with blood or other potentially 
infectious materials (OPIM) is considered an exposure incident.  Employees are to 
report an exposure incident by completing a reporting form.  This form will serve to 
document the exposure incident and the route of exposure, along with the identification 
and HBV/HIV status of the source patient(s), if known.  The Town will make appropriate 
efforts to contact the source patient(s) and obtain consent to collect and test the source 
individuals’ blood to determine the presence of HIV and/or HBV infection.  A separate 
reporting form is required to be filled out under the workers’ compensation law, if an 
employee intends to fulfill the testing requirements of that law. 
 
 
POST-EXPOSURE BLOOD TESTING 
 
There is no mandate that an employee who has had an exposure incident submit to 
blood testing to establish baseline results in regard to the presence or absence of the 
HIV or HBV infection.  Under OSHA guidelines, the exposed employee's blood should 
be drawn as soon as possible after the exposure incident.  The employee may consent 
to the drawing of the blood but decline to immediate HIV serologic testing.  In that case, 
the sample is to be preserved for a period of at least 90 days within which the employee 
may change his/her mind and elect to have the baseline sample tested.  Under the 
State of Arizona workers’ compensation laws, the employee must submit to having 
blood drawn within 10 days of the exposure incident and have the blood tested for HIV 
by antibody testing within 30 days after the exposure incident in order to protect his/her 
rights under workers’ compensation law.   
 
Under the workers’ compensation law, the baseline blood sample testing must show 
negative for HIV or the assumption will be made that the employee was infected with 
HIV prior to the exposure incident.  Given a negative test result, the employee must be 
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tested or diagnosed as HIV positive no later than 18 months after the documented 
exposure incident and file a workers’ compensation claim within one year of the 
diagnosis date or positive blood test in order to receive benefits under the workers’ 
compensation system.  All blood testing is provided to the employee at no cost. 
 
 
POST-EXPOSURE COUNSELING 
 
Whether or not an employee who has an exposure incident consents to have blood 
drawn and tested, the OSHA guidelines provide for a program of counseling and 
provision of information by a health care professional.  The health care professional 
shall also provide the Town with a written opinion and evaluation of the employee and 
will include such information as recommendations for Hepatitis B vaccination, post-
exposure evaluation and follow-up and information about HIV/HBV-linked medical 
conditions.  Counseling is provided to the employee at no cost. 
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XVI - TUBERCULOSIS EXPOSURE CONTROL PROGRAM 
 
 
In compliance with State of Arizona OSHA guidelines, this Exposure Control Program is 
designed to eliminate or minimize employee exposure to tuberculosis. Administration of 
this Program may be delegated to one or more Fire Department employees due to the 
fact that they have emergency medical certification and a greater exposure than most 
employees and therefore a greater awareness of the Program. 
 
Town personnel who have the potential for contact with an infected person (primarily 
employees in the police and fire departments) shall receive training to assist them in 
defining T.B., recognizing the disease, how to take preventive measures to avoid 
exposure, the need for skin tests on an annual basis, the need for chest x-rays when a 
positive test result is received, and the post-exposure process. 
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XVII.  COMMERCIAL DRIVER'S LICENSE (CDL) 
 ALCOHOL & DRUG TESTING PROGRAM POLICY 


 
 
 
1.  Purpose - The purpose of the Commercial Driver's License Alcohol and Drug Testing 
Program is to comply with the provisions of the Omnibus Transportation Employee 
Testing Act of 1991, and its amendments.  The Act requires drug testing of applicants 
who will perform, and drug and alcohol testing of employees who do perform safety-
sensitive functions and who are required to have a Commercial Driver's License. 
 
2.  Policy - It is the policy of the Town of Florence to work to prevent accidents and 
injuries resulting from the misuse of alcohol and drugs by employees who perform 
safety-sensitive functions and who are required to have a Commercial Driver's License.  
This policy will be administered by the Human Resource Department through 
established procedures for alcohol and drug testing.   
 
3.  Scope:  This policy applies to: 
 
            *All employees assigned to CDL positions. 


*All employees who, as a result of a personnel action, will go into a  
 CDL-required position. 


            *All non-Town applicants selected to fill a CDL position. 
 
            The policy requires testing for alcohol and drug use as follows: 
            *Pre-employment (drug use only) 
            *Random selection 
            *Reasonable cause 
            *Post-accident 
            *Return to work 
            *Follow-up 
 
4.  Self-Identification - Employees may voluntarily self-identify that they may be impaired 
due to alcohol or drug use.  Disciplinary action will normally not be initiated because 
employees self-identify.  Employees will be referred to a Substance Abuse Professional 
(SAP) for evaluation and rehabilitation.  Employees undergoing rehabilitation will not be 
permitted to drive any Town vehicle until a release is obtained from the SAP.  
Employees involved in rehabilitation may be accommodated by their department by 
being assigned non-driving duties if appropriate and available.  If such work is not 
available or appropriate, employees will be placed on either paid or unpaid leave until 
completion of the rehabilitation program.  Once rehabilitation is completed and a release 
is obtained from the SAP, employees will be subject to return-to-work and follow-up 
testing.  Self-identification must be totally voluntary and is not allowed after the 
employee has been notified to report for a random, post-accident, or reasonable cause 
test.  The employee will still be required to report for the above mentioned tests. 
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5.  Prohibited Conduct 
 
    No driver shall: 
 
    *Refuse to submit to an alcohol or drug test. 
    *Use, sell, purchase or have in possession alcohol or controlled substances while on 


duty.  Employees may possess and use legally obtained medication provided it does 
not impair the ability to safely operate a vehicle. 


    *Have an alcohol concentration of 0.02 percent or greater while on duty. 
 *Use alcohol for eight hours following an accident or before being referred for post-       


accident testing, whichever comes first. 
    *Perform safety-sensitive functions when the driver uses any drug or medication that                             


will affect the driver's ability to safely operate a vehicle. 
    *Test positive for prohibited drugs. 
 
6.  Consequences of Prohibited Conduct 
 


*Drivers who have engaged in prohibited conduct shall not be permitted to perform       
CDL safety-sensitive functions. 


    *Drivers with an alcohol concentration of 0.02-0.04 percent shall not be permitted to 
perform CDL safety-sensitive functions for a minimum of 24 hours from the time of 
testing. Leave without pay will be charged and appropriate discipline administered. 


    *Drivers who refuse to submit to testing will be dismissed from employment with the 
Town of Florence. 


    *Employees attempting to interfere, alter, substitute or in any way affect the outcome 
of the alcohol or drug testing procedure will be subject to disciplinary action up to 
and including termination. 


    *Employees who fail to report to the designated testing facility after notification from a     
supervisor will be considered as having refused to submit to testing and will be 
subject to disciplinary action up to and including termination. 


    *Employees who test positive for illegal drugs will be dismissed from employment in        
accordance with Town policies.  Employees who test at 0.04 percent or above for 
alcohol will receive disciplinary action as approved by the Town Manager up to and 
including termination. 


    *Town employees being considered for transfer or promotion to a CDL position who 
fail a drug or alcohol test will be excluded from further consideration and may be 
subject to disciplinary action, up to and including termination.  Such employees will 
be ineligible for any CDL position for at least one year from the date of the test. 


    *Non-Town applicants who fail a pre-employment drug or alcohol test will be ineligible 
for appointment to a CDL position and will not be considered again for at least one 
year from the date of the test. 


    *The Town Manager may consider exceptions to these rules in extenuating or 
unusual    circumstances in any positive test situation. 
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7. Prescription Medication: 
 
An employee who is using any prescribed medication, which may impair his/her ability 
to satisfactorily and safely perform his/her job duties, must notify his/her supervisor 
before starting work.  The supervisor may require written confirmation from the treating 
physician that the prescribed medication does not affect the employee’s ability to safely 
perform any of the essential functions of the position, including driving a Town vehicle. 
 
8. Definitions 
 
Accident - an accident has occurred when a moving vehicle contacts another vehicle or 
object or when a non-moving vehicle is struck by another vehicle. 
 
Alcohol - the intoxicating agent in beverage alcohol, ethyl alcohol or other low molecular 
weight alcohols, including methyl and isopropyl alcohol and any medication, food or 
other alcohol-containing products. 
 
Alcohol Use - the consumption of any beverage, mixture, preparation or medication 
containing alcohol. 
 
Controlled Substance/Drug Testing - Chemical tests to detect the presence of the 
following prohibited drugs or their metabolites:  amphetamines, cocaine, marijuana, 
opiates and phencyclidine. 
 
Drug Use - Means the use of illegal drugs or the unauthorized use of legal drugs (legal 
drugs are those legally prescribed controlled substances).  The terms drugs and 
controlled substances are interchangeable terms. 
 
Employee - includes regular, temporary, full-time, part-time, contract and volunteer 
workers. 
 
Refusal To Submit- the refusal to submit to the test; or failure to provide adequate 
breath, blood or urine to allow appropriate testing; or engaging in conduct that clearly 
obstructs the testing process, including any adulterated samples; or failure to report 
immediately to the designated testing facility; or leaving the scene of an accident before 
a test is administered or failure to remain readily available for testing. 
 
Safety-Sensitive Function - any of those on-duty functions set forth in 49 CFR Part 
395.2. 
 
"On-Duty Time" - all time from the time a driver begins to work or is required to be in 
readiness to work until the time a driver is relieved from work or relieved from the 
responsibility for performing work.  On-duty time shall include all time at a City facility or 
property unless the employee has been relieved from duty by a supervisor; all time 
inspecting, servicing or conditioning a vehicle; all time spent at the driving controls of a 
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vehicle; all time, other than driving time, spent on or in  a vehicle; all time loading or 
unloading a vehicle, supervising or assisting in the loading or unloading, attending a 
vehicle being loaded or unloaded, remaining in readiness to operate the vehicle, or in 
giving or receiving receipts for shipments loaded or unloaded; all time spent performing 
the driver requirements associated with an accident; all time repairing, obtaining 
assistance or remaining in attendance upon a disabled vehicle; all time spent providing 
a breath sample or urine specimen, including travel time to and from the designated 
testing facility. 
 
Vehicle - for the purpose of this policy, a vehicle is defined as any vehicle required 
under the law to be operated by a driver in possession of a Commercial Driver's 
License; any piece of equipment weighing in excess of 26,000 pounds gross vehicle 
weight rating, or a vehicle designed by the manufacturer to carry 16 or more 
passengers including the driver, or a vehicle carrying a placardable amount of 
hazardous material. 
 
8.  Confidentiality: 
 
It is the Town's policy to treat all test information in a confidential manner so that 
disclosure of information to unauthorized persons does not occur. 
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XVIII.  COMMERCIAL DRIVER'S LICENSE (CDL) 
ALCOHOL AND DRUG TESTING PROGRAM PROCEDURES 


 
 
1.  Purpose 
 
The following procedures have been developed to implement the Town of Florence 
Commercial Driver's License Alcohol and Drug Testing Program.  Our intent is to 
establish a work environment that is totally free of the harmful effects of drugs and the 
misuse of alcohol; to fully protect the safety of our employees and the public we serve; 
and to prevent accidents that are the result of drug abuse or the misuse of alcohol. 
 
2.  Policy Communication 
 
In order to be effective, a policy must be adequately communicated to those whom it will 
affect.  The Town of Florence will furnish a copy of this policy to all who are subject to 
its content.  Employees are encouraged to ask questions to ensure a complete 
understanding of what is expected in this policy.  Each employee affected by this policy 
is responsible for understanding and complying with the policy and procedures.  Failure 
to read or understand any part of the policy and procedures will not relieve the 
employee of the responsibility to abide by them. 
 
3.  Types of Testing 
 
Random Testing may be conducted before, during or after a CDL driver's performance 
of safety-sensitive duties.  The employee may be randomly selected for testing from a 
"pool" of all City CDL drivers.  Drivers will be informed of the test requirement on the 
date of the test and will be required to report to a designated testing facility.  Half of the 
names selected for random testing each time will be tested for both alcohol and drugs.  
Employees selected for testing will be placed back into the "random pool" each time and 
the individual will again be subject to selection and testing.  All employees in the 
random pool will have equal chance of selection each time a new random test is 
generated.  Selection will be made through the use of employee numbers and a process 
to ensure random selection. 
 
Reasonable cause testing will be conducted when a supervisor or Town official 
observes on-the-job behavior or appearance that is characteristic of alcohol or drug 
misuse, which indicates an employee may be under the influence. 
 
Post-accident testing is conducted after a vehicle accident when the Town employee 
receives a citation for a moving traffic violation or where the accident involves a fatality, 
even if the employee is not cited for a moving violation.  If a citation is not issued within 
32 hours of the accident and no fatality is involved, no testing is necessary unless 
reasonable cause exists. 
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Return-to-work testing is conducted when an employee who has undergone 
rehabilitation for alcohol or drug abuse returns to a CDL position performing safety-
sensitive duties. 
 
Follow-up testing will be conducted after a driver returns to duty following rehabilitation.  
At least six tests will be conducted within the first 12 months.  Follow-up testing shall not 
exceed 60 months from the driver's return to work. 
 
4.  Town Applicants 
 
All Town employees being considered for promotion or transfer to a CDL position will be 
tested for drugs.  Employees will not be allowed to substitute testing done through their 
own medical facilities and/or laboratories. 
 
5.  Non-Town Applicants 
 
Applicants for CDL positions will be tested for drugs after a conditional offer of 
employment.  Scheduling will be coordinated by the Human Resources Department.  A 
Town-designated facility will administer the procedure.  Applicants will not be allowed to 
substitute testing done through their own medical facilities and/or laboratories.  
Applicants who held previous CDL driving positions are required to sign a release form 
that allows the Town to obtain alcohol and drug test results and information from all 
previous employers for the past two years. 
 
6.  Management Responsibility 
 
No supervisor shall permit an employee who refuses to submit to alcohol or drug tests 
to perform or continue to perform safety-sensitive functions. 
 
7.  Alcohol Use: 
 
Alcohol Concentration and Possession - No supervisor having knowledge that an 
employee possesses alcohol or has an alcohol concentration of 0.02 percent or greater 
may permit the employee to perform safety-sensitive functions. 
 
Pre-duty and On-duty Use - No supervisor having knowledge that an employee is using 
alcohol or has used alcohol within four hours prior to work shall permit the employee to 
perform safety-sensitive functions. 
 
Post-Accident Testing - A supervisor should take the employee to the designated 
testing facility immediately after a citation for a moving traffic violation is issued or when 
an accident involves a fatality.  If a citation is not issued at the scene of the accident and 
no fatality is involved, no testing is necessary unless the supervisor believes that 
reasonable cause exists.  If the test is not administered within two hours following the 
accident, the supervisor will report the reasons in writing and forward the report to the 
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Human Resource Department.  If the test is not administered within eight hours 
following the accident, all attempts to administer the test shall cease.  The supervisor 
will report the reasons in writing and forward the report to the Human Resource 
Department.  If a citation is issued or a fatality is involved and the employee is injured in 
the accident so as to require emergency medical treatment and the supervisor is unable 
to take the employee to the approved testing facility, the supervisor shall make 
necessary arrangements at the emergency medical treatment facility to conduct the 
test. 
 
8.  Drug Use 
 
Drug Detection and Possession - No supervisor having knowledge that an employee is 
in possession of drugs or has tested positive for drug use shall permit the employee to 
drive a vehicle.  The Department of Transportation Drug and Alcohol Testing Regulation 
does not authorize “medical marijuana” under a state law to be a valid medical 
explanation for a CDL-driver’s positive drug test result.  Therefore, even if you are a 
registered medical marijuana card holder, the Medical Review Officer will not verify a 
drug test as negative. 
 
On-Duty Use - No supervisor having knowledge that an employee is using drugs while 
performing safety-sensitive functions shall permit the driver to perform safety-sensitive 
functions, unless it is determined that the drugs are legal and will not cause impairment. 
 
Post-Accident Testing - A supervisor should take the employee to a designated testing 
facility immediately after a citation for a moving traffic violation is issued, or when an 
accident involves a fatality.  If a citation is not issued at the scene of the accident and no 
fatality is involved, no testing is necessary unless the supervisor believes that 
reasonable cause exists.  If the test is not administered within two hours following the 
accident, the supervisor will report the reasons in writing and forward the report to the 
Human Resource Department.  If the test is not administered within eight hours 
following the accident, all attempts to administer the test shall cease.  The supervisor 
will report the reasons in writing and forward the report to the Human Resource 
Department.  If a citation is issued or a fatality is involved and the employee is injured in 
the accident so as to require emergency medical treatment and the supervisor is unable 
to take the employee to the approved testing facility, the supervisor shall make 
necessary arrangements at the emergency medical treatment facility to conduct the 
test. 
 
9.  Testing Costs 
 
Random testing will be done on Town time, at Town expense.  Employees may be 
allowed to use a Town vehicle or a supervisor will make arrangements for the employee 
to be taken for testing. 
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Reasonable-cause testing will be done on Town time, at Town expense.  A supervisor 
will take the employee to a designated testing facility. 
 
Post-accident testing will be done on Town time, at Town expense.  A supervisor will 
take the employee to a designated testing facility. 
 
Return-to-work testing will be done on Town time, at Town expense. 
 
Follow-up testing will be done on Town time, at Town expense. 
 
Pre-employment testing will be done on the non-Town applicant's time, at Town 
expense.  Town employees will have this testing done on Town time, at Town expense. 
 
Split-sample testing will be done at the employee’s expense.  If the test result is 
negative, the Town will reimburse the employee for the cost of the test. 
 
10.  Testing Procedures 
 
Testing procedures will follow standard protocols established and which may be 
changed and/or updated from time to time, but generally conform as follows: 
 
Random Tests 
 
Upon random selection of an employee to be screened for alcohol and/or drugs, the 
Administrative Services Department will contact the employee's supervisor.  The 
supervisor will be responsible for notifying the employee and directing him/her to the 
designated testing facility.  If notification cannot be accomplished during the employee's 
work shift, the supervisor can hold the notification for one additional work shift.  If the 
employee has not returned to work by the second shift, the supervisor will notify the 
Human Resource Department.  A note of the circumstances will be made in the file and 
alternative names to be tested will be generated. 
 
All Tests 
 
The employee will be required to report to a designated testing facility after notification 
by a supervisor.  A "Directive To Appear for Alcohol and Controlled Substance Testing" 
form will be given to the employee at the time of notification.  This form must then be 
presented to the attendant at the testing facility for verification of appearance.  The 
employee will also be required to present picture identification at the same time.  At the 
conclusion of the test, the employee will return the form to the supervisor for forwarding 
to the Human Resource Department.  The employee may request a copy for his/her 
records. 
 
The attendant at the testing facility will provide the employee with a custody and control 
form along with instructions for its completion. 
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Urine Sample 
 
The employee will be asked to remove any unnecessary garments such as a coat, 
jacket or vest which might conceal items or substances that could be used to tamper 
with or adulterate the urine sample.  The testing facility attendant shall ensure that all 
personal belongings such as a purse or briefcase remain with the outer garments. 
 
The employee will be given a collection bottle and directed to a private bathroom or 
collection area where the employee will be allowed a reasonable amount of time to 
provide a sample of urine of sufficient quantity for testing.  The employee will be allowed 
to drink as much water as necessary to facilitate this process. 
 
Under normal circumstances, the collection of the specimen will not be observed;  
however, precautions will be taken to prevent contamination of the specimen. 
 
All drug testing will follow split-sample procedures.  Both the employee being tested and 
the testing facility attendant shall keep the specimen in view at all times prior to the 
sample being split, sealed and labeled.  When the specimen is partially transferred to a 
second bottle, the testing facility attendance shall request the employee to observe the 
transfer of the specimen and the placement of the tamper-proof seals over both bottle 
caps and down the sides of the bottles. 
 
Each specimen bottle shall have a tamper-proof seal on the container which shows the 
date and the individual's specimen number. 
 
The employee shall initial the identification label and that will be placed on each 
specimen bottle to certify that it is his/her specimen. 
 
11.  Sample Handling and Transportation 
 
The sealed specimen bottles will be retained at the testing facility in a secured area until 
they are transferred to a courier service for delivery to a certified laboratory for analysis. 
 
12.  Laboratory Analysis Procedures 
 
Drugs: 
 
The laboratory selected, and the personnel employed by the laboratory, shall comply 
with all guidelines set forth by the U.S. Department of Transportation. 
 
The initial testing shall use an immunoassay which meets the requirements of the Food 
and Drug Administration for commercial distribution.  A small portion of the original test 
sample will be used to test for marijuana metabolites, cocaine metabolites, opiate 
metabolites, phencyclidine and amphetamines.  The initial cutoff levels will be as 
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specified by the U.S. Department of Transportation, Federal Highway Administration 
(USDOTFHA). 
 
All samples identified as positive on the initial test shall be confirmed, using gas 
chromatography/mass spectrometry (GC/MS) at the cutoff values specified by the 
USDOTFHA. 
 
Alcohol: 
 
Alcohol screening shall use evidential breath testing (EBT) devices approved by the 
National Highway Traffic Safety Administration (NHTSA).  Two breath tests are required 
to determine if a person has a prohibited alcohol concentration. 
 
An initial screening test shall be conducted.  Any result less than 0.02 percent alcohol 
concentration is considered a negative test.  If the initial alcohol concentration test is 
0.02 percent or greater, a confirmation test shall be conducted. 
 
13.  Test Results 
 
Drugs: 
 
Samples that are screened "None Detected" contain either no drugs, or drugs below the 
cutoff detection level for that drug.  Samples that are screened "Positive" are handled by 
the laboratory as follows: 
 
Following a positive screen from the initial immunoassay test and a positive screen from 
the GC/MS test, samples are placed in a locked forensic freezer at the testing 
laboratory and maintained for one year, after which time they may be discarded if 
retention is not requested by the City. 
 
A retained sample sufficient for testing may be transferred directly from the testing 
laboratory to another certified laboratory of the employee's choosing. 
 
Alcohol: 
 
The employee and the individual conducting the breath alcohol test (BAT) must 
complete the alcohol testing form to ensure that the results are properly recorded.  The 
confirmation test must be conducted using an EBT that prints out the results, date and 
time, a sequential test number, and the name and serial number of the EBT to ensure 
reliability of the rests.  Test results of less than 0.02 percent shall be reported as 
negative. 
 
 
 
 







 
 45 


14.  Notification of Test Results 
 
Non-Town Applicants - All test results for non-Town applicants will be forwarded to the 
Human Resource Department.  An applicant may request results of a pre-employment 
test from the Human Resource Department. 
 
Employees and Town Applicants: 
 
Drugs - The laboratory shall report all test results to the designated medical review 
officer (MRO) within three working days after receipt of the sample by the laboratory.  
The laboratory shall report as negative all samples which are negative on the initial test 
or negative on the confirmatory test.  Only samples confirmed positive after the 
confirmatory GC/MS test shall be reported positive for a specific drug.  Positive test 
results will be reviewed by an MRO.  Drug test results shall be reported to the Human 
Resource Department.  A signed, written notification must be forwarded within two 
business days after the MRO's receipt of the test results. 
 
Prior to notifying the Human Resource Department of a positive result, the MRO shall 
make every reasonable effort to contact the employee to discuss the test result.  If 
unable to contact the employee directly, the MRO shall contact the Human  
Resource Department for assistance in locating the employee.  The employee will then 
be directed to contact the MRO as soon as possible.  Under split-sample collection 
procedures, the employee has 72 hours following notification of a positive test result to 
request that the secondary sample be analyzed by another certified laboratory.  If a split 
sample was not taken, was of inadequate quality or produces a negative test result, the 
original test would be voided and the driver would not be subject to a retest. 
 
Alcohol - All individuals will be given a copy of the results of the initial and confirmatory 
alcohol test results by the testing facility at the conclusion of the test.  Alcohol test 
results will be forwarded to the Human Resource Department within 1 business day 
after the test. 
 
15.  Release of Information By Previous Employers 
 
The Human Resource Department will obtain from any previous employer of an 
applicant, provided the applicant has given written consent, any information concerning 
the applicant's participation in a CDL drug and alcohol testing program.  The Human 
Resource Department will obtain and review the information listed below from any 
employer for whom the applicant performed CDL safety-sensitive driving functions 
within the previous two years.  The information obtained must include: 
 
    *Information on the applicant's alcohol test in which a breath alcohol concentration of 


0.04 percent or greater was indicated. 
    *Information on the applicant's drug test in which a positive result was indicated. 
    *Any refusal to submit to a required alcohol or drug test. 
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The Human Resource Department must provide each of the applicant's previous 
employers a written authorization from the applicant for release of the required 
information. The release of this information may take the form of personal interviews, 
letters or any other method that ensures confidentiality.  The Human Resource 
Department will maintain a written, confidential record with respect to each past 
employer contacted. 
 
An applicant may not be used to perform safety-sensitive driving functions if the 
information indicates that the applicant has tested positive for drugs, has tested at or 
above 0.04 percent breath alcohol concentration, or has refused to test unless the 
Human Resource Department acquires evidence that the applicant has been evaluated 
by a substance abuse professional, completed required counseling, passed a return-to-
work test, and been subject to follow-up testing with negative results. 
 
16.  Record keeping and Retention and Reporting 
 
The Town shall comply with all Record keeping and record retention requirements, and 
all reporting requirements of the Act. 
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XIX - RESPIRATORY PROTECTION PROGRAM 
 
 
A.  Purpose - The purpose of this program is to set forth policies and procedures 
concerning the use of respirators for all employees of the Town.  The procedures written 
in this document have been established to comply with the OSHA Regulation for the 
use of respirators, 29 CFR 1910.134, and for the personal protective equipment 
provisions of the OSHA Hazard Communication Standard 29CFR 1910.1200.  All 
respirators used by employees shall conform to the program set in place by the Town.  
The Town realizes that engineering and administrative control methods cannot 
effectively control all air contaminants.  Therefore, in those situations respirators shall 
be provided to ensure that employees are not exposed to hazardous levels of air 
contaminants as a result of performing job tasks that involve chemicals. 


B.  Scope - This document covers respirator program administration and evaluation, 
respirator selection, identification of filters, cartridges, canisters, instruction and training, 
maintenance  care, storage, fit testing, user seal check procedures, emergency use, 
respirators sharing and voluntary use. 


C.  Applicability - The procedures set forth in this document apply to those employees of 
the Town who have completed a medical evaluation questionnaire, received a medical 
screening (if applicable), and have been trained in the use, selection and care of 
respirators as required by their job tasks. Job tasks that require the use of any type of 
respirator are identified below are typically found in the Fire Department only. 


D.  Program Administration and Evaluation – The safety coordinator or designee shall 
administer hazard assessment, selection and recommendations for required respirators, 
training, fit testing, medical evaluation/monitoring and recordkeeping.  Supervisors shall 
be responsible for enforcing the program in their department. Employees shall not be 
assigned to tasks requiring use of respirators unless it has been determined that they 
are physically able to perform work and use the equipment.  Additional employee 
medical evaluations may be required if; 


 
1. An employee reports medical signs or symptoms that are related to the use of a 


respirator. 
2. A PLHCP, supervisor, or the respirator program administrator informs the 


employer that an employee needs to be reevaluated. 
3. Information from the respiratory protection program, including observations made 


during fit testing or program evaluation, indicates a need for employee 
reevaluation or; 


4. A change occurs in workplace conditions that may result in a substantial increase 
in the physiological burden placed on an employee. 
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The Town shall conduct hazard evaluations of the workplace to ensure that the written 
respirator program is being properly implemented, and to consult the employees to 
ensure that they are using the respirators properly including but not limited to; 
 


1. Respirator fit (including the ability to use the respirator without interfering with 
workplace performance). 


2. Appropriate respirator selection for the hazards to which the employee is 
exposed. 


3. Proper respirator use under the workplace conditions the employee encounters. 
4. Proper respirator maintenance. 


E.  Respirator Selection - The program administrator shall evaluate the respiratory 
hazard(s) in the workplace; identify relevant workplace and user factors, and base 
respirator selection on these factors.   


 
The Town shall provide an appropriate respirator based upon the specific hazard to 
which the worker is exposed.  The program administrator shall select a NIOSH (National 
Institute for Occupational Safety and Health) certified respirator (Z88.2-1969).  The 
respirator shall be used in compliance with the conditions of its certification.   
 
Air-purifying respirators must be used that are equipped with filter and cartridges that 
provide protection for the specific contaminants that are identified in the hazard 
assessment. 
 
In order for an air-purifying respirator to be used by employees of the Town, the 
following criteria shall be considered: 
 


1. The work area shall have at least 19.5% oxygen. 
2. The type of contaminant must be known. 
3. The approximate concentration must be known. 
4. The contaminant must have adequate warning properties. 
5. The proper cartridges and pre-filters for the contaminant must be used. 


 
The Town shall refer to the Safety Data Sheet (SDS) for information pertaining to the 
chemical contaminant being used.  The SDS books are located in all areas where 
contaminants are present. 


F.  Identification of Filters, Cartridges, and Canisters - The Town shall ensure that all 
filters, cartridges and canisters used in the workplace are labeled and color coded with 
the NIOSH approval label and that the label is not removed and remains legible. Filters 
and cartridges shall be stored according to the manufacturer’s recommendations. 
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G.  Instruction and Training - The Town shall provide effective training to all employees 
who are required to wear respirators. The Town shall ensure that each employee can 
demonstrate knowledge of the following: 
 


1. Why the respirator is necessary and how improper fit, usage or maintenance can 
compromise the protective effect. 


2. The limitations and capabilities of the respirator are; 
a. How to use the respirator effectively in emergency situations, including 


situations in which the respirator malfunctions. 
b. How to inspect, put on and remove, use, and check the seals of the 


respirator 
c. How to recognize medical signs and symptoms that may limit or prevent 


the effective use of respirator. 
d. How to clean, maintain and properly store the respirator. 


3. The Town shall provide training prior to requiring any employee to wear a 
respirator in the workplace.  Retraining shall be administered annually, and when 
the following situations occur: 


a. Changes in the workplace or the type of respirator renders previous 
training obsolete. 


b. Inadequacies in the employee’s knowledge or use of the respirator 
indicate that the employee has not retained the understanding or skill. 


c. Any other situation arises in which retraining appears necessary to ensure 
safe respirator use. 


H.  Maintenance and Care of Respirators - The Town shall provide for the cleaning, 
disinfecting, storage, inspection, and repair of the respirators used by employees.  
Employees shall use the following criteria for the maintenance and care of their 
respirator. 


 Cleaning: 
1. Respirators issued for the exclusive use of an employee shall be cleaned and 


disinfected as often as necessary and maintained in a sanitary condition. 
2. Respirators issued to more than one employee shall be cleaned and 


disinfected after use and before being worn by another individual. 
3. Respirators maintained for emergency use shall be cleaned and disinfected 


after each use. 
 


Storage: 
1. All respirators shall be stored to protect them from damage, contamination, 


dust, sunlight, extreme temperatures, excessive moisture, and damaging 
chemicals, and they shall be packed and stored to prevent deformation of the 
facepiece and exhalation valve. 


2. Respirators must be kept accessible to the work area. 
3. Stored in compartments or in covers that are clearly marked as containing 


respirators. 
4. Stored in accordance to the manufacturer’s recommendations. 
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Inspection: 
1. All respirators used in routine situations shall be inspected before each use 


and during cleaning. 
2. All respirators maintained for use in emergency situations shall be inspected 


at least monthly and in accordance with the manufacturer’s 
recommendations, and shall be checked for proper function before and after 
each use. 


3. A check for respirator function shall be performed before each use on the 
tightness of connections and the condition of the various parts including, but 
not limited to, the facepiece, head straps, valves, connecting tube, and 
cartridges, canisters or filters. 


4. A check of the elastomeric parts for pliability and signs of deterioration. 


I.  Emergency Use and Respirator Sharing - The Town shall: 


1. Certify the respirator by documenting the date the inspection was performed, 
the name (or signature) of the person performing the inspections, the findings, 
required remedial action, and a serial number or other means of identifying 
the inspected respirator. 


2. Provide this information on a tag or label that is attached to the storage 
compartment for the respirator, is kept with the respirator, or is included in the 
inspection reports stored as paper or electronic files.  This information shall 
be maintained until replaced following a subsequent recertification. 


3. Employees may share the use of a respirator as long as the respirator being 
shared is appropriate for both employees use. 


4. Each employee using the shared respirator shall clean, disinfect and store the 
respirator after each use and according to the programs guidelines. 


5. Each employee using the shared respirator shall clean and disinfect the 
respirator prior to each use to ensure its effectiveness. 


J.  Voluntary Use Procedures - The Town may provide respirators at the request of 
employees or permit employees to use their own, only if the Town has determined that 
the respirator is warranted and the use will not in itself create a hazard for the 
employee. 


K.  Repairs - The Town shall ensure that respirators that fail an inspection or are 
otherwise found to be defective are removed from service immediately and are 
discarded or repaired or adjusted in accordance with the following procedures: 


1. Repairs or adjustments to respirators are to be made only by persons 
appropriately trained to perform such operations and shall use only the 
respirator manufacturer’s NIOSH-approved parts designed for the respirator. 


2. Repairs shall be made according to the manufacturer’s recommendations and 
specifications for the type and extent of the repairs to be performed. 


3. Reducing and admissions valves, regulators, and alarms shall be adjusted or 
repaired only by the manufacturer or a technician trained by the 
manufacturer. 
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L.  Respirator Fit Testing Procedures (mandatory) 1910.134 Appendix A - The 
requirements of this appendix apply to all OSHA-accepted fit test methods, either 
Quantitative (QNFT) or Qualitative (QLFT). Fit testing shall be conducted using the 
following procedures: 


1. The employee shall be able to select the most acceptable respirator from a 
sufficient number of respirator models and sizes so that the respirator is 
acceptable to, and correctly fits the user. 


2. The employee shall be shown how to put on the respirator, how it should be 
positioned on the face, how to set the strap tension and how to determine an 
acceptable fit.  A mirror shall be made available to assist the employee in 
evaluating the fit and positioning of the respirator.  This instruction may not 
constitute the subject’s formal training on respirator use, because it is only a 
review. 


3. Assessment for comfort shall include a review of the following points with the 
employee; 


a. Position of the mask on the nose. 
b. Room for eye protection. 
c. Room to talk. 
d. Position of mask on face and cheeks. 


4. The following criteria shall be used to help determine the adequacy of the 
respirator fit; 


a. Chin properly placed. 
b. Adequate strap tension, not overly tightened. 
c. Fit across Nose Bridge. 
d. Respirator of proper size to span distance from nose to chin. 
e. Tendency of respirator to slip. 
f. Self-observation in mirror to evaluate fit and respirator position. 
g. The employee shall perform a positive/negative user seal. 
h. The test shall NOT be conducted if there is any facial hair growth 


between the skin and the face piece sealing surface, such as stubble 
beard growth, beard, mustache or sideburns which cross the respirator 
sealing surface, or, any type of apparel which interferes with a 
satisfactory fit shall be altered or removed. 


i. If the employee exhibits difficulty in breathing during the tests, they 
shall be referred to a physician or other licensed health care 
professional, as appropriate, to determine whether the employee can 
wear a respirator while performing their duties. 


j. If the employee finds the fit of the respirator unacceptable, the 
employee shall be given an opportunity to select a different respirator. 


k. Prior to the commencement of the fit test, the employee shall be given 
a description of the test, the employee’s responsibilities during the 
testing procedures, and a description of the process of exercises that 
the employee will be performing.  The employee shall wear the 
respirator for five minutes before the start of the fit test. 
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l. The fit test shall be conducted while the employee is wearing any 
applicable safety equipment that may be worn during actual respirator 
use which could interfere with the respirator fit. 


 
M.  User Seal Check Procedures – An employee who uses a tight-fitting respirator to 
perform a user seal check to ensure that an adequate seal is achieved each time the 
respirator is put on.  Either the positive or negative pressure check or the manufacturers 
recommended user seal check method shall be used.  User seal checks are not a 
substitute for qualitative or quantitative fit test.  


1. Positive Pressure Check - Close off the exhalation valve and exhale gently 
into the face piece.  The face fit is considered satisfactory if a slight 
positive pressure can be built up inside the face piece without any 
evidence of outward leakage of air at the seals.  For most respirators this 
method requires the wearer to first remove the exhalation valve cover 
before closing off the exhalation valve, carefully replacing it after the test. 


2. Negative Pressure Check - Close off the inlet opening of the canister or 
cartridge(s) by covering with the palm of your hand(s) or by replacing the 
filter seal(s), inhale gently so that the facepiece collapses slightly, and 
hold the breath for 10 seconds.  If the design of the inlet opening of some 
cartridges cannot be effectively covered with the palm of the hand, then 
the test can be performed by covering the inlet opening of the cartridge 
with a thin latex or nitrile glove. If the face piece remains in its slightly 
collapsed condition and no inward leakage of air is detected, the tightness 
of the respirator is considered satisfactory. 


N.  Respiratory Cleaning Procedures (mandatory) - These procedures are implemented 
for the cleaning of respirators.  They are general in nature and the Town may use the 
cleaning recommendations of the respirator manufacturer provided such procedures are 
as effective as those listed in this appendix.  Procedures for cleaning respirators are as 
follows: 


1. Remove filters, cartridges, or canisters.  Disassemble facepieces by 
removing speaking diaphragms, demand and pressure demand valve 
assemblies, hoses, or any components recommended by the 
manufacturer.  Discard or repair any defective parts. 


2. Wash components in warm water with mild detergent or with a cleaner 
that is recommended by the manufacturer.  A stiff bristle (not wire) brush 
may be used to facilitate the removal of the dirt. 


3. Rinse components thoroughly in warm (preferably) running water; drain. 
4. Components should be hand-dried with a clean lint free cloth or air-dried. 
5. Reassemble face piece, replacing filters, cartridges and canisters where 


necessary. 
6. Retest the respirator to ensure that all components work properly. 


 
This program shall be reviewed and adjusted where applicable, annually, or if changes 
occur within the work environment. 
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Town of Florence 


Classifications Subject To Pre-Employment Drug Testing 
(07/01/14) 


 


Auto Mechanic     Public Safety Lead Dispatcher 


Building Inspector     Public Works Operations Technician 


Court Administrator     Public Works Shop Maint. Worker 


Code Compliance Officer    Public Works Superintendent 


Crime Analyst      Recreation Coordinator 


Custodian      Recreation Programmer 


Facilities Manager     Recreation Leader I 


Fire Battalion Chief     Recreation Leader II 


Fire Captain      Recreation Leader III 


Fire Chief      Senior Building Inspector 


Fire Engineer      Senior Court Clerk 


Fire Marshall      Senior Treatment Plant Operator 


Firefighter      Sanitation Worker I 


Field Foreman      Sanitation Worker II 


Head Lifeguard     Sanitation Worker III 


Lifeguard I      Utilities Director 


Lifeguard II      Utility Services Operator 


Maintenance Foreman     Utility Superintendent 


Maintenance Worker I    Utility Systems Operator 


Maintenance Worker II    Wastewater Treatment Plant Opr. 


Maintenance Worker III    Water Plant Operator 


Mechanic 


Mechanic Assistant 


Municipal Court Clerk 


Parks Foreman 


Parks Maintenance Superintendent 


Police Chief 


Police Detective 


Police Evidence Technician 


Police Lieutenant 


Police Officer 


Police Records Clerk 


Police Recruit 


Police Sergeant 


Police Support Services Manager 


Pool Manager 


Public Safety Communications Supervisor 


Public Safety Dispatcher 
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TOWN OF FLORENCE 
  


 


HEPATITIS B VACCINE ACCEPTANCE/DECLINATION FORM 


 
KNOW THE RISK OF HEPATITIS B 


 
Hepatitis B virus can produce chronic liver inflammation that can persist for years or even a lifetime.  It 
may lead to liver failure and possible death.  It can be spread from intimate sexual contact, other body 
fluid secretions, open wounds, blood transfusions, and needle contamination.  The virus is found mainly 
in blood and bodily fluids, but has also been found in saliva and urine.  If you come into frequent contact 
with blood or other bodily fluids, the virus can enter your body through an opening in the skin or through 
your eye or mouth.  
 


IT CAN BE PREVENTED…HELP PROTECT YOURSELF WITH VACCINATION 
 


 Three injections of vaccine usually provide protection. 


 The newer vaccines are not made from blood products.  You cannot get AIDS or Hepatitis B from 
the vaccine. 


 Soreness, swelling, and redness at the site of the vaccination are the most common side effects.  
For more information about the safety of Hepatitis B vaccination, ask your doctor. 


 
Acceptance: 
 
I understand that due to my occupational exposure to blood or other potentially infectious materials I may 
be at risk of being infected by bloodborne pathogens, including the Hepatitis B Virus (HBV). I have been 
given the opportunity to be vaccinated with Hepatitis B vaccine at no charge. In addition, I have received 
information regarding the Hepatitis B (HBV) vaccine. Based on the information I have received, I am 
making an informed decision to accept the Hepatitis B (HBV) vaccine. 
 
Declination: 
 
I understand that due to my occupational exposure to blood or other potentially infectious materials I may 
be at risk of acquiring Hepatitis B virus (HBV) infection. I have been given the opportunity to be 
vaccinated with Hepatitis B vaccine at no charge. However, I decline Hepatitis B vaccination at this time. I 
understand that by declining this vaccine, I continue to be at risk of acquiring Hepatitis B, a serious 
disease.  
 
Check one: 
 


 I ACCEPT, Hepatitis B vaccine inoculation; OR 


 


 I DECLINE Hepatitis B vaccine inoculation 


 
 
 
________________________        _______________________  __________ 
Employee Name (please print)    Employee Signature    Date 


 
 
 
 
 
 
Original:  employee medical file 
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TOWN OF FLORENCE 


VACCINATION ACKNOWLEDGMENT AND WAIVER 


 
 


I, _____________________________________, hereby acknowledge that I 


have been offered a PPD (TB Skin Test), at no cost, by my employer the 


Town of Florence, to protect me against TB infection which may result from 


accidental exposure to the TB virus in the workplace. 


 


  I agree to take the TB test.  


 


  I am refusing to take the TB test. 


 


I understand and acknowledge that if I refuse the administration of this test, 


it will not be offered to me again. If I later desire to receive such test, I will 


have to pay for the cost of testing myself. 


 


I further agree to take all reasonable precautions, as instructed by my 


employer, to help protect me from accidental exposure to PPD (TB) virus. 


 


 


 


 
__________________________________ 


Employee Signature 


 


 


__________________________________  __________________ 


Print Name      Date 
 


 


 


PLEASE RETURN TO HUMAN RESOURCES 
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TOWN OF FLORENCE 


VEHICLE OPERATION LOSS CONTROL AGREEMENT 


 


 
I, ________________________________, as a condition of my employment with the 


Town of Florence, hereby agree that I will not use any personal vehicle owned or 


operated by me in the course and scope of my employment, unless I have complied 


with the minimum insurance requirements of A.R.S. 28-4009 for such vehicle(s). 


 


I further agree that I will not operate any vehicle in the course and scope of my 


employment with the Town of Florence while my privilege to drive is suspended or 


revoked or while my operator’s license is cancelled. I will notify my department 


supervisor within 48 hours if my privilege to drive is suspended or revoked or if my 


operator’s license is cancelled. In the absence of my Department Supervisor, I shall 


provide such notification to the Human Resources Department of the Town of 


Florence within 48 hours. 


 


I understand that the Town of Florence may conduct an annual review of any records 


pertaining to me or vehicles owned by me which are available from the Arizona Motor 


Vehicle Department, pursuant to Florence Loss Control Policy section 3(d)(i). 


 


Employee Name (Print):  _____________________________________________ 


Employee Signature:    ______________________________Date: _____________ 


Department Head Signature:  ___________________________  Date:  ____________ 


 


 


Original:  Human Resources  
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TOWN OF FLORENCE 


 
Post-Accident Drug and/or Alcohol Testing Decision Form 


 


Accident Information: 
 
Name of Employee Involved in Accident:       
 
Name of Person Completing Form:      Title:    
 
Date of Accident:   Time of Accident:  AM/PM Location:   
 


 
1.  Was there a fatality? Yes (Drug and alcohol testing required) 


 No (Proceed to Question #2) 


 


2. Did any individual involved in the incident experience bodily injury? 
 
 Yes (Drug testing required) 


 No (Proceed to Question #3) 


 


3. If a Town vehicle or equipment was involved, did the vehicle/equipment sustain 
disabling damage* requiring any of the vehicles involved to be transported or towed 
from the scene, or equipment to be deemed inoperable? 


 
Yes (Drug testing required) 


 No (Proceed to Question #4) 


 


4.  Is there property damage other than to a vehicle equating to $500 or more?   
 


Yes (Drug testing required) 


 No (No Drug or Alcohol Test Required) 


 
If ALCOHOL testing is not conducted within 2 hours after the accident, document the reason for the delay 
on the reverse side of this form.  If no alcohol test is administered within 8 hours, cease all efforts to have 
the test administered and update the documentation. 
 
If DRUG testing is not conducted within 32 hours after the accident, cease all efforts to administer the 
drug test and document the reason why the test was not administered on the reverse side of this form. 
 


 DISABLING DAMAGE is damage that precludes the use of equipment or departure of any 
vehicle from the scene of an accident in its usual manner after simple repairs.  Disabling damage 
includes:  damage to equipment or vehicles that could have been operated, but would have 
caused further damage of so operated.  Disabling damage does not include:  damage that could 
be remedied temporarily at the scene of the occurrence without special tools or parts, tire 
disablement without other damage even if no spare tire is available, or damage to headlights, 
taillights, turn signals, horn, or windshield wipers that makes them inoperable. 
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TOWN OF FLORENCE  
 


Post-Accident Drug and/or Alcohol Testing Decision Form  
 


 
 
Reason why DRUG test was not conducted within 32 hours of the accident: 


 


 


 


 
 
Reason why ALCOHOL test was not conducted within 2 hours of the accident.  Update 
this statement if no test is conducted within 8 hours. 


 


 


 


 


 
 
Did the employee indicate recent use of prescription or over-the-counter medication?  If 
yes, please identify the substance and usage below: 
Note:  Do not ask employee the “reason” they were/are taking a specific drug.  
However, if the employee volunteers information, this information should be noted. 
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Date Facility Address:


Description of Maintenance needed: 


Requested by:  


Signature: Date:


Date Completed:


Work Performed by:


Work Performed by:


Rate of Hours Fringe Other
Pay Worked Benefits (Specify)


N/A


Complete Section "A" describing as clearly and concisely as possible the maintenance items to be attended


to.  Forward your request to Ray White, Public Works by inter-office mail, fax:  520-868-7637. 


Section "B" will be completed following an on site evaluation.  An evaluation will be performedon an as needed


basis, depending on urgency and size of job.  This evaluation will include a recommendation for action to be


taken.


Section "C" is a report of the action taken to address the "Work Order Request".  A copy will be forwarded


to the Department/ person with corresponding invoice(s) from vendor(s) for any item(s) purchased for repairs/


maintenance if applicable. 


Section "D" is for Finance Department use.  This section is used to compute labor costs to be expensed


to appropriate department.


TOWN OF FLORENCE


FACILITIES MAINTENANCE


Total


Amount


A. WORK ORDER REQUEST


B. ON SITE EVALUATION


C. ACTION TAKEN


Hours Worked:


Hours Worked:


Total Time:


D. LABOR


INSTRUCTIONS


Employee
Total
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Town of Florence  
 


 
1.0   Purpose  
 
Policies provide clear and consistent direction to all Town Departments regarding 
internal controls, policies, and procedures related to Town-wide operations.  
 
This Policy provides a format and process for creating or revising policies, which are 
approved and enforced by the Town Manager or Town Council. 


  
2.0   Scope 
 
This Policy applies to both Town Council Policies which are formally adopted by 
resolution and Administrative Policies which are adopted by the Town Manager. 
 
This Policy applies to all Town of Florence employees. 
 
3.0   Responsibilities 
 
The Management Team will review and recommend Administrative Policies and Council 
Policies.  All Town personnel with supervisory responsibility will have knowledge of and 
be responsible for the communication and enforcement/adherence of all Administrative 
Policies and Town Council adopted policies with Town employees. 
 
4.0   Policy 
 
Policies are used to clarify Town operations, policies and/or departmental procedures 
that have Town-wide application and require uniform and consistent application by 
Town employees. 
 
4.1 Policy Formats 
 
 4.11    Policies will be formatted using the Arial font, font size 12. 
 
4.2 Sections required when creating or revising Administrative Policies: 
 


4.21  Purpose:  What will this Policy achieve?  Why is one being created?  Is 
there pertinent background or history for this Policy that should be 
explained? Include applicability and scope. 


 
4.22 Scope:  Who the policy affects, who is impacted, or who the policy excludes. 
 


POLICY TITLE: ADOPTION AUTHORITY POLICY EFFECTIVE DATE:  
JANUARY 20, 2010 


RESPONSIBLE DEPARTMENT: ADMINISTRATION  
 


AP / RESOLUTION NO.:   
 Resolution No. 1219-09 


APPROVAL:                                                                               REFERENCES: 
 TOWN MANAGER     SIGNATURE:  _______________ 


  
 TOWN COUNCIL       DATE APPROVED: DECEMBER 21, 2009 
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4.23  Responsibilities:  Who is responsible for the administration and enforcement 
of this policy?   


 
4.24 Policy:  What is the policy and specific procedures?  Are there exceptions?  


If so, when and why?   
 


4.25 Town-Wide Procedures (Policy Dependent):  What procedures will Town 
staff follow to align with the policy?  What are the rules, regulations, 
guidelines, and forms to use?   


 
4.26 Definitions:  Define key terms.  Use to clarify rules, values, or other common 


terms with broad implications.  
 
4.27 Supplemental Documents:  Supplemental documents are any form, 


attachment, or exhibit that is either referred to in the policy or assists the 
reader in understanding the policy 


 
4.3    Policy Development and Approval Process 
 
 4.31    Responsible Department 
 
   4.311 Develops draft policy for review by Policy Committee.  Draft policy is 


to be consistent with established Policy Format (Attached). 
 
 4.32 Policy Committee 
 
   4.321 Complete comprehensive policy review of draft policy for content, 


clarity, and consistency with Policy format. 
 
   4.322 Communicates recommendations to Responsible Department within 


30 days. 
 
   4.323 Schedules review of draft policy with Management Team. 
 
 4.33  Management Team 
 
   4.331 Provides input and comments to Responsible Department and Policy 


Committee within 30 days. 
 
 4.34 Responsible Department 
 
   4.341 Makes revisions to policy.   
    
   4.342 Sends to Policy Committee for review. 
 
 4.35 Policy Committee 
 
   4.351 Schedules additional reviews, as necessary, with Management 


Team. 
 
     4.352 Performs final review.   
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    4.353 Forwards policy to Town Clerk for assignment of Resolution Number 
or AP Number. 


 
 4.36 Town Clerk’s Office 
 
   4.361 Finalizes policy by obtaining authorized signatures. 
 
   4.362 Posts policy on Town’s electronic policy library. 
 
   4.363 Coordinates with the Human Resources Department to notify 


employees of new policy and accessibility. 
 
   4.364 Provides notice to Town Council. 
 


   4.365 Maintains archival electronic copy.  Updates spreadsheet of current 
policies.  


 
5.0   Town-Wide Procedures 
 
5.1 Preparation or Revision of Original 
 


5.11 Department: 
 


5.111 The Department responsible for developing the policy will prepare a 
draft for review. 


 
5.112 Format of drafted will be consistent with the Policy Form (Attached) 
 
5.113 Once drafted, policy is distributed to the Policy Committee for a 30 


day review. 
 


5.12  Policy Committee 
 


5.121 Policy Committee will review for consistency with Policy Form 
(attached). 


 
5.122 Recommendations are communicated with the requesting 


department within 30 days. 
 
5.123 Policy Committee will schedule the review with Management Team. 


 
5.13 Management Team 


5.131 Provide comments to the requesting department and Policy 
Committee within 30 days 


 
5.2 Preparation of Final Copy 
 


5.21 Department 
5.211 Make appropriate changes from reviews with affected departments. 
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5.212 Re-review with Management Team. 
 
5.213 Send finalized copy to Policy Committee.   


 
5.22 Policy Committee 
 


5.221 Policy Committee will perform final review and present to the Town 
Manager for final approval, or provide the document to the Town 
Clerk for assignment of resolution number and inclusion on the next 
regular Town Council agenda.  


 
5.23 Town Clerk’s Office: 
 


5.231 The Clerks Office will obtain original signatures. 
 
5.232 Post and maintain a policy library on the Town’s shared drive. 
 
5.233 Coordinate with Human Resources to notify all employees when 


policy available on the shared drive. 
 
5.234 Provide notice to the Town Council.  
 
5.235 Maintain archival electronic copy. 
 
5.236 Maintain a spreadsheet of all current policies. 


 
6.0   Definitions 
 
Administrative:  Pertaining to management and carrying out of laws and functions, as 
opposed to legislative and judicial. 
 
Administrative Policy:  Policies that are administrative in nature and do not require 
council approval.  Departments may develop policies to govern their unique needs, so 
long as they do not conflict with Town-wide policies. Departmental Standard Operating 
Policies/Procedures (SOP) must be approved by the Town Manager.  


Applicability and Scope Statement: Describes who the policy affects and which 
actions are impacted by the policy.  The applicability and scope may expressly exclude 
certain people or actions from the policy requirements.  Applicability and scope is used 
to focus the policy on only the desired targets, and avoid unintended consequences 
where possible.  


Authority:  A person or group having the right or power to command, decide, rule, or 
judge. 
 
Comprehensive Policy Review:  A comprehensive policy review is conducted to 
determine (1) if a policy is still needed (2) whether the purposes and goals of the policy 
have been met; (3) whether changes are needed to improve the effectiveness of the 
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policy; (4) if procedures should be removed from an existing policy; and (5) is the 
appropriate education/training, monitoring, and on going review of the policy occurring.  
 
Council Policy:  Policies that are legislative in nature, define the responsibilities of or 
direct the Town Manager, are required by a superior governmental agency,  declared 
under the control of the Town Council by resolution or deferred to the Town Council by 
the Town Manager.  
 
Definitions:  Provide clear and unambiguous definitions for terms and concepts found 
in the policy document. 
 
Effective Date:  Date that policy becomes effective.  A policy adopted by Resolution is 
effective 30 days from adoption unless a later date is included in the resolution as the 
effective date.  An emergency clause must be included in the Resolution to become 
effective prior to the 30-day requirement.  Policies adopted by the Town Manager are 
required to state the effective date. 
 
Policy:  A set of guiding principles, an acceptable practice, or a rule intended to 
influence decision-making.  Policies typically support management philosophies and 
help to communicate regulations that apply.  Policies are formal in nature, broad in their 
application, and rarely change unless a regulation, law, or practice changes. 


Policies vs Procedures:  Policies are a statement of commitment to a broad 
requirement, whereas "Procedures" describe how a policy is implemented.  Procedures 
are detailed, systematic descriptions of the actions required to carry out and implement 
policies. 


Policy                                 VS. Procedure 
Broad application  Narrow application 
Guiding Principle  Details specific to the process or protocol 
State what and why  States how, when, and who 
Rarely changes  Prone to Change 


 
Purpose Statement:  Statement that outlines why the organization is issuing the policy, 
and what the desired effect or outcome of the policy should be 


Responsibilities Section:  Identifies who is responsible for carrying out the policy 
statements and updates to the policy when necessary.   


Scope Section:  Describes who the policy affects and which actions are impacted by 
the policy.  The scope may expressly exclude certain people or actions from the policy 
requirement.  Scope is used to focus the policy on only the desired targets, and avoid 
unintended consequences. 
 
7.0 Supplemental Documents 
 
Supplemental documents are any form, attachment, or exhibit that is either referred to in 
the policy or assists the reader in understanding the policy. 
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Sample Policy Format 
 


Town of Florence  


1.0 Purpose  


1.1 What will this Administrative Policy achieve?   


1.2 Why was one created?   


1.3 Is there pertinent background or history for this AP that should be explained? 


2.0 Scope 


2.1 Who does the policy affect? 


2.2 Which actions are impacted? 


2.3 Who does the policy exclude?  


3.0 Responsibilities 


3.1 Who is responsible for the administration and enforcement of this policy? 


3.2  How may this policy be tailored for specific departments and their unique 
situations/issues?  


4.0 Policy 


4.1 What is the policy and specific procedure?  


4.2 Are there exceptions?  If so, when and why? 


5.0 Town-Wide Procedures (Policy Dependent) 


5.1 What procedures will Town staff follow to align with the policy? 


5.2 What are the rules, regulations, guidelines, and forms to use? 


6.0 Definitions  


POLICY TITLE:   EFFECTIVE DATE:  


RESPONSIBLE DEPARTMENT:    
 


AP / RESOLUTION NO.:   
  


APPROVAL:                                                                               REFERENCES: 
 TOWN MANAGER     SIGNATURE:  _______________ 


  
 TOWN COUNCIL       DATE APPROVED:____________ 
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6.1 Define key terms.   


6.2 Use to clarify rules, values, or other common terms with broad implications. 
 
Example:  For our gift policy, we would want to further define and clarify what 
is meant by “gift” … to ensure employees know that a gift also includes any 
fee, service, gratuity, discount, purchase or entertainment, or other item of 
value, the acceptance of which might be perceived to influence the employee 
from making an objective decision in conducting Town business with a 
specific vendor, customer, business or private individual. 


7.0 Supplemental Forms 
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Town of Florence  


 


1.0  Purpose  
This policy outlines the protocols and procedures for use of Social Media and 
Media Networking to provide public outreach and communication of official Town 
services and events.   


2.0  Scope 
All Town Departments that distribute news about Town activities and events 
through social media.   


3.0 Responsibilities    


3.1 It is the responsibility of the Town Public Information Officer (PIO) to act as 
the Town’s official spokesperson and maintain the Town’s official Internet 
presence via Social Media and Social Networking.   


3.2 It is the responsibility of the PIO to correct erroneous information that is 
posted to Florence’s official Social Media and Social Networking sites.  


3.3 It is the responsibility of the Information Technology Department to 
administer security and monitoring measures that support this policy.    


3.4 It is the responsibility of all Town Departments and employees who want to 
engage in Social Medial and Social Networking in an official capacity to 
coordinate all activities with the Town PIO.  


3.5 It is the responsibility of the Social Media User(s) and those who engage in 
Social Networking to stay informed of policies relating to Social Networking 
activities.  


4.0    Policy   


4.1 Administration   


POLICY TITLE:  SOCIAL MEDIA/SOCIAL NETWORKING EFFECTIVE DATE: JULY 1, 2011 


RESPONSIBLE DEPARTMENT:  ADMINISTRATION  
 


AP / RESOLUTION NO.:   
 AP 2011-03 


APPROVAL:                                                      REFERENCES:                                                         


 TOWN MANAGER     SIGNATURE:   
  


 TOWN COUNCIL       DATE APPROVED: JUNE 27, 2011 
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4.11 All official Town social media sites are administered by the Town’s 
PIO.   


4.12 Social Media sites shall be used for informing the public of Town 
business, events, and services.    


4.13 The PIO shall work with the Town Clerk to ensure that Social Media 
and Networking sites comply with Arizona Public Records Laws 
pursuant to A.R.S. §38-421, A.R.S. §41-1347B, and A.R.S. §41-
1351.    


4.14 Social Media and Social Networking sites are subject to the Open 
Meeting Law, A.R.S. §38-431. 


4.2 Official Posting Site 


4.21 The Town’s website, www.florenceaz.gov is the official location for 
content regarding Town business, events, and services.  Whenever 
possible, Social Media sites direct users back to the Town of 
Florence website for more information, forms, or online services. 


4.22 Official Social Media sites are linked to the Town’s website.   


4.3 Official Social Media Site 


4.31 Social Media sites used by the Town shall include an introductory 
statement that clearly specifies the purpose of the site and directs the 
user to the Town’s website.  


4.311 Facebook 


4.312 Twitter 


4.4 Request for Using New Social Media or Social Networking Sites   


4.41 All requests for new Social Media sites to promote Town business, 
events, or services must be submitted to the Town PIO for approval.   


4.411 Requests shall be accompanied by an explanation of:  


4.4111 The purpose for the site or service.  


4.4112 The primary audience the site serves.   


4.4113 The reason existing resources will not meet the 
needs of the department.  


4.42 When determining whether to add a new site, the Town PIO will 
consider the potential risks to Town against the business 
justifications.  The assessment criteria includes but is not limited to:  
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4.421 The site’s security safeguards and privacy policies, as 
described by the site.   


4.422 Recent malware activity associated with the site. Recent 
security incidents associated with the site, as reported in the 
mainstream media or security industry.   


4.423 Potential risk of abuse. 


4.43 Departments may not create individual Social Media accounts. 


4.5 Removal of Posts    


4.51 The Town reserves the right to remove content that is deemed in 
violation of this policy or any applicable law. 


4.52 All non-authorized posts or comments as identified in this policy shall 
be removed within 72 hours.   


4.53 Any participants on the Town’s official social media sites who are in 
continual violations of the Town’s posting or commenting guidelines 
may be permanently removed from the Town’s site. 


5.0  Town-Wide Procedures  


5.1 Use of Social Media Sites   


5.11 Personal or Private Use    


5.111 Personal or private use of social media sites is prohibited 
during work hours. 


5.112 Any and all functions performed by an employee while 
utilizing Town equipment and resources is considered public 
in nature and can in no way be considered personal or 
private.   


5.113 Employees may not attribute personal statements, opinions, 
or beliefs to the Town of Florence when engaging in private 
blogging or posting on Town of Florence social media sites.   


5.114 Employees are prohibited against disclosure of confidential 
information or information that could breach the Town 
security of the Town’s computer system in any way. 


5.12 Official Users 


5.121 The PIO maintains all authority regarding the creation of 
accounts and the posting of information.   
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5.122 Staff that are designated by the Town PIO are trained on the 
terms of this policy, review, and tracking of content. 


5.123 The PIO assigns the level of users and responsibilities as to 
who are responding to comments and posting messages as 
appropriate.  


5.2 Posting and Commenting Guidelines  


5.21 Town confidentiality shall be maintained in accordance with all 
applicable laws and Town Policies.   


5.211 Questions regarding confidentiality are referred to the Town 
Attorney for review prior to being posted.   


5.22 The Town PIO will review, edit, and approve the information prior to 
posting.   


5.23 All posting made by the Town to social media site shall contain 
information and content that has already been published or broadcast 
in an official manner.    


5.24 Town will only post photos for which it has copyright or the owner’s 
permission to use.  


5.25 Posting comments containing the following information are not 
allowed:    


5.251 Comments not topically related to the administrative posting. 


5.252 Content that violates Town policy, including abusive, 
harassing, intimidating, vulgar, or offensive communications.   


5.253 Communication that defames or libels others.   


5.254 Communication that infringes upon the privacy or rights of 
others.  Disparaging communications or jokes that are based 
on race, national origin, marital status, sex, sexual 
orientation, disability, age, religion, or other characteristics 
protected under federal, state or local laws.    


5.255 Communications of any copyrighted materials or proprietary 
information.    


5.256 Solicitations of others for commercial ventures or religious, 
social or political causes. 







 


 
SOCIAL MEDIA/SOCIAL NETWORKING POLICY  PAGE 5 OF 5 


 


6.0  Definitions  
 


Facebook: a social networking website. Users can add friends, send messages, 
and update a profile. Users can join networks organized by Town by becoming a 
“fan”.  Facebook posts have a large enough limit to post events, programs, or 
construction information. 
 
Malware: software designed to secretly access a computer system without the 
owner's informed consent. The expression is a general term used by computer 
professionals to mean a variety of forms of hostile, intrusive, or annoying 
software or program code. 


Social Media: various forms of discussion and information sharing including 
social networks, blogs, video sharing, podcasts, wikis, message boards, and 
online forums.  Technologies include picture sharing, wall posting, e-mail, instant 
messaging, and music sharing.  Examples of social media applications include 
but are not limited to MySpace, Facebook, YouTube, Flickr, Twitter, LinkedIn, 
and news media comment sharing/blogging.  


Social Networking: the practice of expanding the number of one’s business 
and/or social contacts by making connections through web-based applications.    
 
Twitter:  a social networking and messaging service that enables its users to 
send and read messages known as “tweets.”  Tweets are text-based posts of up 
to 140 characters displayed on the author’s profile page and delivered to the 
author’s subscribers who are known as “followers”.  Senders can restrict delivery 
to those in their circle of friends or, by default, allow open access.    
 


7.0 Supplemental Forms   
This policy has no supplemental forms.  
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Town of Florence  


 


 


1.0   PURPOSE 
Establish Alternative Work Schedules (AWS) for qualifying Town of Florence 
employees.   
 
2.0   SCOPE 
All full-time employees are eligible for AWS. 
 
3.0   RESPONSIBILITIES 
The Human Resources Department is responsible for the administration of this policy.  
All Town personnel with supervisory responsibility are responsible for the 
communication, enforcement, and adherence to this policy. 
 
4.0   POLICY 
The Town of Florence allows the use of AWS where it is a viable work option.  The 
Town recognizes the benefits of such work options for employees when both 
operational and employee needs can be addressed.  Except in the Fire Department, 
participation is generally voluntary and subject to department director approval.  
Participation is not an employee right or benefit and may be discontinued at any time at 
the sole discretion of the Town.  AWS may not be appropriate in all Town departments 
or for all employees in any given department. 
 


4.1  AWS Options for Non-Exempt Employees 
Because of the legal requirement to pay overtime after 40 hours are worked in a 
work period, there are technical issues which must be addressed in order to 
develop an AWS for a non-exempt employee.  Implementation of a 4-10s or 9-80s 
schedule must consider and observe the parameters of the established work 
period.  Transition in or out of a 4-10s or 9-80s schedule must normally coincide 
with the start of a new pay period.  The flex-day (that is, the day off) will generally 
be a fixed day of the week. 


 
4.2  AWS Options for Exempt Employees 
There are no special requirements for implementing an AWS for employees 
exempt under the overtime provisions of the FLSA.  As a matter of clarity, 


POLICY TITLE:  ALTERNATIVE WORK SCHEDULE (AWS) 
POLICY 


EFFECTIVE DATE:   
07/01/2013 


RESPONSIBLE DEPARTMENT:  HUMAN RESOURCES  
 


AP / RESOLUTION NO.:   
 2013-07 


APPROVAL:                                                                               REFERENCES: 
 TOWN MANAGER     SIGNATURE:                                                  PERSONNEL POLICY - FLSA  


  
 TOWN COUNCIL       DATE APPROVED:   07/22/13        
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transition in or out of an AWS for an exempt employee should take place at the 
start of a pay period. 


 
4.3  AWS In the Fire Department 
The AWS applied in the Fire Department is based on the selection of an alternate 
work period designation as provided in the Fair Labor Standards Act, commonly 
referred to as a “7K exemption”. 


 
4.4  Initiating AWS 
The request for an employee AWS may be initiated by an employee or by a 
department director.  If any employee requests an AWS, the employee’s 
supervisor and department director shall review the request and carefully evaluate 
the implications of the request to the operations of the department with particular 
attention being paid to customer service.  The department director may grant the 
request with the approval of the Town Manager or designee, and establish the 
AWS for a particular employee if the change in working hours will not interfere with 
the efficient operation of the department and the employee’s work performance will 
not be adversely affected.  The decision is at the sole discretion of the Town and is 
not subject to the employee grievance procedure. 
 
If the department director (or supervisor) initiates the AWS request, the 
department director shall discuss the proposed change with the affected 
employee(s) and after such discussion, and with the approval of the Town 
Manager or designee, may proceed with the AWS at his/her discretion. 


 
4.5  AWS Guidelines 
When considering AWS, employees, supervisors and department directors must 
consider the following guidelines: 


 
4.51 AWS must not adversely impact the services provided to the public, or co-


workers or other departments.  The quantity, quality and timeliness of 
employee work must be maintained or enhanced. 
 


4.52 Adequate supervisory contact and/or employee accountability must be 
maintained. 


 
4.53 AWS must not cause or contribute to the need for additional staff, or result in 


the need for existing staff to work additional overtime hours. 
 


4.54 AWS shall begin or end at the beginning of a regular pay period. 
 


4.55 AWS generally need to be uniformly available to all positions in a 
department, division or work group.  But not every function is conducive to 
AWS because of service requirements or other factors. 
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4.56 Generally, no AWS will be implemented that results in a full-time employee 
working less than 40 hours per week. 


 
4.57 Appropriate documentation must be executed and provided to HR and 


payroll. 
 


4.58 Except as otherwise provided in the Town Personnel Policy, employees in 
AWS earn the same rate of pay and are eligible for the same benefits as if 
they were working a traditional five-day, eight-hour-per-day, work schedule. 


 
4.59 Except as otherwise provided in the Town Personnel Policy, vacation and 


sick leave accrual schedules do not change for employees in AWS.  If an 
employee is scheduled to work 10 hours on a day and requests sick or 
vacation leave for that day, 10 hours of sick or vacation leave must be 
recorded on the employee’s time sheet.  Any vacation or sick leave taken 
less than a full day must be declared as the difference between the 
scheduled work day and the time worked.  Employees in AWS must take 
vacation and sick leave in accordance with the Town’s Personnel Policy. 


 
4.60 Except as otherwise provided in the Town Personnel Policy, holiday 


schedules do not change for employees in AWS.  Only 8 hours of holiday 
pay will be provided.  During weeks where paid holidays occur, any 
deficiency between actual hours worked, plus holiday hours and the normal 
work schedule will be made up by working additional hours worked, or by 
charging vacation leave. 


 
4.61 During weeks where the employee is scheduled for travel and/or training for 


one or more days, employees may be required to change their work 
schedules as necessary to accommodate attendance at scheduled meetings 
or participate in assigned training.  Any such changes or arrangements must 
be approved by the supervisor or department director. 


 
4.62 Exempt employees in AWS may be required to work on their scheduled day 


off to meet operational demands of the department as necessary. 
 


4.63 Participation in AWS will not change Town overtime or shift premium policy.  
In accordance with Town Policy and in any work schedule, non-worked 
hours are deducted prior to computing overtime liability. 


 
4.64 When possible, employees should schedule non-emergency medical and 


personal appointments on their scheduled day off. 
 


The Town of Florence reserves the right to suspend, amend or rescind this policy 
at any time, with or without advance notice, at the sole discretion of the Town.  The 
Town also reserves the right to cancel or suspend use of any employee schedule 
where an employee attendance or performance falls below satisfactory levels. 
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5.0 Procedure: 


None 
 


6.0 Definitions: 
 
Fire Department Shift Schedule:  The Fire Department established AWS is 
known as the “48/96 Work Schedule”, and consists of a 6-day rotation period 
where each shift works 2 consecutive 24-hour periods, followed by 4 days off. 
 
Flex-Day:  The day in the work week that the employee is scheduled off. 
 
Flexible Work Schedule:  A regular schedule of eight hours per day, five days per 
week, but the actual work hours are adjusted to provide flexibility as well as 
departmental coverage.  Example:  an employee may begin the work day at 7 a.m. 
and leave at 4 p.m., while others start at 8:30 a.m. and leave at 5:30 p.m.  
Extended office hours may be used to expand customer service or increase 
productivity by extending work hours into periods with fewer interruptions. 


 
Four-Ten (4-10s) Work Schedule:  A schedule where the employee works four, 
ten-hour days each work week.  The traditional fifth work day is scheduled off and 
becomes the employee’s flex-day.  This scheduled day off can be any day of the 
work week and is generally fixed.  The integrity of the designated work period 
(week) must be maintained in order to avoid overtime liability. 
 
Nine-Eightys (9-80s) Work Schedule: A schedule where the employee works 5, 
9-hour days one week, and works 3, 9-hour days, along with one 8 hour day and 
has one flex day (day off) the next week.  This scheduled day off can be any day of 
the work week but is normally fixed.  The designated work period is adjusted to 
ensure 40 hours is worked in each work period. 
 
Overtime:  All hours worked by a non-exempt employee in excess of the total 
hours allowed under the FLSA; 40 hours in a work period (week) for most 
employees and 212 hours in a 28-day work period for Fire Department shift 
employees. 
 
Pay Period:  The two-week cycle established for paying Town employees. 
 
Work Period (Week):  The established work period (week) is formally designated 
in the Town’s Personnel Policy, as Saturday beginning at 12:01 a.m. (midnight) 
through Friday night ending at 12:00 a.m. (midnight).  This period of seven 
consecutive calendar days is established under the provisions of the FLSA and 
does not change.  The Fire Department FWS involves designation of a 28-day 
work period. 
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7.0 Supplemental Forms: 
7.1   Alternative Work Schedule Program Employee Schedule Designation Form 
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TOWN OF FLORENCE, ARIZONA 
STREET LIGHT IMPROVEMENT DISTRICTS 


FORMED PURSUANT TO A.R.S. § 48-616  
 
PROCEDURES FOR FORMATION: 
 
1. Pre-Application Meeting.  The Developer meets with the Town to discuss the Development.  


At that time, Developer will receive a copy of the Unanimous Petition for Formation of a 
Lighting Improvement District.  Developer will also be given the contact information for 
Curtis, Goodwin, Sullivan, Udall & Schwab, P.L.C.  If desired, the Developer may contact 
Curtis, Goodwin, Sullivan, Udall & Schwab, P.L.C. directly to obtain an electronic form of 
petition. 


 
2. APS Lighting Design & Facilities.  The Developer’s civil engineer will map proposed 


streetlight locations to plat layout.  Developer submits the plat layout to the Town 
Engineering Department for approval.  Once approval is granted, a design will be developed 
by the Developer or APS.  The design will utilize the streetlight guidelines and layout 
provided by the Town for pole, lumen size, mounting height and spacing requirements.  The 
contact person with APS Outdoor Lighting Department is Erika Larsen, (602) 371-6453. The 
Civil Engineering Department for the Town reviews the design and facilities to ensure that 
they meet the requirements of the Town Municipal Code and APS requirements.  If 
satisfactory, the Town Engineering Department forwards a letter to APS approving the layout 
and type of facilities with copy to the Developer.  


 
Developer will either sign an “Installation Agreement” with APS or will contract 
independently to install the lighting facilities.  Installations are subject to all relevant Town 
permitting, inspection and approval requirements.  


 
3. APS Electric Rates.   A.R.S. § 48-616(I).  The most current applicable APS tariff for 


municipal SLIDs where the municipality retains ownership of the poles is E-59 Rate.  The 
tariff must be attached to the Petition when submitted.  Tariffs may be downloaded from the 
APS website at: www.aps.com.   


  
4. Subdivisions Plans and Plat.  The Town Engineering and Planning Departments will review 


the subdivision plans and sign the final plat.  The Town Engineering Department will provide 
Developer with a name for the SLID.  The district must be formed prior to final plat 
approval.   


 
5. Developer Costs.  Developer is responsible for the following costs: 
 


a. Application fee.  Instead of imposing a set application fee, the Town charges the 
Developer all attorneys’ fees incurred by Curtis, Goodwin, Sullivan, Udall & 
Schwab, P.L.C. for work on the particular SLID.  This charge averages between 
$1,500.00 and $2,500.00. 
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b. Capital Costs.  All costs for installation of the lights shall be borne by Developer.  
The Town will not purchase or install any of the streetlights.  APS will send bills 
for purchase and installation to the Developer and Developer will make payment 
to APS.   


 
c. Deficiencies in Operating Costs.  The charges for purchase of electricity and 


maintenance of the lights prior to the District assessing taxes and becoming self-
sufficient must be paid by the Developer.  The Town will assess and collect taxes 
and notify Developer and APS, by written letter, when the SLID is self-sufficient.  
At that time monthly billings will become the responsibility of the Town.  
Developer covenants in the Petition that, upon demand by the Town, Developer 
will pay for all expenses of the District, including costs for purchase of electricity, 
billed by APS and not collected from assessed property tax  (maximum $1.20 per 
$100 of assessed valuation) until such time as the Town is actually collecting 
taxes for the District sufficient to pay all costs and expenses of the District.  


 
It may take up to three years until taxes from a district make it self-supporting.  Questions 
regarding assessments may be addressed to the Town Finance Department. 


 
6. Petition.  A.R.S. §§ 48-615(A), 48-617(A), (B).  After meeting with the Town, the Developer 


should contact Phyllis Smiley, Anja Wendel, or Susan Goodwin of Curtis, Goodwin, 
Sullivan, Udall & Schwab, P.L.C., 2712 North Seventh Street, Phoenix, Arizona 85006, 602-
393-1700 (“Special Counsel”) to discuss any questions concerning the form of Unanimous 
Petition, supporting documentation, and procedure for formation.  Developer may also 
request a Majority Petition, if the developer may only be able to obtain signatures of a 
majority (not all) of the property owners in the proposed district.  As soon as feasible, the 
Developer should submit to Curtis, Goodwin, Sullivan, Udall & Schwab, P.L.C.: 


 
a. Unanimous Petition or Majority Petition, signed by the real property owners in 


the district. 
 


b. Exhibit A:  Legal description of property for district in metes and bounds, 
certified by registered engineer or surveyor (on 8.5” x 11” paper). 


 
c. Exhibit B:  Map showing the boundaries of the proposed district (on 8.5” x 11” 


paper).  The map must be clear enough that all references to section lines and 
measurements are legible.  Type font size must be at least 10-point.  For purposes 
of recording, a standard plat map is not sufficient.   


 
d. Exhibit C:  APS design approval letter and Town Engineer’s design approval 


letter. 
 


e. Exhibit D:  Rates to be paid for purchasing electricity, established by APS (see 
paragraph 2, above).   
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f. Title Report of property for District, to enable the Town to verify that the petition 
is signed by all real property owners in the proposed district. The title report must: 


 
i. Be current at the time the Resolution is placed on the Council Agenda for 


approval by the Town Council; and  
 


ii. Contain the EXACT SAME METES AND BOUNDS LEGAL 
DESCRIPTION as the Petition for Formation. 
 


7. Review.  Special Counsel will review all information submitted.  The Town Planning 
Department also may review property ownership and verify signatures.  Town Engineer may 
review lighting facilities designs.   


 
8. Placement on Council Agenda.  Special Counsel will then forward to Town Clerk: 
 


a. All items listed under paragraph 6.  These must be filed with the Town Clerk 
before the Resolution is passed.  (A.R.S. § 48-577). 


 
b. Request for Town Council Action Form. 


 
c. Unanimous Petition/ Majority Petition. 


 
d. Resolution of Intention and Order (for Unanimous Petition), or Resolution of 


Intention (for Majority Petition). 
 


The Town Clerk requests that five (5) original Resolutions be submitted, all signed by Curtis, 
Goodwin, Sullivan, Udall & Schwab as “Approved as to Form” prior to Council adoption.  
All exhibits must be attached in advance. 


 
9. Council Adoption - Unanimous Petition.   A.R.S. §§ 48-615(A), 48-616, 48-576. 


 
a. Adoption of Resolution of Intention and Order.  If a Petition is signed by all of the 


real property owners in a proposed district, exclusive of mortgagees and other 
lienholders, Council adopts a combined Resolution of Intention and Order to 
undertake the proposed improvement.  This action is complete at one Council 
meeting and does not require a public hearing. 


 
      OR 
 
10. Council Adoption - Majority Petition.  A.R.S. §§ 48-617(B), 48-616, 48-578. Special 


Counsel will provide additional assistance with these petitions.  In general, the following 
procedures will be followed: 


 
a. Adoption of Resolution of Intention.  If a Petition is signed by a majority of the 


real property owners in a proposed district, exclusive of mortgagees and other 
lienholders, Council adopts Resolution of Intention creating the district. 
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b. Publication & Posting. The Resolution must be published five (5) times in 


successive issues of a daily newspaper, or two (2) times in a weekly newspaper 
published and in general circulation in the Town.  Town Clerk will arrange.  The 
Town Engineer must conspicuously post notices:   “Notice of Proposed 
Improvement” in letters at least one inch in height, along the proposed 
improvement, not more than 300 feet apart, stating the fact that the Resolution 
was adopted, and briefly describing the proposed improvements. 


 
c. Protests.  Protests are governed by A.R.S. §§ 48-579, 580, and must be filed 


within 15 days after the last day the Resolution was published, or within 15 days 
after the posting of Notices is completed.  (Refer to statute for protest 
requirements).  Thereafter, a hearing must be held by the Town Council to hear 
the protests, see A.R.S. §§ 48-579(D), (E), 48-580(B)-(D).  Thereafter, the 
Resolution may be modified and, if the Resolution has been modified, a new 
Notice must be published and posted.  (Refer to statute for hearing requirements).  


 
d. Resolution Ordering Work.  If there are no protests, or after the hearing on the 


protests, and the District has not been rescinded, the Town may adopt a 
Resolution Ordering Work. 


 
11. Recording of District.  A.R.S. § 48-575(L).  Within ten (10) days after the Town adopts a 


Resolution of Intention to order the improvement, the resolution must be recorded with 
the Pinal County Recorder’s Office in such a way as to give notice of formation of the 
District to all property owners within the District.  Curtis, Goodwin, Sullivan, Udall & 
Schwab handles this. 


  
12. Notice to County Assessor and Department of Revenue.   A.R.S. § 42-17257. Immediately 


after the Resolution is adopted, Curtis, Goodwin, Sullivan, Udall & Schwab will forward a 
notice to the Pinal County Assessor and Arizona Department of Revenue.  Attached to each 
notice must be a certified copy of the Resolution, plus a legal description and map of the new 
street light improvement district.  


 
The Notice must be sent on or before November 1 preceding the year in which assessments 
or taxes are to be levied.   Extension of time to no later than February 15 of the year in which 
assessments or taxes are to be levied may be available under A.R.S. § 42-17257(B).  In order 
to obtain an extension, the request must be submitted to the County Assessor before 
December 31 of the year preceding the year in which assessments or taxes are to be levied. 


 
Stella Aparicio of the Arizona Department of Revenue (602-716-6843) normally will send a 
letter confirming receipt of the Resolution and reminding us to forward a copy of the 
Resolution to the County Assessor.   


 
13. Notice to Arizona Public Service Company.  Immediately after the Resolution is adopted, 


Curtis, Goodwin, Sullivan, Udall & Schwab, P.L.C. will forward a copy of the Resolution to 
Pam Buol, Outdoor Lighting, Arizona Public Service Company.   
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FROM THIS POINT ON, THE TOWN WILL BE RESPONSIBLE FOR MONITORING 
THE SLIDS, INCLUDING ASSESSMENT AND COLLECTION OF AD VALOREM 
TAXES.   
 
PROCEDURES FOR ASSESSMENT: 
 
1. Classification of SLID Tax:  A.R.S. § 42-11001 (13)(b).   The SLID tax is classified as a 


“secondary property tax.”  Therefore, it is not subject to the truth in taxation requirements.  
A.R.S. § 42-17107.  The Town also has a primary property tax, which is subject to the truth 
in taxation requirements.  Both primary and secondary property taxes are considered at once 
at the same local government budget process hearings.  


 
2. Annual Statement and Estimates.  A.R.S. §§ 48-616(C), 42-17101.  On or before the third 


Monday in July of each year, the Town Council makes annual statements and estimates of 
the expenses of the District. 


 
a. Method of Assessment.  The Town Engineer prepares a diagram showing each 


separate lot, numbered consecutively, approximate area in square feet of each lot, 
and location of the lot, and location of the lot in relation to the work proposed to 
be done.  A.R.S. § 48-589. 


 
b. Public property (federal, state, county, Town, school district, or any political 


subdivision) will be excluded from the assessment, and the total expense of the 
omitted public property lots will be assessed on the remaining lots.  A.R.S. § 48-
582(A), (B) 


 
c. The Estimate is entered upon the Council Minutes under the appropriate headings 


of the form from the Auditor General.   
 


3. Notice of Estimates.  A.R.S. § 42-17103(B).  The estimates, together with a notice that the 
Council will hold a public hearing and special meeting for the purpose of hearing taxpayers 
and making tax levies at designated times and places, shall be made available at the Florence 
Community Library and Town Hall and shall be published once a week for at least two (2) 
consecutive weeks following the tentative adoption of the estimates in the official newspaper 
of the County or Town.  (Notice may be combined with Truth in Taxation Notice). 


 
4. Hearing on the Estimates.  A.R.S. § 42-17104(A).  A public hearing and special meeting is 


held on or before the fourteenth day before the day on which the Council levies taxes as 
designated in the notice.  Any taxpayer may appear and be heard in favor of or against any 
proposed expenditure or tax levy.  (Hearing may be combined with Truth in Taxation 
Hearing). 


 
5. Adoption of Estimates.   A.R.S. § 42-17105. When the hearing is concluded, the Council 


convenes in a special meeting and finally determines and adopts estimates of the proposed 
expenditures.  These estimates constitute the budget for the Town for the current fiscal year. 
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6. Assessment/Ad Valorem Taxes.  A.R.S. § 48-616(C).   On or before the third Monday in 


August each year, the Council fixes, levies and assesses the amount to be raised by ad 
valorem taxes upon the property of the District and collective county taxes are collected.  The 
Request for Town Council Action Form and Ordinance will be prepared by the Town 
Finance Director. 


 
 


PROCEDURES FOR COLLECTION: 
 
1. Property Valuation.  A.R.S. § 42-17251(A), (B).  The County provides the Town with the 


property valuation assessed to each taxpayer.  This is the assessment and tax roll for the 
Town. 


 
2. Collection of Taxes.  A.R.S. § 42-17254(B).  The taxes, as shown on the tax roll for the 


Town, are collected by the County Treasurer at the times and in the manner provided for 
collection of state and county taxes. 


 
3. Tax Rates and Levy.  A.R.S. § 42-17253(C).   The Council computes the rates per $100.00 of 


valuation to be levied on account of each separate fund for which taxes are to be levied and 
collected, and shall create a Resolution to levy the taxes for the Town.  On or before the day 
upon which the County Board of Supervisors makes the County tax levy, the Council shall 
deliver a certified duplicate of its tax levy to the Board of Supervisors. 


 
4. County Levy.  A.R.S. § 42-17254(A).  The Board of Supervisors shall, on or before the third 


Monday in August each year, assess the amount of taxes certified to it as having been levied 
for Town purposes, designating the amount which shall be levied for such purposes on each 
$100.00 of taxable property. 


 
5. Remittance of Tax Collection to Town.  A.R.S. § 42-17255.   The County Treasurer shall pay 


to the Town Finance Director by the 15th day of each month, all monies collected for the 
previous month as taxes for the Town.  The Town shall give the County Treasurer a receipt 
for each payment made.  The County Treasurer shall retain the receipt for one year after his 
annual report to the Board of Supervisors.  The Town shall retain a copy of the receipt to be 
available for purposes of auditing the Town’s accounts. 
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1.0 Purpose 
The purpose of this policy is to emphasize and facilitate long-range financial 
planning, maintain a diversified and stable revenue base to protect the Town from 
short-term fluctuations in any one-revenue source: to link resources with results by 
identifying community needs for essential services; organize programs required to 
provide essential services; establish programs, policies and goals which define the 
nature and level of services required; identify and appropriate resources required for 
performing program activities; and set standards to measure and evaluate the output 
of program activities and accomplishments. 


2.0 Scope 
This policy affects all Elected Officials and all Town employees who have a fiscal 
responsibility in either developing or implementing programs or in managing a 
departmental budget. 


3.0 Responsibilities 
The Finance Director is responsible for the administration and enforcement of this 
policy.  Town employees who have fiscal responsibilities either in developing or 
implementing programs are responsible for following this policy. 


4.0 Policy  


4.1 Budget 


It is the policy of the Town to use a fiscal budget.  The budget will emphasize 
long-range planning and effective program management.  


4.11 Budget Schedule 


Annually the Finance Department provides a budget preparation schedule 
outlining the preparation timelines for the proposed budget.  Budget 
packages for the preparation of the budget, including forms and 
instructions, shall be distributed to the Town departments in a timely 
manner for the department’s completion.  Department Heads shall prepare 
and return their budget proposals to the Finance Department as required 
in the budget preparation schedule. 


4.12 Budget Submittal 


The Town Manager shall submit to the Town Council a proposed annual 
budget and shall execute the final budget pursuant to ARS § 42.17101 
through § 42.17105. 


4.13 Budget Administration 


The Chief Fiscal Officer (CFO) has the authority to make administrative 
adjustments to the budget as long as those changes will not have a policy 
impact nor affect budgeted year-end fund balances. The Council may 
amend the budget at any time after its adoption by majority vote. 


4.14 Balanced Budget 
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The Town will maintain a balanced budget over the fiscal period.  Ending 
fund balance (or working capital in the enterprise funds) must meet 
minimum policy levels as established in the Fund Balance Policy.  
Operating program appropriations not spent during the budgeted fiscal 
year may be carried over for specific purposes into the next fiscal year 
with the approval of the Town Manager. 


4.2 General Revenue Management 


4.21 Diversified and Stable Base 
The Town will seek to maintain a diversified and stable revenue base to 
protect it from short-term fluctuations in any one-revenue source. 


4.22 Current Revenues for Current Uses 


The Town will make all current expenditures with current revenues, 
avoiding procedures that balance current budgets by postponing needed 
expenditures, accruing future revenues, or rolling over short-term debt. 


4.23 One Time Revenues 


One-time revenues from the General Fund will be used to fund capital 
projects related to the General Fund departments and capital 
improvements, land purchases and projects, including debt services related 
to capital projects.  Enterprise Funds must utilize their own revenue 
sources for capital projects.  One-time revenues include the following but 
are not limited to: 


 
 Sales tax from private construction 
 Permitting and related fees from private construction 
 Other one-time revenues as determined by the CFO 


4.24 Interfund Transfers and Loans 


The Town has established various special revenue, capital projects, debt 
service and enterprise funds to account for revenues whose use should be 
restricted to certain activities.  Accordingly, each fund exists as a separate 
financing entity from other funds, with its own revenue sources, 
expenditures, and fund equity.   


4.241 Any transfers between funds for operating purposes are clearly set 
forth in the annual budget, and can only be made by the Finance 
Director in accordance with the adopted budget.  These operating 
transfers, under which financial resources are transferred from one 
fund to another, are distinctly different from interfund borrowings, 
which are usually made for temporary cash flow reasons, and are 
not intended to result in a transfer of financial resources by the end 
of the fiscal year.  In summary, interfund transfers result in a 
change in fund equity; interfund borrowings do not, as the intent is 
to repay the loan in the near term. 
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From time to time, interfund borrowings may be appropriate; 
however, borrowings are subject to the following criteria in ensuring 
that the fiduciary purpose of the fund is met. 


4.2411 The Finance Director is authorized to approve temporary 
interfund borrowings for cash flow purposes whenever the 
cash shortfall is expected to be resolved within 45 days. 


4.2412 Any other interfund borrowings for cash flow or other 
purposes require case-by-case approval by the Council. 


4.2413 Any transfers between funds where reimbursement is not 
expected within one fiscal year shall not be recorded as 
interfund borrowings; they shall be recorded as interfund 
operating transfers that affect equity by moving financial 
resources from one fund to another. 


4.3 Reporting 


4.31 Annual Reporting 


The Town will contract a qualified independent Certified Public Accountant 
to perform an annual audit.  The Town will strive for an unqualified 
auditor’s opinion.  The Town will use Generally Accepted Accounting 
Principles in preparing its annual financial statements, and will strive to 
meet the requirements of the Government Finance Officers Association’s 
Award for Excellence in Financial Reporting Program.  The Town will 
issue audited financial statements within 180 days following fiscal year-
end. 


4.32 Mid-Year Budget Reviews 


The Council will formally review the Town’s fiscal condition, and amend 
appropriations if necessary, six months after the beginning of each fiscal 
year. 


4.33 Interim Reporting 


The Town will prepare and issue timely interim reports on the Town’s 
fiscal status to the Council and staff.  This includes monthly financial 
reports to the Council and Department Heads. 


4.34 Goal Status Reports 


The status of major program objectives will be formally reported to the 
Council on an ongoing, periodic basis. 


4.4 Enterprise Funds 


4.41 Water, Sewer, and Sanitation 


The Town will set up utility enterprise fund fees and rates for the 
purpose of accounting for operations that are financed and operated in 
a manner similar to business enterprises. It is the intent of Council that 
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all costs (expenses, including depreciation, of providing goods and 
services) to the general public on a continuing basis be financed or 
recovered primarily through user charges.  The periodic determination 
of revenues earned, expenses incurred, and/or net income is 
appropriate for capital maintenance/projects, public policy, 
management control, accountability, or other purposes. 


4.42 Allocation of Support Services 


Centralizing support services provides efficiency to areas of a 
municipality including utilities by eliminating the duplication of functions.  
Through a system of cost allocation, the costs for these services are 
distributed to the appropriate funds.  Proper cost allocations are 
necessary to set utility rates. 


4.43 Enterprise Fund Objectives 


The Town’s objective is to equitably distribute the cost for services to 
the end user.  The projected revenue raised from user fees allows 
much of the cost of services to be taken off the property tax levy. 


4.44 Ongoing Rate Review 


The Town will review and adjust enterprise fees and rate structures as 
required to ensure that they remain appropriate and equitable. 


4.5 Revenue Distribution 


4.51 Distribution Standards 


The Council recognizes that Generally Accepted Accounting Principles for 
state and local governments discourage the “ear-marking” of General 
Fund revenues, and accordingly, the practice of designating General Fund 
revenues for specific programs should be minimized in the Town’s 
management of its fiscal affairs.  Approval of the following revenue 
distribution standards does not prevent the Council from directing General 
Fund resources to other functions and programs as necessary.  


4.52 Shared Revenues 


4.521 State Transaction Privilege Tax (Sales Tax):    There is no 
restriction on the expenditures of these revenues. 


4.522 State Income Tax: There is no restriction on the expenditure of 
these funds, except that they must be expended for a municipal 
purpose. 


4.523 Highway User Revenues: One-half of the monies the Town 
receives are distributed on the basis of municipality’s population in 
relation to the population of all incorporated cities and towns in the 
State according to the most recent census.  The remaining half is 
allocated to the county of origin.  No more than one half of the prior 
year’s Highway User Revenue Fund (HURF) can be used for debt 
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service (A.R.S. § 48-689). There is a State constitution restriction 
on the use these funds solely for street and highway purposes. 


4.524 Vehicle License Tax:  The only stipulation on the use of this 
revenue is that it must be expended for a public use. 


4.525 Transportation Excise Tax:  The tax is to be used solely for highway 
and streets purposes: the design, right-of-way acquisitions and 
construction, reconstruction, maintenance repair and roadside 
development of county, city and town roads, streets and bridges.  It 
may also be used to pay principal, interest, redemption premiums 
and bond related costs, acquisition of land, and construction of 
highways, roads, streets and bridges.   


4.526 Property Taxes 


The Town has a primary property tax.  The tax is levied on an 
annual basis during the budget process.  The tax is based upon the 
net assessed valuation provided by the Pinal County Assessor.  


4.5261 Community Facility District: This is a Levy ad valorem tax 
for debt service payments.  The tax is levied upon the net 
assessed valuation of the properties within the District. 


4.5262 Streetlight Improvement Districts:  This is a Levy ad 
valorem tax for operation and maintenance and 
administrative fees.  The tax is levied upon the net 
assessed valuation of the properties within the District. 


4.527 Transaction Privilege Tax 


The Town adopted a transaction privilege tax of two percent per 
Ordinance No. 20. An additional two percent bed tax was imposed 
on January 1,1993 per Council motion on December 21,1992 and 
an additional two percent tax was imposed on March 1, 2006 for 
construction contracting activities for a total of four percent per 
Ordinance No. 412-05.  The Arizona Department of Revenue 
collects taxes for the Town of Florence and remits the taxes on an 
intermittent basis.  Monies derived from the collection of the tax 
provide funding for the General Fund and funding for capital related 
projects. 


4.528 Construction Tax 


Monies derived from collection of the construction tax by 
governmental agencies shall be earmarked for community facilities 
construction as per Ordinance No. 118A.  


4.529 Food Sales Tax 


Monies derived from collection of the two percent sales tax on food 
sales is earmarked for improvement to recreation grounds and 
facilities as per Ordinance No. 117. 
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4.6 Investments 


4.61 Investment Objective 


The Town’s primary investment objective is to achieve a reasonable 
rate of return while minimizing the potential for capital losses arising 
from market changes or issuer default.  Accordingly, the following 
factors will be considered in priority order in determining individual 
investment placements: 
 
 Safety 
 Liquidity 
 Yield 


4.62 Selecting Maturity Dates 


The Town will strive to keep all idle cash balances fully invested 
through daily projections of cash flow requirements.  To avoid forced 
liquidations and losses of investment earnings, cash flow and future 
requirements will be the primary consideration when selecting 
maturities. 


4.63 Diversification 


As the market and the Town’s investment portfolio change, care will be 
taken to maintain a healthy balance of investment types and maturities. 


4.64 Authorized Investments 


The Town will invest only in those investments authorized by the 
Arizona Revised Statutes Title 35.  The Town will not invest in stock, 
will not speculate, and will not deal in futures or options.  The 
investment market is highly volatile and continually offers new and 
creative opportunities for enhancing interest earnings.  Accordingly, the 
Town will thoroughly investigate any new investment vehicles before 
committing Town funds to them. 


4.65 Authorized Institutions 


Current financial statements will be maintained for each institution in 
which cash is invested.  Investments will be limited to 10% percent of 
the total net worth of any institution and may be reduced further or 
refused altogether if an institution’s financial situation becomes 
unhealthy. 


4.66 Consolidated Portfolio 


In order to maximize yields from its overall portfolio, the Town will 
consolidate cash balances from all funds for investment purposes, and 
will allocate investment earnings to each fund in accordance with 
Generally Accepted Accounting Principles. 


4.67 Safekeeping 
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Ownership of the Town’s investment securities will be protected through 
third-party custodial safekeeping.   


4.68 Investment Management Plan 


The Town will develop and maintain an Investment Management Plan 
that addresses the Town’s administration of its portfolio, including 
investment strategies, practices, and procedures. 


4.69 Investment Oversight Committee 


This committee is responsible for reviewing the Town’s portfolio on an 
ongoing basis to determine compliance with the Town’s investment 
policies and for making recommendations regarding investment 
management practices.  Members include the Town Manager or 
designee, Finance Director, and the Town’s Financial Advisor. 


4.610 Reporting 


The Finance Director will develop and maintain a comprehensive, well-
documented investment reporting system.  This reporting system will 
provide the Council and the Investment Oversight Committee with 
appropriate investment performance information. 


4.7 Expenditure Limitation 


4.71 Establishing Expenditure Limitation 


The Council will annually adopt a resolution establishing the Town’s 
expenditure limit calculated in accordance with Article IX, of the 
Constitution of the State of Arizona, Section 20 of the State of Arizona 
Government Code, and any other voter approved amendments or State 
legislation that affect the Town’s expenditure limit. 


4.72 Supporting Documents 


The supporting documentation used in calculating the Town’s 
expenditure limit and projected expenditures subject to the limit will be 
available for public and Council review at least 10 days before Council 
consideration of a resolution to adopt an expenditure limit.  The Council 
will generally consider this resolution in connection with final approval of 
the budget. 


4.73 Legislative Activities 


The Town will actively support legislation or initiatives sponsored or 
approved by the League of Arizona Cities and Towns that would modify 
the Arizona Constitution in a manner, which would allow the Town to 
retain projected tax revenues resulting from growth in the local 
economy for use as determined by the Council. 


4.8 Capital Financing and Debt Financing 


4.81 Use of Debt Financing 







 
BUDGET AND FISCAL POLICY   PAGE 11 OF 29 


The Town will consider the use of debt financing only for one-time 
capital improvement projects and only under the following 
circumstances: 


4.811 When the project’s useful life will exceed the term of the 
financing. 


4.812 When project revenues or specific resources will be sufficient 
to service the long-term debt. 


4.82 Inappropriate Uses 


Debt financing will not be considered appropriate for any recurring 
purpose such as current operating and maintenance expenditures.  The 
issuance of short-term instruments such as revenue, tax, or bond 
anticipation notes is excluded from this limitation. 


4.83 Capital Improvements 


Capital improvements will be financed primarily through user fees, 
service charges, assessments, special taxes, or developer agreements 
when benefits can be specifically attributed to users of the facility.  
Accordingly, development impact fees should be created and 
implemented at levels sufficient to ensure that new development pays 
its fair share of the cost of constructing necessary community facilities.  


4.84 Transportation Impact Fees 


Transportation impact fees are a major funding source in financing 
transportation system improvements; however, revenues from these 
fees are subject to significant fluctuation based on the rate of new 
development.  Accordingly, the following guidelines will be followed in 
designing and building projects funded with transportation impact fees. 


4.841 The availability of transportation impact fees in funding a 
specific project will be analyzed on a case-by-case basis as 
plans and specifications or contract awards are submitted for 
Town Manager or Council approval. 


4.842 If adequate funds are not available at that time, the Council 
will make one of two determinations: 


4.8421 Defer the project until funds are available. 


4.8422 Based on the high-priority of the project, advance 
funds from the General Fund, which will be 
reimbursed as soon as funds become available.  
Repayment of General Fund advances will be the 
first use of transportation impact fee funds when 
they become available. 


4.85 Pay-As-You Go Criteria 
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The Town will use the following criteria to evaluate pay-as-you-go 
versus long-term financing in funding capital improvements: 


4.851 Pay-As-You-Go Financing 


4.8511 Current revenues and adequate fund balances are 
available or project phasing is used. 


4.8512 Existing debt levels adversely affect the Town’s 
credit rating. 


4.8513 Market conditions are unstable or present 
difficulties in marketing. 


4.852 Long-Term Financing 


4.8521 Revenues available for debt service are deemed 
sufficient and reliable so that long-term financings 
can be marketed with investment grade credit 
rating. 


4.8522 The project securing the financing supports an 
investment grade credit rating. 


4.8523 Market conditions present favorable interest rates 
and demand for Town financings. 


4.8524 A project is mandated by state or federal 
requirements, and resources are insufficient or 
unavailable. 


4.8525 The project is immediately required to meet or 
relieve capacity needs and current resources are 
insufficient or unavailable. 


4.8526 The life of the project or asset to be financed is 10 
years or longer. 


4.9 Debt Management 


The Town will not obligate the General Fund to secure long-term financings 
except when marketability can be significantly enhanced.  An internal feasibility 
analysis will be prepared for each long-term financing, which analyzes the 
impact on current and future budgets for debt service and operations.  This 
analysis will also address the reliability of revenues to support debt service. 


4.91 Competitive Basis 


The Town will generally conduct financings on a competitive basis.  
However, negotiated financings may be used due to market volatility or 
the use of an unusual or complex financing or security structure.  The 
Town will seek an investment grade rating (BAA/BBB or greater) on 
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any direct debt and will seek credit enhancements such as letters of 
credit or insurance when necessary for marketing purposes, availability 
and cost-effectiveness. 


4.92 Monitor Debt 


The Town will monitor all forms of debt annually coincident with the 
Town’s Financial Plan preparation and review process and report 
concerns and remedies, if needed, to the Council. The Town will 
diligently monitor its compliance with bond covenants and ensure its 
adherence to Federal arbitrage regulations. 


4.93 Communications 


The Town will maintain good, ongoing communications with bond 
rating agencies about its financial condition.  The Town will follow a 
policy of full disclosure on every financial report and bond prospectus 
(Official Statement). 


4.10 Debt Capacity 


4.101 General Purpose Debt Capacity 


The Town will carefully monitor its levels of general-purpose debt.  
Because our general-purpose debt capacity is limited, it is important that 
we only use general-purpose debt financing for high-priority projects, 
where we cannot reasonably use other financing methods, for two key 
reasons: 


4.1011 Funds borrowed for a project today are not available to fund 
future projects. 


4.1012 Funds committed for debt repayment today are not available to 
fund future operations. 


4.102 Evaluating Dept Capacity 
In evaluating debt capacity, general-purpose annual debt service 
payment should generally not exceed 10% of General Fund revenues.  
Further, direct debt will not exceed two percent of assessed valuation; 
and no more than 60% of capital improvement outlays will be funded 
from long-term financings. 


4.103 Enterprise Fund Debt Capacity 


The Town will set enterprise fund rates at levels needed to fully cover 
debt service requirements as well as operations, maintenance, 
administration and capital improvement costs.  The ability to afford new 
debt for enterprise operations will be evaluated as an integral part of the 
Town’s rate review and setting process.  


4.11 Independent Disclosure Counsel 
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The following criteria will be used on a case-by-case basis in determining 
whether the Town should retain the services of an independent disclosure 
counsel in conjunction with specific project financings. 


4.111 Independent Disclosure Counsel Not Retained 


The Town will generally not retain the services of an independent 
disclosure counsel when all of the following circumstances are present: 


4.1111 The revenue source for repayment is under the management 
or control of the Town, such as General Obligation Bonds, 
Revenue bonds, Lease-Revenue Bonds, or Certificates of 
Participation. 


4.1112 The bonds will be rated or insured. 


4.112 Independent Disclosure Council Retained 


The Town will consider retaining the services of an independent 
disclosure counsel when one or more of the following circumstances 
are present: 


4.1121 The financing will be negotiated and the underwriter has not 
separately engaged an underwriter’s counsel for disclosure 
purposes. 


4.1122 The revenue source for repayment is not under the 
management or control of the Town, such as land-based 
assessment districts, tax allocation bonds, or conduit 
financings. 


4.1123 The bonds will not be rated or insured. 


4.1124 The Town’s financial advisor, bond counsel, or underwriter 
recommends that the Town retain an independent disclosure 
counsel based on the circumstances. 


4.12 Land-Based Financings 


4.121 Public Purpose 


There will be a clearly articulated public purpose in forming an 
assessment or special tax district in financing public infrastructure 
improvements.  This should include a finding by the Council as to why 
this form of financing is preferred over other funding options such as 
impact fees, reimbursement agreements, or direct developer 
responsibility for the improvements. 


4.122 Active Role 


Even though land-based financings may be a limited obligation of the 
Town, the Town will play an active role in managing the district.  This 
means that the Town will select and retain the financing team, including 
the financial advisor, bond counsel, trustee, appraiser, disclosure 
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counsel, assessment engineer, and underwriter.  Any costs incurred by 
the Town in retaining these services will generally be the responsibility 
of the property owner(s) or developer(s), and will be advanced via a 
deposit when an application is filed; or will be paid on a contingency fee 
basis from the proceeds from the bonds. 


4.123 Credit Quality 


When a developer requests a district, the Town will carefully evaluate 
the applicant’s financial plan and ability to carry the project, including 
the payment of assessments and special taxes during build-out.  This 
may include detailed background, credit and lender checks, and the 
preparation of independent appraisal reports and market absorption 
studies.  For districts where one property owner accounts for more than 
25% of the annual debt service obligation, a letter of credit further 
securing the financing may be required. 


4.124 Reserve Fund 


A reserve fund should be established in the lesser amount of: maximum 
annual debt service; 125% of the annual average debt service; or 10% 
of the bond proceeds   or as instructed in the debt service covenants. 


4.125 Value-to-Debt-Ratios 


The minimum value-to-date ratio should generally be three to one.  This 
means the value of the property in the district, with the public 
improvements, should be at least four times the amount of the 
assessment or special tax debt.  In special circumstances, after 
conferring and receiving the concurrence of the Town’s financial advisor 
and bond counsel that a lower value-to-debt ratio is financially prudent 
under the circumstances, the Town may consider allowing a value-to-
debt ratio of three to one.  The Council should make special findings in 
this case. 


4.126 Capitalized Interest During Construction 


Decisions to capitalize interest will be made on a case-by-case basis, 
with the intent that if allowed, it should improve the credit quality of the 
bonds and reduce borrowing costs, benefiting both current and future 
property owners. 


4.127 Maximum Burden 


Annual assessments (or special taxes in the case of special districts) 
should generally not exceed one percent of the sales price of the 
property; and total property taxes, special assessments and special 
taxes payments collected on the tax roll should generally not exceed 
two percent. 


4.128 Benefit Apportionment 


Assessments and special taxes will be apportioned according to a 
formula that is clear, understandable, equitable and reasonably related 
to the benefit received by - or burden attributed to - each parcel with 
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respect to its financed improvement.  Any annual escalation factor 
should generally not exceed two percent. 


4.129 Special Tax District Administration 


The total maximum annual tax should not exceed 110% of annual debt 
service.  The rate and method of apportionment should include a back-
up tax in the event of significant changes from the initial development 
plan, and should include procedures for prepayments. 


4.1210 Foreclosure Covenants 


In managing administrative costs, the Town will establish minimum 
delinquency amounts per owner, and for the district as a whole, on a 
case-by-case basis before initiating foreclosure proceedings (A.R.S. § 
48-601). 


4.1211 Disclosure to Bondholders 


In general, each property owner who accounts for more than 10% of the 
annual debt service or bonded indebtedness must provide ongoing 
disclosure information annually as described under Security Exchange 
Commission Rule 15(c)-12. 


4.1212 Disclosure to Prospective Purchasers 


Full disclosure about outstanding balances and annual payment should 
be made by the seller to prospective buyers at the time that the buyer 
bids on the property.  It should not be deferred to after the buyer has 
made the decision to purchase.  When appropriate, applicants or 
property owners may be required to provide the Town with a disclosure 
plan. 


4.13 Conduit Financings 


4.131 Criteria 
The Town will consider requests for conduit financing on a case-by-
case basis using the following criteria: 


4.1311 The Town’s Bond Counsel will review the terms of the 
financing, and render an opinion that there will be no liability 
to the Town in issuing the bonds on behalf of the applicant. 


4.1312 There is a clearly articulated public purpose in providing the 
conduit financing. 


4.1313 The applicant is capable of achieving this public purpose. 


4.132 Two Step Process 


The review of requests for conduit financing will generally be a two-step 
process. 
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4.1321 Ask the Council if they are interested in considering the 
request, and establishing the ground rules for evaluating it. 


4.1322 Return to Council with the results of the evaluation, and 
recommend approval of appropriate financing documents if 
warranted. 


4.1323 This two-step approach ensures that the issues are clear for 
both the Town and applicant, and that key policy questions 
are answered.  The work scope necessary to address these 
issues will vary from request to request, and will have to be 
determined on a case-by-case basis.  Town should be fully 
reimbursed for its costs in evaluating the request. 


4.14 Refinancing 


4.141 General Guidelines 


Periodic reviews of all outstanding debt will be undertaken to determine 
refinancing opportunities.  Refinancing will be considered (within federal 
tax law constraints) under the following conditions: 


4.1411 There is a net economic benefit. 


4.1412 It is needed to modernize covenants that are adversely 
affecting the Town’s financial position or operations. 


4.1413 The Town wants to reduce the principal outstanding in order 
to achieve future debt service savings, and it has available 
working capital to do so from other sources. 


4.142 Standards for Economic Savings 


In general, refinancing for economic savings will be undertaken 
whenever net present value savings of at least five percent of the 
refunded debt can be achieved. 


4.1421 Refinancing that produces net present value savings of less 
than five percent will be considered on a case-by-case basis, 
provided that the present value savings are at least three 
percent of the refunded debt. 


4.1422 Refinancing with savings of less than three percent or with 
negative savings, will not be considered unless there is a 
compelling public policy objective. 


4.15 Human Resource Management 


4.151 Regular Staffing 


The budget will fully appropriate the resources needed for authorized 
regular staffing. 
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4.1511 Regular employees will be the core work force and the 
preferred means of staffing ongoing, year-round program 
activities that should be performed by full-time Town 
employees rather than independent contractors.  The Town 
will strive to provide competitive compensation and benefit 
schedules for its authorized regular work force.  Each regular 
employee will fill an authorized regular position. 


4.1512 To manage the growth of the regular work force and overall 
staffing costs, the Town will follow these procedures: 


4.15121 The Council will authorize all regular positions. 


4.15122 All requests for additional regular positions will 
include evaluations of: 


 The justification for an additional position. 
 Staffing and material costs including salary, 


benefits, equipment, uniforms, clerical support 
and facilities. 


 The ability of private industry to provide the 
proposed service. 


 Additional revenues or cost savings which may 
be realized. 


4.1513 Periodically programs will be evaluated to determine if they 
can be accomplished with fewer regular employees. 


4.1514 Staffing and contract service cost ceilings will limit total 
expenditures for regular employees, temporary employees, 
and independent contractors hired to provide operating and 
maintenance services. 


4.152 Productivity 


The Town will constantly monitor and review the methods of operation 
to ensure that services continue to be delivered in the most cost-
effective manner possible.  This review process encompasses a wide 
range of productivity evaluation processes, including: 


4.1521 Analyzing systems and procedures to identify and remove 
unnecessary review requirements. 


4.1522 Evaluating the ability of new technologies and related capital 
investments to improve productivity. 


4.1523 Developing and implementing appropriate methods of 
recognizing and rewarding exceptional employee 
performance. 


4.1524 Evaluating the ability of the private sector to perform the 
same level of service at a lower cost. 
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4.1525 Periodic reviews of operations on a systematic, ongoing 
basis. 


 
4.153 Surety, Contract or Performance Bond Repository 


All original surety, contract or performance bonds are forwarded to the 
Finance Director.  Upon completion of the contract period, the bonds 
will either be returned to the issuer or cancelled and filed according to 
the records retention schedule.  


5.0 Town-Wide Procedures 


5.1 User Fee Cost Recovery 


5.11 Ongoing Review 
Cost analysis should be performed for all services in order to determine if 
fees collected are covering cost of service.  Fees will be reviewed and 
updated on an ongoing basis to ensure that they keep pace with changes 
in the cost-of-living as well as changes in methods or levels of service 
delivery. In implementing this goal, a comprehensive analysis of Town 
costs and fees should be made at least every five years.  In the interim, 
fees will be adjusted by annual changes in the Consumer Price Index.  
Fees may be adjusted during this interim period based on supplemental 
analysis whenever there have been significant changes in the method, 
level or cost of service delivery. 


5.12 User Fee Cost Recovery Levels 


In setting user fees and cost recovery levels, the following factors will be 
considered: 


5.121 Community-Wide versus Special Benefit 
The level of user fee cost recovery should consider the community-
wide versus special service nature of the program or activity.  The 
use of general-purpose revenues appropriate for community-wide 
services, while user fees are appropriate for services that are of 
special benefit to easily identified individuals or groups. 


5.122 Service Recipient versus Service Driver 


After considering community-wide versus special benefit of the 
service, the concept of service recipient versus service driver 
should also be considered.  For example, it could be argued that 
the applicant is not the beneficiary of the Town’s development 
review efforts: the community is the primary beneficiary; however, 
the applicant is the driver of development review costs, and as 
such, cost recovery from the applicant is appropriate. 


5.123 Effect of Pricing on the Demand for Services 


The level of cost recovery and related pricing of services can 
significantly affect the demand and subsequent level of services 
provided.  At full cost recovery, this has the specific advantage of 
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ensuring that the Town is providing services for which there is 
genuinely a market that is not overly stimulated by artificially low 
prices.  Conversely, high levels of cost recovery will negatively 
affect the delivery of services to lower income groups.  This 
negative feature is especially pronounced, and works against public 
policy, if the services are specifically targeted to low income 
groups. 


5.124 Feasibility of Collection and Recovery 
Although it may be determined that a high level of cost recovery 
may be appropriate for specific services, it may be impractical or 
too costly to establish a system to identify and charge the user.  
Accordingly, the feasibility of assessing and collecting charges 
should also be considered in developing user fees, especially if 
significant program costs are intended to be financed from that 
source. 


5.13 Low Cost Recovery Levels 


Very low cost recovery levels are appropriate under the following 
circumstances: 


5.131 There is no intended relationship between the amount paid and the 
benefit received.  Almost all “social service” programs fall into this 
category as it is expected that one group will subsidize another. 


5.132 Collecting fees is not cost effective or will significantly affect the 
efficient delivery of the service. 


5.133 There is no intent to limit the use of (or entitlement to) the service.  
Again, most “social service” programs fit into this category as well 
as many public safety (police and fire) emergency response 
services. Historically, access to neighborhood and community 
parks would also fit into this category. 


5.134 The service is non-recurring, generally delivered on a “peak 
demand” or emergency basis, cannot reasonably be planned for on 
an individual basis, and is not readily available from a private sector 
source.  Many public safety services also fall into this category. 


5.135 Collecting fees would discourage compliance with regulatory 
requirements and adherence is primarily self-identified, and as 
such, failure to comply would not be readily detected by the Town.  
Many small-scale licenses and permits might fall into this category. 


5.14 High Cost Recovery Levels 


The use of service charges as a major source of funding service levels is 
especially appropriate under the following circumstances: 


5.141 The service is similar to services provided through the private 
sector. 
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5.142 Other private or public sector alternatives could or do exist for the 
delivery of the service. 


5.143 For equity or demand management purposes, it is intended that 
there be a direct relationship between the amount paid and the 
level and cost of the service received. 


5.144 The use of the service is specifically discouraged.  Police 
responses to disturbances or false alarms might fall into this 
category. 


5.145 The service is regulatory in nature and voluntary compliance is not 
expected to be the primary method of detecting failure to meet 
regulatory requirements.  Building permit, plan checks, and 
subdivision review fees for large projects would fall into this 
category. 


5.15 General Concepts Regarding the Use of Service Charges 


The following general concepts will be used in developing and 
implementing service charges: 


5.151 Revenues should not exceed the reasonable cost of providing the 
service. 


5.152 Cost recovery goals should be based on the total cost of delivering 
the service, including direct costs, departmental administration 
costs, and organization-wide support costs such as accounting, 
personnel, data processing, vehicle maintenance, and insurance. 


5.153 The method of assessing and collecting fees should be as simple 
as possible in order to reduce the administrative cost of collection. 


5.154 Rate structures should be sensitive to the market for similar 
services as well as to smaller, infrequent users of the service. 


5.155 A unified approach should be used in determining cost recovery 
levels for various programs based on the factors discussed above. 


5.16 Low Cost-Recovery Services 


Based on the criteria discussed above, the following types of services 
should have very low cost recovery goals.  In selected circumstances, 
there may be specific activities within the broad scope of services 
provided that should have user charges associated with them; however, 
the primary source of funding for the operation as a whole should be 
general-purpose revenues, not user fees. 


5.161 Delivering public safety emergency response services such as 
police patrol services and fire suppression. 
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5.162 Maintaining and developing public facilities that are provided on a 
uniform, community-wide basis such as streets, parks, and general-
purpose buildings. 


5.163 Providing social service programs and economic development 
activities. 


5.17 Recreation Programs 


The following cost recovery policies apply to the Town’s recreation 
programs: 


5.171 Cost recovery for activities directed to adults should be relatively 
high. 


5.172 Cost recovery for activities directed to youth and seniors should be 
relatively low.  In those circumstances where services are similar to 
those provided in the private sector, cost recovery levels should be 
higher. 


5.173 Although ability to pay may not be a concern for all youth and 
senior participants, these are desired program activities, and the 
cost of determining need may be greater than the cost of providing 
a uniform service fee structure to all participants.  Further, there is a 
community-wide benefit in encouraging high-levels of participation 
in youth and senior recreation activities regardless of financial 
status. 


5.174 Cost recovery goals for recreation activities are set as follows: 


5.1741 High Range Cost Recovery Activities (60% to 100%) 


 Classes (Adult and Youth) 
 Day care services 
 Adult athletics (volleyball, basketball, softball, lap swim) 
 Facility rentals  


5.1742 Mid Range Recover Activities (30% to 60%) 


 Special events 
 Youth sports 
 Baseball 
 Swim lessons 
 Outdoor facility and equipment rentals 


5.1743 Low Range Cost Recovery Activities (0 to 30%) 


 Public swim 
 Special swim classes 
 Library  
 Teen services  
 Senior services 
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5.175 For cost recovery activities of less than 100%, there should be a 
differential in rates between residents and non-residents.  However, 
the Parks and Recreation Director is authorized to reduce or 
eliminate non-resident fee differentials when it can be 
demonstrated that: 


5.1751 The fee is reducing attendance, and 


5.1752 There are no appreciable expenditure savings from the 
reduced attendance. 


5.176 Charges will be assessed for use of rooms, pools, gymnasiums, 
ball fields, special-use areas, and recreation equipment for 
activities not sponsored or co-sponsored by the Town.  Such 
charges will generally conform to the fee guidelines described 
above.  However, the Parks and Recreation Director is authorized 
to charge fees that are closer to full cost recovery for facilities that 
are heavily used at peak times and include a majority of non-
resident users. 


5.177 A vendor charge of at least 10 percent of gross income will be 
assessed from individuals or organizations using Town facilities for 
moneymaking activities. 


5.178 The Parks and Recreation Director is authorized to offer reduced 
fees such as introductory rates, family discounts and coupon 
discounts on a pilot basis (not to exceed 18 months) to promote 
new recreation programs or resurrect existing ones. 


5.179 The Parks and Recreation Department will consider waiving fees 
only when the Town Manager determines in writing that an undue 
hardship exists. 


5.18 Development Review Program 


The following cost recovery policies apply to the development review 
programs: 
 
 Planning (planned development permits, tentative tract and parcel 


maps, re-zonings, general plan amendments, variances, use permits) 
 Building and Safety (building permits, structural plan checks, 


inspections) 
 Engineering (public improvement plan checks, inspections, subdivision 


requirements, encroachments) 
 Fire Plan Check 


5.181 Cost recovery for these services should generally be very high.  In 
most instances, the Town’s recovery goal should be 100%.  
However, in charging high cost recovery levels, the Town needs to 
clearly establish and articulate standards for its performance in 
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reviewing developer applications to ensure that there is “value for 
cost”. 


5.19 Comparability with Other Communities 


In setting user fees, the Town will consider fees charged by other 
agencies in accordance with the following criteria: 


5.191 Surveying the comparability of the Town’s fees to other 
communities provides useful background information in setting fees 
for several reasons: 


 
 They reflect the market for these fees and can assist in 


assessing the reasonableness of Florence’s fees. 
 
 If prudently analyzed, they can serve as a benchmark for how 


cost-effectively Florence provides its services. 


5.192 Fee surveys should never be the sole or  primary criteria in setting 
Town fees as there are many factors that affect how and why other 
communities have set their fees at their levels.  For example: 


5.1921 What level of cost recovery is their fee intended to achieve 
compared with our cost recovery objectives? 


5.1922 What costs have been considered in computing the fees? 


5.1923 When was the last time that their fees were 
comprehensively evaluated? 


5.1924 What level of service do they provide compared with our 
service or performance standards? 


5.1925 Is their rate structure significantly different than ours and 
what is it intended to achieve? 


5.193 These can be very difficult questions to address in fairly evaluating 
fees among different communities.  As such, the comparability of 
Town fees to other communities should be one factor among many. 


5.2 Capital Improvement Management (CIP) 


5.21 CIP Projects 


A capital project is defined as a project of a nonrecurring nature with a 
cost of $10,000 or more and an estimated service life of 10 years or 
more.  This definition is intended to exclude such items as painting and 
slurry sealing of parking lots; however, it would include the repaving of 
parking lots.  Additionally, it is intended to exclude such items as light 
poles or playground equipment whose individual replacement costs 
would be less than $10,000 but when aggregated would cost more than 
$10,000.  The exception to that $10,000 base cost would be when the 
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total of all replacement items is greater than $50,000.  Multiple police 
patrol cars would be excluded because the estimated service life is less 
than 10 years.  If items which would normally be excluded were part of 
a larger project, then all such items would be considered as capital 
when presented as a single project.  Major renovations of existing 
facilities that cost more than $10,000 may be submitted for 
consideration as a capital project.  Maintenance of existing facilities, 
however, should not be included in capital improvement plan requests.  
Requests for the funding of maintenance projects should be included in 
the appropriate operating budget.  Contracts for professional services 
would be excluded, unless such services relate to a project that would 
be included. 
 
Construction projects and equipment purchases which cost $10,000 or 
more will be included in the CIP; minor capital outlays of less than 
$10,000 will be included with the operating program budgets. 


5.22 CIP Purpose 


The purpose of the CIP is to systematically plan, schedule, and finance 
capital projects to ensure cost-effectiveness as well as conformance 
with established policies.  The CIP is a seven-year plan organized into 
the same functional groupings used for the operating programs.  The 
CIP will reflect a balance between capital replacement projects that 
repair, replace, or enhance existing facilities, equipment, or 
infrastructure; and capital facility projects that significantly expand or 
add to the Town’s existing fixed assets. 


5.23 Project Manager 
Every CIP project will have a project manager who will prepare the 
project proposal, ensure that required phases are completed on 
schedule, authorize all project expenditures, ensure that all regulations 
and laws are observed, and periodically report project status. 


5.24 CIP Review Committee 


The Budget Committee serves as the CIP Review Committee.  The 
Committee reviews project proposals, determines project phasing, 
review, and evaluate the draft CIP project progress annually as part of 
the budget process.  


5.25 CIP Phases 


The CIP will emphasize project planning, with projects progressing 
through at least two and up to ten of the following phases: 


5.251 Designate 


Appropriates funds based on projects designated for funding by 
the Council through adoption of the Financial Plan. 


5.252 Study 
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Concept design, site selection, feasibility analysis, schematic 
design, environmental determination, property appraisals, 
scheduling, grant application, grant approval, specification 
preparation for equipment purchases. 


5.253 Environmental Reviews 


Environmental Impact Review preparation or other 
environmental studies required. 


5.254 Real Property Acquisitions 


Property acquisition for projects, if necessary. 


5.255 Site Preparation 


Demolition, hazardous materials abatements, other pre-
construction work. 


5.256 Design 


Final design, plan and specification preparation and 
construction cost estimation. 


5.257 Construction Contracts 


5.258 Construction Management 


Contract project management and inspection, soils and material 
tests, other support services during construction.   


5.259 Equipment Acquisitions  


Vehicles, heavy machinery, computers, office furnishings, other 
equipment items acquired and installed independently from 
construction contracts. 


5.2510 Debt Service 


Installment payments of principal and interest for completed 
projects funded through debt financings.  Expenditures for this 
project phase are included in the Debt Service section of the 
Financial Plan.  Generally, it will become more difficult for a 
project to move from one phase to the next.  As such, more 
projects will be studied than will be designed, and more projects 
will be designed than will be constructed or purchased during 
the term of the CIP. 


5.2511 CIP Appropriation 


The Town’s annual CIP appropriation for study, design, 
acquisition, and/or construction is based on the projects 
designated by the Council through adoption of the Financial 
Plan.  Adoption of the Financial Plan CIP appropriation does not 
automatically authorize funding for specific project phases.  This 
authorization generally occurs only after the preceding project 
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phase has been completed and approved by the Council and 
costs for the succeeding phases have been fully developed. 
 
Accordingly, project appropriations are generally made when 
contracts are awarded.  If project costs at the time of bid award 
are less than the budgeted amount, the balance will be un-
appropriated and returned to fund balance or allocated to 
another project.  If project costs at the time of bid award are 
greater than budget amounts, five basic options are available: 


5.25111 Eliminate the Project 


5.25112 Defer the project for consideration to the next 
Financial Plan period. 


5.25113 Re-scope or change the phasing of the project to 
meet the existing budget. 


5.25114 Transfer funding from another specified, lower priority 
project. 


5.25115 Appropriate additional resources as necessary from 
fund balance. 


5.2512 CIP Budget Carryover 


Appropriations for CIP projects lapse three years after 
budget adoption.  Projects that lapse from lack of project 
account appropriations may be resubmitted for inclusion in a 
subsequent CIP.  Project accounts, which have been 
appropriated, will not lapse until completion of the project 
phase. 


5.2513 Program Objectives 
Project phases will be listed as objectives in the program 
narratives of the programs, which manage the projects. 
 


6.0 Definitions  
Chief Fiscal Officer:  The Town Manager is the Chief Fiscal Officer. 


Carryover: Carryover refers to year-end savings that can be carried forward into the 
next fiscal year to cover any one-time expenses such as supplies, equipment, or 
special contracts. 


Expenditure:  Expenditures represent a decrease in fund resources or, stated 
simply, a recorded expense. 


Expenditure limitation: Arizona municipalities can only spend funds up to a level 
specified by the State or local voters via Home Rule. This is meant to ensure local 







 
BUDGET AND FISCAL POLICY   PAGE 28 OF 29 


government budgets are balanced.  Florence’s voters approved the Home Rule 
Option that required voters to approve a four-year expenditure limit based on actual 
revenues the Town has received. 


Fiscal Year (FY):  A Fiscal Year (FY) starts July 1 and ends June 30. A Fiscal Year 
is the period designated by the Town for the beginning and ending of financial 
transactions or a budget cycle.   


Fund Balance:  Fund balance refers to the remainder or carryover that occurs when 
actual revenues exceed budgeted revenues and/or when actual expenditures are 
less than budgeted expenditures at the end of the fiscal year (June 30). If the Town 
budgets (plans to spend) $15 million on roads next year but only spends $14 million, 
there is a $1 million fund balance. 


Performance Bond: A surety bond issued by an insurance company or a bank to 
guarantee satisfactory completion of a project by a contractor. 


Primary Tax: Arizona law limits the primary property tax levy amount and 
municipalities may use revenue from this tax for any lawful purpose.  


Property Tax: The property tax has been a traditional means of financing city and 
town services.   In estimating the amount of revenue which may be derived in a 
community from a property tax, there are two important factors to be considered: 1 
the assessed valuation of the property in the community, and 2) the tax rate 
necessary to meet expected costs.  The tax rate is the dollar amount charged by a 
city or town for each $100 of assessed valuation for all real and personal property.  


Sales Tax (Transaction Privilege Tax): In addition to the State Sales Tax, cities and 
towns in Arizona may impose local sales taxes on the gross receipts of sales within 
the corporate limits of the city or town.  


Secondary Tax: Arizona does not limit the secondary tax levy amount and 
municipalities may only use this levy to retire the principal and interest or redemption 
charges on bond debt.  


State Transaction Privilege Tax (Sales Tax):  Incorporated cities and towns in the 
State are entitled to receive a portion of the states sales tax collections.  The 
distribution of these funds is based strictly on the population according to the most 
recent census.  


State Shared Revenue: The state of Arizona shares a portion of its tax revenues 
(from sales, income and motor vehicle in-lieu taxes) with Arizona cities and towns. 
This funding is divided among the cities and towns using population formulas 
supplied by state law. These state shared revenues comprise a large portion of most 
city and town budgets.  State shared revenue enables local governments to continue 
providing basic services, such as police and fire protection, without burdening the 
residents with additional local taxes.  Since cities and towns are not equally wealthy, 
state shared revenue is of great assistance, especially to cities with lesser wealth or 
greater service needs. Because state shared revenue distribution is a specified 







 
BUDGET AND FISCAL POLICY   PAGE 29 OF 29 


percentage of state revenue collections, as state revenue declines, city revenue 
declines. Consequently, in difficult economic times, cities and towns 'feel the pinch' 
just as the State does. 


Surety Bond:  A Surety Bond is an agreement subject to the Bond Form. The Bond 
is usually required for monetary compensation for failure to perform specified acts 
referenced in the Bond Form. 


Transportation Excise Tax:  Resolution No. 70605 or Pinal County Transportation 
Excise Tax is a ½ cent tax imposed by the vote of a majority of the qualified electors 
voting on the ballot proposition in a general election.  The effective date of the levy 
was January 1, 2007.  The tax is levied upon persons as a result of their business 
activities with the County, and is collected by the Arizona Department of Revenue.  
Transportation Excise Tax rates equal to ten percent (10%) of the State of Arizona 
transaction privilege tax rates applying to each person engaging or continuing in the 
County in a business taxed under Article 1, Chapter 8, Title 42 of the Arizona 
Revised Statutes.  The calculation of the amounts to be distributed to incorporated 
cities and towns within the County shall be made on the basis that the total 
population of all incorporated cities and towns in the county bears to the total 
population of the County.  The tax revenue is recorded in the Highway User Fund. 
The population of each supervisor district, city, and town shall be its population as 
the date of the most recent decennial or mid-decade census.  The tax is to be used 
solely for highway and streets purposes, the design, rights of way acquisitions and 
construction, reconstruction, maintenance repair and roadside development of 
county, city and town roads, streets, and bridges.  It may also be used to pay 
principal, interest, redemption premiums and bond related costs, acquisition of land, 
and construction of highways, roads, streets, and bridges. 


Vehicle License Tax: Cities and Town are entitled to receive a share of the money 
collected from tax payments for the registration of motor vehicles.  The vehicle 
license tax is a state tax returned through the counties to the incorporated 
municipalities.  These revenues are distributed on the basis of the population of a 
city or town in relation to the total incorporated population of the county. 


7.0 Supplemental 
This policy does not contain supplemental information. 
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Town of Florence  


 


1.0 Purpose  


This usage policy is intended to provide guidelines and set procedures for the 
reservation and use of available Town meeting facilities at Town Hall, 775 N. Main 
Street, Florence, AZ 85132. The Town Hall Council Chambers and the Administrative 
Conference Room addressed in this policy are collectively referred to as the “Facilities.”   


2.0 Scope 
 
This Policy applies to all parties who use or reserve Town Hall Facilities.   


3.0 Responsibilities 
 
All facility users are responsible for reading, understanding, and following the Town Hall 
Facility Use Policy. The Town Clerk’s Office is responsible for the update and 
enforcement of this policy. 


4.0 Policy  
 


4.1 Authorized Users.  Because Town Hall is primarily designed for municipal office 
purposes, the Facilities are not available to private businesses. However, the 
Facilities are available for meetings sponsored or hosted by the following:  


4.11 Class I: 


4.111 The Town of Florence – Town Managed Meetings 


4.112 Federal, state, county, or tribal government agencies 


4.113 School districts, Colleges, and Universities  


4.12 Class II: 


POLICY TITLE:   TOWN HALL FACILITY USE POLICY EFFECTIVE DATE:     
JULY 1, 2010         


RESPONSIBLE DEPARTMENT:    
TOWN CLERK’S OFFICE 


AP / RESOLUTION NO.:   
  


APPROVAL:                                                                               REFERENCES:  


 TOWN MANAGER     SIGNATURE:         PERSONNEL RULES AND   
  


 TOWN COUNCIL       DATE APPROVED:     JUNE 1, 2010                REGULATIONS: HOLIDAY 
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4.121 Legally organized civic organizations, non-profit organizations, 
fraternal organizations and community service organizations in 
Florence.  Examples include the Greater Florence Chamber of 
Commerce, Leadership Academy, Lions Club, Florence Main Street 
Program, Florence Rotary Club, and homeowners’ associations.  


4.13 Prohibited uses 


4.131 No commercial, religious, or political activity is allowed.   


4.14 Any other users or groups not mentioned above are subject to approval by 
the Town Manager or designee.  


4.2 Priority for Use of Facilities (in the following order).  


4.21 Town Council meetings*  


4.22 Town Board and Commission meetings*  


4.23 Town Committee meetings* 


4.24 Town staff meetings and Town sponsored or hosted meetings*  


4.25 Town co-sponsored meetings*  


4.26 Federal, state, county, tribal government agency, and school district 
meetings  


4.27 Class II Meetings: Priority based on reservation dates (first reservation – 
first priority). 


*These categories are collectively referred to in this Policy as “Town-
Managed Meetings.”  


4.3 Facility Availability.  


4.31 Regular Hours: The Facilities are generally available for use during regular 
business hours. (defined for purposes of this Policy as 8:00 a.m. to 5:00 
p.m. Monday through Friday, excluding Town-recognized holidays). 


4.32 After Hours: Monday through Friday 5:00 p.m. to 9:30 p.m. (Prior approval 
required). 


4.33 Weekends:  Facilities are available on a limited basis with special approval 
by the Town Manager or designee.    


4.34 Town-Recognized Holidays: Town-recognized holidays are New Years 
Day (January 1), Martin Luther King, Jr./Civil Rights Day (third Monday in 
January), Washington’s/Presidents’ Day (third Monday in February), 
Memorial Day (last Monday in May), Independence Day (July 4), Labor 
Day (first Monday in September), Columbus Day (second Monday in 
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October), Veteran’s Day (November 11), Thanksgiving Day (fourth 
Thursday in November), Day after Thanksgiving (the day after the fourth 
Thursday in November), and Christmas Day (December 25).  


4.35 Facility shall be vacated no later than 10:00 p.m., except for Town-
Managed Meetings.  


4.36 Town-Managed Meetings shall be given preference at all times in 
scheduling use of the Facilities. Other meetings are scheduled on a first-
come, first-served basis.  Because of high demand for the Facilities for 
Town-Managed Meetings, availability of the Facilities during regular 
business hours is extremely limited and subject to change.  


4.37 If an unforeseen circumstance requires the use of the Facilities for a 
Town-Managed Meeting, a group or agency may be required to 
reschedule or relocate their meeting.  


4.4 Damage and Deposits. 


4.41  A $200 deposit is required for use of all Town Hall Facilities for non-
Town-Managed Meetings. Deposit arrangements may be made by 
separate agreement between the user and the Town. The deposit covers 
damage to the walls and furniture with repair at contractor cost. Carpet 
stains will require the entire room to be cleaned at an additional fee. The 
security deposit may be increased if the Town believes a higher amount is 
warranted based on past experience with the applicant or the proposed 
activity. If there is no damage to the Facilities, the deposit is returned 
within 14 working days after the conclusion of the meeting or event. If 
there is damage to the Facilities, the deposit is returned within 14 working 
days, less the cost to repair any and all damage.  


4.42 Damage to the Facilities is the responsibility of the user.  Except as 
otherwise provided in a formal written meeting facility use agreement 
entered into between the Town and a user, a signed and notarized 
“Release, Hold Harmless, and Indemnity Agreement” form provided by the 
Town is required to use the Facilities. In some instances, a Certificate of 
Insurance may be required naming the Town as an additional insured. 
Such determinations shall be at the discretion of the Town Clerk, or 
designee.  


4.5 Fees 


4.51 The following fee structure will apply to all Class II Meetings held in the 
Town Council Chambers and Administrative Conference Room. Class I 
meetings are exempt from the fee structure but still require all other 
paperwork.  Technical Assistance includes operation of the Town’s 
presentation and audio equipment.  Videotaping and production services 
include operation of the Town’s presentation and audio equipment, 
videotaping of the meeting and one DVD.  
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4.6 Non-Resident Use Fee:  There is an additional $10 fee for those who do not 
reside within the Town of Florence limits. 


4.7 Cancellations:  There shall be no refund of usage fees if less than a five day 
notice of cancellation is given.  Parties who provide at least a five day 
cancellation notice will receive a refund, less a $5 processing fee. 


5.0 Procedures  


5.1 Rules of Conduct. The following rules apply to all meetings in the Facilities, 
unless the user has received a written exception by the Town Manager or 
designee (rules marked with an asterisk [*] do not apply to Town-Managed 
Meetings):  


Facility Maximum 
Occupancy 


Day/Time Use 
Charge 


Technical 
Assistance 


Videotaping 
and 


Production 


Town Council 
Chambers 


150 Regular 
Business 
Hours M-F 
(8 a.m. – 5 
p.m.) 


$20 per 
hour 


$25  per  
hour 


$100  per  
hour 


Town Council 
Chambers 


150 After Hours 
M-F (5 p.m. 
– 10 p.m.) 


$40  
per  


hour 


$50 per  
hour 


$125  per  
hour 


Town Council 
Chambers 


150 Weekends 
Sat-Sun 
Hours (8 
a.m. – 10:00 
p.m.) 


$60  
per 


hour 


$75  per 
hour 


$150  per  
hour 


Administrative 
Conference 


Room 


10 Regular 
Business 
Hours M-F 
(8 a.m. – 5 
p.m.) 


$10  
per  


hour 


$25  per  
hour 


Not 
Available 


Administrative 
Conference 


Room 


10 After Hours 
M-F (5 p.m. 
– 10 p.m.) 


$20 per 
hour 


$50  per  
hour 


Not 
Available 


Administrative 
Conference 


Room 


10 Weekends 
Sat-Sun 
Hours (8 
a.m. – 10:00 
p.m.) 


$30  
per 


hour 


$75  per 
hour 


Not 
Available 
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5.11 Any group using the Facilities shall not discriminate on the basis of race, 
color, national origin, sex, religion, age or disability.  


5.12 Any group using the Facilities shall conduct their meetings and 
themselves in a professional and courteous manner.  


5.13 All activities must be under adult supervision, the responsible party being 
eighteen years of age or older.  


5.14 The responsible party must restore the Facilities to its original condition.  
No custodial services are provided with the use of the Facilities. The user 
is responsible for cleaning up the room and removing any trash.  


5.15 The Town will not be responsible for any furniture or equipment brought by 
the user, and such equipment must be removed at the conclusion of the 
event.  


5.16 The Town will not store equipment, supplies, materials, etc., for 
organizations using the rooms.*  


5.17 Signs or notices shall not be posted upon the premises.  Nothing that may 
injure, mar, or in any way deface the premises shall be used.  Nails, 
hooks, adhesive fasteners, scotch tape, tacks or screws are prohibited on 
any part of the building or premises.*  


5.18 No animals shall be allowed upon the premises except service animals 
assisting disabled individuals.  


5.19 Pursuant to A.R.S. § 36-601.01, smoking is prohibited in all Town 
Facilities. Persons desiring to smoke during their attendance at a Town 
Facilities may do so outside, provided they are at least 20 feet from any 
building entrance.  


5.110 The total number of people shall not exceed maximum occupancy of 
meeting rooms.  


5.111 The permitted use of the Facilities by a group does not, in any way, 
constitute an endorsement by the Town of Florence of the user’s policies 
or beliefs.  


5.112 Food and beverages are prohibited in the Florence Town Council 
Chambers.  Food and beverages are permitted in the lobby and 
Administration Conference Room upon prior notice to the Town. The 
meeting organizer is responsible for all serving equipment and supplies. 
No coffee service equipment or supplies are available. Red punch is 
prohibited. Any damage due to food or beverages are assessed and billed 
to the sponsoring department or organization.  


5.113 Alcoholic beverages are prohibited.  
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5.114 Groups utilizing any of the Facilities must comply with the provisions in 
Title IIA of the Americans with Disabilities Act.  


5.115 Violation of any of the rules contained in this policy may result in the loss 
of future privileges to use Town Facilities.  


5.2 Scheduling 


5.21 The Town Clerk’s Office at (520) 868-7500 is responsible for scheduling 
Town Hall Facilities. A group or organization may reserve Town Hall 
Facilities for no more than two consecutive months per 12 month period.  


5.22 Organizations or groups wanting to schedule use of the Town Hall 
Facilities must reserve at least seven working days prior to the event or 
meeting, but no more than three months in advance. Class I and Class II 
users must complete the Town Hall Facility Use Application, Agreement 
for Use of Facilities, and provide a Certificate of Insurance. The person 
scheduling and signing the Application and Use Agreement must be at 
least 18 years of age.   


5.23 Tentative reservations are taken over the telephone.  Town Hall Facility 
Use Application and Agreement for Use of Facilities, deposits (if required), 
and Indemnity Agreements or Certificates of Insurance must be submitted 
to the Town Clerk’s Office no later than five days after the tentative 
reservation has been made.  If the Agreement, deposit (if required), and 
Indemnity Agreement or Certificate of Insurance are not received, the 
tentative reservation is cancelled. 


5.24 Council, Board and Commission Meetings (Town Council Chambers):   
The Town Clerk’s Office will automatically schedule 
Council/Board/Commission regular meeting dates.  Special Meeting dates 
and times must be requested using the Town Hall Facility Use Application 
Form.  Request must include the time that the meeting room should be 
open to the public.  After each meeting the user or designee is responsible 
for notifying the Town Clerk’s Office when meeting has concluded, turning 
off all equipment, and lights. 


5.25 Town Managed Meetings: Dates and times must be requested using the 
Town Hall Facility Use Application Form.  Request must include the time 
that the meeting room should be open to the public.  After each meeting 
the user’s staff is responsible for noticing the Town Clerk’s Office when 
meeting has concluded, turning off all equipment, and lights.   


5.26 Staff use of Administrative Conference Room: Town Staff shall reserve the 
Administrative Conference Room by utilizing the Microsoft Outlook 
electronic calendar system.  Meeting reservations are confirmed 
electronically. 


6.0 Definitions  


 Person Responsible: Person who signs application. 
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 User:  Person who uses the facility either as the responsible party or a member 
of the responsible party’s group. 


 


7.0 Supplements 


7.1 Town Hall Facility Use Application Form 


7.2 Release, Hold Harmless and Indemnity Agreement for Use of Facilities 
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Town of Florence  


Town Hall Facility Use Application 


Name of Organization: _______________________________________________________  


Mailing Address:____________________________________________________________  


Responsible Party’s Name: ___________________________________________________  


Telephone: _________________  Email: ____________________  Fax: __________  


Town Facility Requested:  
 Council Chambers (150 person capacity)  
 Administrative Conference Room (10 person capacity)   


Date(s) requested: ___________  Time requested: ____________    


Type of Event:_______________________________________________________________ 
___________________________________________________________________________
___________________________________________________________________________
___________________________________________________________________________ 


Estimated number of Participants: ______  


Have you used Town facilities within the past 12 months?  Yes  No When? ________  


Food/beverage service?  Yes  No __________________________________________  


If yes, please describe: ________________________________________________________ 


Signature below acknowledges that the authorized representative has read and agrees to abide 
by the rules and regulations outlined in the Town Hall Facility Use Policy. Payment of rental fees 
should be attached and submitted at the time of application. Make checks payable to “Town of 
Florence.”  


_______________________________  _______________  
Applicant’s Signature Date  


 
Staff Use Only 


Organization Name: _________________________________________________________  
 Hold Harmless Agreement received      Town Hall Facility Use policy  


Delivered required Insurance   Yes  No, If No, please explain: ________________ 
 Copy of policy received  Insurance Policy #___________  Agent _________  
 Rental fee received, amount___________  


Approved by/date: ________________________________________  


Notes:_____________________________________________________________________  


__________________________________________________________________________  


__________________________________________________________________________  
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Town of Florence  
Release, Hold Harmless and  


Indemnity Agreement for Use of Facilities 


 


The organization or individual indicated below agrees to release, hold harmless and 
indemnify the Town of Florence, its officers, employees and agents, from any and all 
losses, liability, claims, actions, suits or damages including, but not limited to, personal 
injury damages (including death) or property damages which arise, result, or otherwise 
might be attributable to any use of the facilities provided to me by the Town of Florence. 


 


This Release, Hold Harmless, and Indemnity Agreement includes any cause 
whatsoever, including negligence of any and all of those persons specified as being 
released above.  


THE UNDERSIGNED CERTIFIES THAT HE/SHE IS THE AGENT OF THE 
ORGANIZATION NAMED BELOW AND IS ACTING ON THEIR/ITS BEHALF AND IS 
DULY AUTHORIZED TO SIGN THIS RELEASE, HOLD HARMLESS AND 
INDEMNITY AGREEMENT ON THEIR/ITS BEHALF.  THE UNDERSIGNED HAS 
READ THIS AGREEMENT FULLY, UNDERSTANDS ITS CONTENTS AND HAS 
VOLUNTARILY EXECUTED IT.   


Dated this _________day of __________________, 201___.    


Organization Name:           


Signature/Date:            


Name/Title:             


State of   ) 
   ) ss. 
County of   ) 


SUBSCRIBED AND SWORN to before me by _____________________, the ________ 
of ________, on this _____ day of ______________ , 20___.   


Seal/my commission expires:   
              


Notary Signature 
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1.0 PURPOSE 


Establish rules, guidelines and procedures for employee travel expenses.   
 


2.0 SCOPE 
All Town employees who travel on Town business and have travel-related 
expenses.  Expenses include lodging, transportation, mileage, meals and other 
travel-related expenses. 
 


3.0 RESPONSIBILITIES 
 
3.1 The Finance Department is responsible for the development, coordination, 


enforcement and documentation of this policy.   
 
4.0 POLICY 


 
4.1 AUTHORIZATION 


 
4.11 All travel for conferences and training must be authorized by the 


Department Director through the completion and submission of the 
Town of Florence Travel Authorization Form.  Department Director 
travel must be authorized by the Town Manager or designee. 
 


4.12 Out-of-state travel must be approved by the Town Manager or 
designee. 


 
4.2 UNAUTHORIZED EXPENSES 


 
4.21 All expenses of family members or other persons not on Town 


business. 
 


4.22 Alcoholic beverages and tobacco products. 


POLICY TITLE: 
EMPLOYEE TRAVEL POLICY 


EFFECTIVE DATE: 
 APRIL 1, 2014 


RESPONSIBLE DEPARTMENT:   
FINANCE 


AP / RESOLUTION NO.:   
 AP 2014-01 


APPROVAL:                                                                 REFERENCES: 
 TOWN MANAGER                                          PURCHASING POLICY, PURCHASING CARD POLICY,  
         TOWN COUNCIL                                            USE OF VEHICLES POLICY 


SIGNATURE:                                                  DATE APPROVED:   MARCH 14, 2014 
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4.23 Laundry or cleaning unless specifically approved when travel time 
exceeds one week. 


 
4.24 In-room movies or other personal services. 


 
4.25 Sporting and entertainment activities. 


 
4.26 Personal telephone calls. 


 
4.27 All other personal or other expenses not for the benefit of the Town. 


 
4.3 AUTHORIZED EXPENSES 


Authorized expenses may be paid for using a Town check, purchasing card 
or through employee reimbursement, unless otherwise indicated. 


 
4.31 Air, Bus and Rail 


 
4.311 Travel made by air, bus or rail must be purchased at the 


lowest coach fare available at the time the reservation is 
made.  First Class airfare is specifically prohibited. 


 
4.312 Extra costs, such as extra meals and lodging, due to the 


extended travel time at the convenience of the employee, 
are prohibited. 


 
4.313 Town funds shall not be used to purchase non-employee 


fares.  When a non-employee accompanies a traveling 
employee, the non-employee ticket(s) must be purchased 
using personal funds. 


 
4.32 Personal Vehicle 


 
4.321 Mileage incurred by employees using a personal vehicle can 


be reimbursed using the standard Internal Revenue Service 
mileage rate, which can be found at www.irs.gov or by 
contacting the Finance Department.  Mileage shall be 
calculated based on actual road distances.   
 


4.322 The purchase of gasoline for personal vehicles with the 
Town’s purchasing card or credit card is not allowed. 
 


4.323 When an employee originates travel from home or a location 
other than the designated work site, mileage shall be the 
lesser of the actual road distance between 1) the destination 
and the point of origin; or 2) the destination and the 
employee's designated work site. 
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4.324 Mileage incurred for out-of-state travel, for which commercial 
airline would normally be used, will be reimbursed up to the 
lowest available commercial airfare.  Documentation of the 
lowest airfare available for the travel time requested (internet 
printout acceptable) must be submitted for reimbursement.  
Lodging, meals and other travel expenses are only allowed 
to the extent they would have been incurred had the 
employee traveled by air.  Extra lodging, meals and other 
travel expenses incurred as a result of traveling by personal 
vehicle are not authorized expenses. 
 


4.325 Employees traveling by personal vehicle on Town business 
shall have a valid Arizona driver’s license and vehicle 
insurance with the minimum coverage as required under 
Arizona law. 


 
4.33 Town Vehicle  


 
4.331 Use of a Town vehicle for travel is permitted.  Use of Town 


funds for gasoline purchases is allowed for Town vehicles.  
Gas cards and insurance information are kept inside the 
vehicle.   
 


4.332 Employees must notify their supervisor immediately following 
an accident.  In addition, refer to the accident kit information, 
which will be kept in the Town vehicle.  
 


4.333 See also the Use of Town Vehicles Policy. 
 


4.34 Vehicle Rental 
 
4.341 Vehicle rentals generally are not an allowed travel expense.  


Public ground transportation should be used instead, if 
available.  Circumstances warranting vehicle rentals must be 
documented.  Rented vehicles must be appropriate and 
economical.    
 


4.342 Employees using a rental vehicle shall have a valid Arizona 
driver’s license.  Insurance shall not be purchased from the 
car rental company.  The Town's insurance covers rented 
vehicles.   


 


4.343 Employees must notify their supervisor immediately following 
an accident. 
 


4.344 Use of Town funds for gasoline purchases is allowed for 
rental vehicles. 
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4.35 Lodging Expenses 
 
4.351 When attending a conference, employees are expected to 


stay in the conference hotel at the available specified 
conference room rates. 
 


4.352 When a conference offers multiple lodging choices, 
employees should select the low to moderately priced hotels. 


 
4.353 Lodging is allowed only for the number of nights necessary 


to attend the conference or event. Extra nights must be at 
the employee's expense. 


 
4.354 Extra costs in lodging due to employee's guests are at the 


employee's expense. These and other personal expenses 
(personal phone calls, room service, in-room movies, etc.) 
must be invoiced separately when possible and paid for 
using personal funds. 


  
4.355 Lodging per diem is not allowed. 


 
4.36 Meals (see section 4.37 for non-travel, business meals) 


 
4.361 Meals while on travel are paid for using the meal per diem 


rate method.   
 


4.362 The Town will utilize the current federal per diem rates for 
meals as published by the U.S. General Services 
Administration (GSA) at www.gsa.gov.  The Finance 
Department may be contacted for assistance.  The per diem 
rate is determined by location and is broken down by 
breakfast, lunch and dinner. 
 


4.363 Purchasing cards or a Town check shall not be used for 
meals while on travel. 
 


4.364 The per diem rate includes tips. 
 
4.365 Receipts are not required under the meal per diem rate 


method.   
 


4.366 An employee may request reimbursement for the actual 
amount paid up to the meal per diem amount.  A detailed 
receipt must be provided. 


 
4.367 Oftentimes, the conference or travel event will provide some 


or all of the meals.  When this occurs, the employee must 
not seek reimbursement or must reimburse the Town for any 
advance received for the portion of the meal per diem 
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related to the provided meal.  The choice to eat on your own 
when a meal is provided by the conference or event is not an 
allowable expense. 


 
4.368 Partial day per diem is allowed as follows:  


 
Trip Departure 


Depart Per diem allowed 
Before 8:00 a.m. Breakfast, lunch and dinner 
Between 8:00 a.m. and 1:00 p.m. Lunch and dinner 
Between 1:01 p.m. and 7:00 p.m. Dinner 
After 7:00 p.m. No per diem 


 
Trip Return 


Arrive Per diem allowed 
Before 12:00 a.m. No per diem 
Between 12:00 a.m. and 11:00 a.m. Breakfast 
Between 11:01 a.m. and 5:00 p.m. Breakfast and lunch 
After 5:00 p.m. Breakfast, lunch and dinner 


 
4.37 Non-travel Meals (see section 4.36 for meals while on travel) 


Meals for business meetings are allowed and may be paid for with 
a purchasing card, Town check or through reimbursement.  A 
receipt must be provided. 


 
4.38 Other Authorized Expenses 


 
4.381 Public Ground Transportation - A reasonable and 


economical method of public ground transportation to and 
from the hotel and the airport, conference facility or 
restaurant is allowed only when necessary and appropriate 
to the trip. 


 
4.382 Parking - Reasonable and economical parking expense is 


allowed for airport parking (economy lots).  Hotel or other 
public parking expense is allowed.  Valet parking is not 
allowed unless required.  
 


4.383 Toll - Toll expenses are allowed. 
 


4.384 Telephone - In cases where a Town issued cell phone 
cannot be used, local and long-distance telephone charges 
are allowed for Town business.   
 


4.385 Internet access - Charges for internet access are allowed for 
Town business. 
 


4.386 Fax - Fax expenses for Town business are allowed.   
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4.4 TRAVEL ADVANCES 
 


4.41 An employee may elect to receive a travel advance for mileage and 
meal per diem. 
 


4.42 To ensure that the travel advance check is ready, the Finance 
Department must receive the request at least two weeks before the 
date of travel.  Requests received later than two weeks before the 
date of travel may result in a check not being ready and available 
prior to the employee's departure. 
 


4.43 Checks are released no earlier than three working days prior to the 
date of departure. 
 


4.44 If a travel advance was received for a meal that ended up being 
otherwise provided, the advanced amount received must be 
returned to the Town within five business days of the travel return 
date. 


 
4.5 SUBSTANTIATION AND DOCUMENTATION 


All expenses must have detailed and itemized documentation (receipts, 
invoices, conference brochures, etc.) that substantiates the business 
purpose and amount of the expense. However, receipts are not required for 
per diem. 


 
5.0 PROCEDURES 


The following procedures are established for approval, payment and/or 
reimbursement for the costs of travel. 
 


5.1 Obtain prior approval 
5.11 Complete and sign Travel Authorization Form prior to making travel 


arrangements. 
5.12 Document the purpose of the trip, destination, dates of travel and 


detail of estimated expenses, including registration, lodging, 
transportation, meal per diem, parking and tolls. 


5.13 Request a travel advance, if desired. Attach a map obtained from 
the internet (ex. MapQuest, Google) showing requested mileage. 


5.14 Obtain supervisor and Department Director approval on the Travel 
Authorization Form. 


5.15 Obtain the Town Manager’s approval on the Travel Authorization 
Form if travel is out of state. 


5.16 Forward the approved Travel Authorization Form to the Finance 
Department. 


 
5.2 Make travel arrangements 


5.21 Make travel arrangements and pay for with a purchasing card or a 
Town check.  Alternatively, the employee may pay for any or all 
travel costs with personal funds and seek reimbursement. 
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5.22 Submit the purchasing card statement or payment request with 
appropriate detailed documentation to the Finance Department.  
Include receipts, invoices, internet printouts and registration forms. 


 
5.3 Travel expense reimbursement 


5.31 Complete and sign a Travel Reimbursement Form.   
5.32 Attach receipts, invoices, mileage map or other documentation that 


substantiates the expense. 
5.33 Submit the approved Travel Reimbursement Form to the Finance 


Department. 
 


5.4 Return excess travel advance 
Return any travel advance amount in excess of the actual expense 
incurred within five business days of the travel return date.  Use the Travel 
Reimbursement Form. 


 
5.5 Canceling a trip 


5.51 Cancel each travel arrangement so that the maximum refund can 
be obtained or the least amount is paid. 


5.52 Notify the Finance Department and return any travel advance paid. 
 


6.0 DEFINITIONS 
None 
 


7.0 SUPPLEMENTAL FORMS 
Travel Authorization Form 
Travel Reimbursement Form 


 







Employee: Travel Advance? (Y/N)


Department:


GL Account #:


Destination:


Departure -          Date: Time:


Return -               Date: Time:


Purpose:


Estimated Expenses


   Registration: Conference/training registration form must be attached, if applicable $


   Transportation:


   Lodging:


   Town vehicle (gas):


   Rental vehicle (lease/gas):


   Personal vehicle (mileage): miles x IRS rate


   Per Diem: breakfast # x rate


lunch # x rate


dinner # x rate


   Other (describe)


   Total estimated expenses $


Employee signature: Date:


Approvals:


Supervisor Date:


Department Director Date:


Town Manager Date:


Finance Director Date:


Prior to incurring Town travel expenses, I have read and understand the Town's travel policy.  If I received a 
travel advance for mileage and per diem and the actual mileage was less or some meals were provided by 
the conference, I will reimburse the Town for any excess mileage or per diem advanced within five business 
days of the travel return date.


TRAVEL AUTHORIZATION FORM







Employee:


Department:


Account #:


Destination:


Departure -          Date: Time:


Return -               Date: Time:


Travel Expenses paid by employee (receipts required for all expenses except per diem)


   Registration:


   Transportation:


   Lodging:


   Town vehicle (gas):


   Rental vehicle (lease/gas):


   Personal vehicle (mileage): miles x IRS rate


   Per Diem: breakfast # x rate


lunch # x rate


dinner # x rate


   Other (describe)


Total Expenses paid by employee


Less:  Travel Advance Amount


Reimbursement


if reimbursement is positive, Town owes employee


if reimbursement is negative, employee owes Town


Employee signature: Date:


Approvals:


Department Director Date:


Finance Director Date:


I certify that the above expenses are correct and that all items are allowed per Town travel policy.


TRAVEL REIMBURSEMENT FORM





		purpose 1: 

		purpose 2: 

		purpose 3: 

		registration: 

		transportation: 

		lodging: 

		fuel: 

		rental vehicle: 

		mileage: 0

		rate: 

		rate_2: 

		rate_3: 

		total cost: 0

		employee: 

		department: 

		account: 

		destination: 

		depart date: 

		depart time: 

		return date: 

		return time: 

		reg cost: 

		transportation cost: 

		lodging cost: 

		fuel cost: 

		rental cost: 

		miles: 

		IRS rate: 0.565

		mileage cost: 0

		breakfast: 

		breakfast rate: 

		breakfast cost: 0

		lunch: 

		lunch rate: 

		lunch cost: 0

		dinner: 

		dinner rate: 

		dinner cost: 0

		Other describe: 

		other cost: 

		total expense: 0

		Text1: (enter as negative amount)

		travel advance: 

		Reimbursement: 0
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Town of Florence 
Capital Asset Policy and Procedure 


 
Policy 
It is required of the Town of Florence to record capital (fixed) assets in compliance with Arizona 
State Statutes and General Accepted Accounting Standards. The Town Council may delegate 
administrative responsibility for implementing and maintaining systems necessary to place those 
polices and procedures into operation.  Assets must be reported in the fiscal year they are 
acquired. 
 
The Finance Department has authority over classification, recording and determination of capital 
assets. 
 


Procedure 
Department Directors will be held responsible for any land, buildings, infrastructure and 
equipment in their charge.  Department Directors will ensure that all products, supplies, 
equipment, tools and services, etc. are used for the sole purpose of public projects and service.  
Loaning, borrowing, or using for personal use, of any town property or services is prohibited, for 
any town staff or members of the public. 
 
Department Directors are required to effectively and efficiently manage tangible and intangible 
assets by collecting and maintaining information on capital assets through control, maintenance, 
replacement, insuring, cost recovery and rate setting and financial reporting. 
 
Any single item purchase with a useful life of three years or more, and costing $5,000.00 or more 
must be capitalized. Single equipment items costing less than $5,000.00 must be expensed. 
 
Initial construction or purchase of buildings or improvements to existing buildings costing 
$5,000.00 or more must be capitalized. Improvements, to existing buildings, costing less than 
$5,000.00, must be expensed. 
 
Acquisition of land and appurtenances, other infrastructure and improvements associated with 
the initial acquisition of the land, must be capitalized without any consideration given to a 
minimum cost. Except as provided elsewhere in these policies, improvements made subsequent 
to the acquisition of land costing $5,000.00 or more must be capitalized and improvements less 
than $5,000.00 must be expensed. 
 
Acquisition of infrastructure assets through acceptance of assets by the Town Council must be 
recorded as present value and remaining useful life. These would include developer turning over 
roads, streets, bridges and other improvements.   The value of the assets will be determined by 
the Town Engineer and recorded in number of road miles, feet or any other measure appropriate 
for the asset.  The Town Engineer will report to the Finance Department 30 days after acceptance 
of infrastructure asset(s), the value of the asset(s) and all other pertinent information as indicated 
on the reporting form. The recording of these types of assets will be Asset Through 
Annexation/Development/Acceptance Form.  
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Infrastructure acquired through annexation must be identified and reported.  Examples of some 
of the infrastructure included are water and sewer lines, plants, lagoons, wells, roads and streets, 
parks, and sidewalks.  The Town Engineer will report to the Finance Department 30 days after 
acceptance of infrastructure asset(s), the value of the asset(s) and all other pertinent information 
as indicated on the reporting form. The recording of these types of assets will be Asset Through 
Annexation/Development/Acceptance Form.  
 
Cost of improvements other than buildings, (roads, bridges, etc.) are expended from capital 
outlay and will be inventoried in the fund affected by the improvement. 
 
Values used to capitalize general fixed assets must be established in compliance with official 
statement policies issued by the General Accounting Standards Board (GASB Statement No. 34). 
Input from the Town's auditors should be requested. Values should be reviewed on an annual 
basis. 
 
All fixed assets capitalized must have individual identifications tags attached if appropriate. All 
fixed assets will have an asset number issued to them (See asset tagging). 
 
Construction or Improvements will be placed on Town owned property.  Any other 
Construction/Improvement on non-Town owed property will be placed on an agenda item before 
the Town Council.  An explanation of the project will be provided and construction/improvement 
is only authorized by the Town Council. 


 
The Town will own deed to properties identified for construction or improvement.  Proposed 
purchased, donated, gifted, transferred or conveyed property will be researched and accepted by 
Town Council prior to construction or improvement Property will be searched through a title 
company for outstanding encumbrances, liens and to establish current ownership.  All title 
searches for properties, proposed to be conveyed to the Town of Florence for ownership, will be 
presented to Town Council for acceptance identifying all liens and encumbrances, if any, and 
must be accepted by Town Council.  All property will be recorded in the name of the Town of 
Florence and a new deed issued (ARS 33-401, 33-404, 33-411.01, 33-601, ARS 37-801).   
 
Throughout the year, each department must maintain a physical inventory of all property in their 
possession that is capitalized under the general classification of equipment.  All other assets 
under $5,000 (Minor Assets) will be kept in each department by an asset or inventory listing.  As 
those items are disposed of, and requested to be sent for disposal via public sale, a listing will be 
prepared and presented to the Asset Management Clerk in the Finance Department that handles 
the public sale.   
 
 
Asset Classes 
Land 
Land should always be treated separately.  The cost of land should include not only its 
acquisition price, but also the cost of initially preparing land for its intended use, provided these 
preparations have an indefinite useful life, like the land itself.  Items that might be capitalized as 
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part of the cost of land include basic site improvements, as well as the cost of removing, 
relocating; or reconstructing the property of others (e.g. power lines). 
 
Normally ownership of land comprises a number of potentially separable elements (e.g., mineral 
rights).  These elements should not be treated as separate assets in their own right unless the are 
acquired separately. 
 
Buildings 
All permanent structures are included in the major class buildings.  The cost of an improvement 
(or betterment) normally is added to cost of the related structure, rather than treated as a separate 
asset.  The same is true of restoration costs following capital assessment impairment.  Subclasses 
may be used for different types of construction, which may have different average useful lives.   
 
An option is to report major components of buildings as separate capital assets in their own right, 
when those components have a significantly shorter estimated useful life than the structure to 
which they relate (e.g. HVAC). 
 
Improvements Other Than Buildings (Land Improvements) 
This major asset class is used for permanent improvements, other than buildings, that add value 
to land, but do not have in indefinite useful life.  Examples included fences, retaining walls, 
parking lots, and most landscaping.   
 
Furnishings and Equipment (Machinery and Equipment – FFE) 
This major asset class is used for vehicles, furnishings and similar movable items.  It also could 
be used for collections that do not have an indefinite useful life and so must be depreciated.   
 
Infrastructure 
Infrastructure assets are defined as long-lived capital assets that normally are stationary in nature 
and normally can be preserved for a significantly greater number of years than most capital 
assets.  Examples include roads, bridges, tunnels, drainage systems, water and sewer systems, 
dams, and lighting systems. 
 
Construction 
This major class of capital assets is used for costs incurred to construct or develop a tangible or 
intangible capital asset before it is substantially ready to be placed into service.  When placed 
into service the asset will be reclassified into the appropriate major class. 
 
Other Capital Assets 
This classification is used for all items not properly included in one of the other major classes.   
 
Method of Depreciation 
The Straight Line Method of Depreciation is used. 
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New Assets 
As funds are expended for capital assets, they are expensed by general ledger account 
number into the following categories: 
 


Asset Type       Object Code 
Building Remodel/Improvement     501 
Office Furniture, Fixtures and Equipment    502 


         Water Meters                 503 
Radio Equipment       504 
Vehicles        505 
Other Equipment       506 
Improvements Other Than Buildings     507 
Land Acquisition       508 
Right of Way Acquisition      509 
Computers (See policy on Computers)     511 


(Also see Listing of Capital Assets and Asset Classification) 
 


Intangible Assets 
Less tangible assets such as easements, water rights and computer software will be evaluated for 
capitalization.  These should be reported with corresponding documentation and submitted to the 
Finance Department.   
 
Finance Department Responsibility 
At the end of every month, a listing of purchases is printed of all assets falling within these 
categories. The assets are prepared on the Fixed Asset Form for data input. The department 
manager may be consulted on the useful life of asset, location and any other information 
necessary for identification. Exact locations of assets are mandatory. Attached to the Fixed Asset 
Form will be a copy of the check used to purchase the asset, the payment request signed by the 
department head, the invoice of the asset and a purchase order (if applicable). 
 
Additions to the asset are included under the one asset number and the total of all expenses that 
apply to that asset are added as the cost of the asset. 
 
The asset will be entered into the Financial Software and the document will be filed in the 
Finance Departments records. 
 
Asset Processes 
Vehicles 
All original titles are forwarded to the Finance Department. These are kept in a book designated 
for vehicle titles. Any vehicles having liens must be monitored by the department and Finance 
Office. Once the asset has been paid in full, a release of lien must be requested from the financial 
institution that has the interest. The release of lien should be taken to the Department of Motor 
Vehicles, along with the original title and a new title issued free of liens. This will be done by the  
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Transferred Assets 
Assets transferred from one department to another must be reported to the Finance Department.  
The Transfer of Asset form will be completed. All asset value and accumulated depreciation are 
re-allocated to the new department. 
 
Disposed Assets 
Assets that have exhausted their useful life, or have been stolen, destroyed, etc., must be 
removed from the fixed asset listings. Completion of a Disposed Asset form is necessary. Please 
complete a detailed explanation for those assets that have been destroyed, etc., along with any 
other information to justify disposal. Attach a police report for stolen items.  This is to be 
forwarded to the Finance Department for processing.  (Refer to Policy for Disposal of Municipal 
Assets). 
 
Surplus Assets 
Department managers must report all surplus assets to the Finance Department.  Assets that are 
deemed by the department manager as surplus assets will be offered to other departments for use. 
If no other department finds them usable, they will be offered for Public Sale with Town Council 
approval. Please complete Request for Surplus Assets Form. (Refer to Policy for Disposal of 
Municipal Assets). 
 
 


Exception:  In the case of another governmental agency requesting a donation or a need 
has been identified of an agency and the Town Council approves the donation of a 
surplus asset through a Town Council action at a regular Town Council meeting, the 
surplus asset will be donated and removed from the asset listing.  


 
Surplus Assets will be listed by category under the department of "Surplus Assets" within that 
department. All applicable cost and accumulated depreciation will be transferred to Surplus 
Assets until they are sold at public sale or junked and disposed. 
 
A listing of Surplus Assets is sent out from the Finance Department during the year. Surplus 
vehicles or equipment going to public sale must have a clear title. A listing of surplus vehicles 
offered for public sale must be forwarded to the asset management clerk in the Finance 
Department at least six (6) weeks prior to date of public sale. (Refer to Policy for Disposal of 
Municipal Assets). 
 
Donated Assets 
Donated Assets will be reported to the Finance Department. Donated items must be accepted by 
the Town Council, at a regular council meeting. Record asset on a Fixed Asset form, using the 
same procedure for regular assets. The acceptance document from the regular meeting should be 
attached to the Fixed Asset form. The value of the donation must be included.  Value will be 
determined at the time of Council Acceptance by the person donating the equipment and/or the 
department manager.  Donated assets will be forwarded to the Finance Department within 30 
days of council acceptance. 
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Annexed Areas/Development/Acceptance Areas with Assets 
During the annexation/development/acceptance process an inventory of infrastructure assets, 
which will be assumed by the Town, will be evaluated by the Public Works Department or 
designee.   A complete listing of those assets, with a value estimated replacement value of 
$5,000 or more will be sent to the Finance Department once the annexation/development is 
completed. The inventory must include the following for each asset: 
 
 Annexation/Development/Acceptance Area and year of 


annexation/development/acceptance 
 Location of Asset, including the tax parcel number it is located on 
 Map identifying location of each asset (Please attach and identify by marking) 
 Please specifically identify, by descriptive language, locations if not obvious 
 Type of asset (land, building, well, etc.) 
 Right of ways and/or easements 
 Number of miles/feet measurement of roads and/or streets by actual name of road and/or 


street, individually 
 Number of feet of water and sewer lines, construction material and condition to be 


indicated by street/road name  
 Meters by size, measurement unit (gallons or cubic foot) 
 Approximate age of asset  
 Estimated remaining useful life 
 Replacement value and estimated current value 
 Narrative on actual condition and estimated replacement or improvement timeline 


    
This is to comply with GASB 34 reporting and to accurately track assets, assumed for the Town, 
which will require maintenance or replacement.  
    
Please complete on Assets through Annexation/Development/Acceptance/ Form. 
 
Listing of Capital Assets 
 Land 
 Improvements to land 
 Easements 
 Right of Ways 
 Buildings 
 Building improvements 
 Vehicles 
 Machinery 
 Equipment 
 Works of art and historical treasures 
 Infrastructure 
 All other tangible or intangible assets that are used in operations and that have initial 


useful lives extending beyond a single reporting period. 
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Definitions 
 
Acquisition 
The act of taking possession or purchase, addition, inheritance, gift, donation, grant, gain, or 
possession of tangible or intangible assets. 
 
Buildings 
Type of Construction should be identified 


 Wood Frame 
 Brick/masonry 
 Steel Frame  


    
By Building Component 


 Roof 
 Electrical 
 Heater, Ventilation and Air-Conditioning 


 
Purchased buildings carried at purchase cost or construction cost. 
Donated buildings carried at market value at time of donation. 
Additions and improvements to buildings are included under the building classifications. 
 
Building Improvements 
Anything firmly attached to the building structure 
 Attached shelving cabinets and counters 
 Attached mirrors, chalkboards, bulleting boards 
 Plumbed & wired in tables for science, homemaking, shop, etc. 
 Meter & room clock systems where wiring is "built in". 
 Public address & speaker systems where wiring is "built in". 
 Folding gymnasium bleachers-when attached to wall 
 Scoreboards and time clocks 
 Basketball backstops, backboards & hoops 
 In-wall folding cafeteria tables & benches 
 Wall to wall carpeting 
 Stage curtains & lighting, rigging & tracts, and draperies in multi-purpose rooms & 


auditoriums 
 Library shelving, counters & charge-out desks if firmly attached 
 Window shades & draperies 
 Lockers, when set in recesses or on building platforms 
 Fixed auditorium setting 
 Cafeteria serving counter 


 
Capital Assets 
 Land, improvements to land, easements, buildings, building improvements, vehicles, 


machinery, equipment, works of are and historical treasures, infrastructure and all other 
tangible or intangible asses that are used in operations and that have initial useful lives 
expending beyond a single reporting period. 
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Construction in Progress 


 Buildings 
 Improvements 
 Equipment 


The three subclasses are used to facilitate transfer from CIP at the conclusion of the project. 
 
Easements 
Recorded only if a purchase is made or a dollar for dollar trade is made.  Would be recorded with 
a tax parcel number. 
 
Improvements other than buildings 
 Identification by type of improvements 
 Fencing 
 Paving-Parking lots, etc. 
 Concrete Work 
 Lighting 
 Plumbing 
 Playground and Picnic Equipment 


 
Infrastructure 
 Roads-Developments, Easements 
 Bridges 
 Tunnels 
 Drainage systems 
 Water and sewer systems 
 Dams 
 Lighting Systems 


 
Improvements usually recorded at cost of construction. Does not include landscaping or grading 
which is included in the land classification, nor moveable equipment, such as picnic tables, 
which should be classified as equipment. 
 
Intangible Capital Asset 
An asset that lack physical form  
 Computer Software 
 Water Rights 
 Easements 
 Patents 


 
Land 
 Purchased land carried at cost, including costs incurred preparing land for use  
 Donated land carried at market value at time of donation 
 Separate land cost from cost of building or improvements if all three are purchased 


together 
 Listed by Asset Number 
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 Assessors Parcel Number 
 Lot, Block, Tract 
 Use 
 Location 


 
Machinery, Equipment and Vehicles 
Subclasses are many and varied 
 Office Furniture and Equipment 
 Vehicles 
 Other Equipment 
 Data Processing Equipment 
 Water Meters 
 Hydrants 
 Radio Equipment 


 
Tangible Asset 
Item with a durable, physical form. 
 
 
Works of Art and Historical Treasures 
Works of art, historical treasures, and similar assets are capitalized at their historical cost or fair 
value at the date of donation (estimate if necessary) whether they are held as individual items or 
in a collection. 
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Capital Asset Form 
 


Date:        Asset No.     
 
Description:            
              
 
Department:     Class:  FFE  Vehicle Water Meter   


Improvement Land Computer 
 


Date Acquired:       New Used 
 
Located:       Serial No.    
 
Model No.       Manufacturer:    
 
Vendor:             
 
Invoice No.      Check No.     
 
General Ledger Account No.         
 
Compute Depreciation:  Yes    No     
Useful life in years 3  5  10  15  20  25  30  35  40   Other   
 
Total Cost of Asset          
 
Other Information            
 
Asset Costs: 
 
Vendor        
 $      
 
Vendor        
 $      
 
Vendor        
 $      
 
Vendor        
 $      
 
Total Cost: $     
           
Prepared by:      Entered by:     
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Request for Surplus Property 
Request to Transfer Asset 


(Circle One) 
 
 
Capital Asset No.     Date:      
 
Description of Asset:           
              
 
Department:     Division:     
 
Date Requested:        
 
Where will Asset be Located:         
 
Reason for Request:           
             
             
             
              
 
 
Department Manager:      Date:     
 
 
Authorized by:      Date:     


Town Manager or Representative 
 
 
Prepared by:      Entered by:      
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 Asset Through Annexation/Development/Acceptance Form 
 


Date:       Asset No.      
 
Acquisition  Date:   ____________________________________ 
Acquisition  Name & No.   ______________________________ 
 
Annexation/Development/Acceptance  Area:       
              
 
Description of Asset:            
 
Location of Asset:            


(Attach additional location or description of location if necessary and include map) 
 
 


Asset Type: Land Building Well Roadway WWTP Plant Sewer Line  
Water Line Easement Other     


   
Number of miles or feet (if applicable)        
              
 
Approximate age of Asset:           
 
Condition of Asset:            
 
Estimated Useful Life:    Current Value:     
 
Estimated Replacement Cost:          


(Please attach rational to replacement cost) 
 
Improvement or replacement date in the future:       
              
 
Please attach any additional information you feel is necessary or useful to this document. 
 
 
Department Manager:      Date:     
 
 
Authorized by:      Date:     


Town Manager or Representative 
 
 
Prepared by:      Entered by:      
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Town of Florence  
   


 


1.0 Purpose   
Provide a means of assistance for Town of Florence employees to obtain job-
related education. 


 
2.0 Scope 


All regular full-time employees who have successfully completed the initial 
probationary period. 


 
3.0 Responsibility 


The Human Resources Department is responsible for the administration of this 
Policy.  


 
4.0 Policy   


4.1 The Town of Florence encourages employees to further their development 
and skills through continuing education.  Employees who meet the eligibility 
requirements stated herein shall be reimbursed for approved courses, in an 
approved course of study, that are designed to earn a degree by an 
accredited school, college, or university.    
 


4.2 For approved courses, the employee is eligible for reimbursement up to a 
maximum of two thousand ($2,000) dollars within any given fiscal year.  
Reimbursable expenditures include tuition, required textbooks, supplies, and 
related fees. 


 
4.3 Eligibility Requirements 


 
4.41 Individual courses as well as degree programs (under-graduate and 


graduate) may be considered for assistance under this program if they 
meet the following requirements: 
 
4.411 The course must be related to the employee’s current job or 


future career growth with the organization.  If a degree program 


POLICY TITLE: 
EMPLOYEE TUITION REIMBURSEMENT POLICY 


EFFECTIVE DATE: 
 07/01/2013  


RESPONSIBLE DEPARTMENT:   
ADMINISTRATION 


AP / RESOLUTION NO.:   
 AP 2013-05 


APPROVAL:                                                                                               REFERENCES:   


 TOWN MANAGER     SIGNATURE:    
  


 TOWN COUNCIL       DATE APPROVED:   JULY 22, 2013 
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is approved, all courses necessary to obtain the degree are 
eligible for reimbursement even if the course is not directly 
related to the employee’s job.  However, a Tuition 
Reimbursement Application must be submitted and approved 
prior to the beginning of each course under the degree program 
(see Reimbursement below). 


 
4.412 Courses must be taken from an accredited school, college, or 


university.   
 
4.413 Work schedules are not reduced for participating employees.  


Course must be taken outside of the employees’ normal work 
hours. 


 
4.414 All course homework must be completed during non-scheduled 


work hours. 
 


5.0 PROCEDURE: 
Reimbursement - To be eligible to receive reimbursement, the following must be 
satisfied: 


 
5.1 A completed Tuition Reimbursement Application, including the department 


director’s signature of approval, must be provided to the Human Resources 
Department prior to registration no less than 30 days prior to the first session 
of class. 
 


5.2 The employee must be actively employed by the Town of Florence, in a full-
time status, at the time the course is completed and when the employee 
receives the final grade.  The actual amount of reimbursement is dependent 
on funding availability, total dollar amount requested for reimbursement, and 
the following scale: 


 
• Grade of “A”, reimbursement is at 100% of the allowable amount. 
• Grade of “B”, reimbursement is at 80% of the allowable amount. 
• Grade of “C”, reimbursement is at 70% of the allowable amount. 
• Grade of “P” (e.g., pass in a pass/fail system), reimbursement is at 70% 


of the allowable amount. 
• Grade of “C” or higher (“pass” in a pass/fail system) must be obtained to 


be eligible for reimbursement. 
 


5.3 Proof of satisfactory completion and detailed invoices must be submitted to 
the Human Resources Department.  


 
5.4 All requests for tuition reimbursement requires the approval of the 


employee’s department director.  All required approvals must be satisfied 
prior to registering for or enrolling in requested course(s).  Requests received 
after registration or enrollment are not eligible for reimbursement. 
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NOTE: A new Tuition Reimbursement Application must be submitted and 
approved prior to taking any and all courses for which the employee requests 
Tuition Reimbursement benefits, including those that are taken as part of a 
previously approved degree program. 


 
5.5 The Town Manager will review the request and approve or disapprove the 


reimbursement request based on the job-relevance of the request, potential 
benefit to the Town, and funds available.  


 
NOTE:  A set fund amount is allocated to this program on a fiscal year basis.  
For the reason, funds are distributed on a “first-come, first-served” basis at 
the time of application.  


 
5.6 All requests for tuition reimbursement must be submitted on a Tuition 


Reimbursement Request Form. 
 


5.61 All requests must include identification of the agency accrediting the 
college and a description of the course(s).  Both of these may be 
photocopied from the school catalog.  For degree programs, a copy of 
the requirements for the degree must be submitted, including a list of 
all required courses.  As above, a photocopy from the school catalog 
will generally suffice.  Upon final approval or disapproval, a copy of 
the request is returned to the requesting employee and department 
director.  Upon successful completion of the course, the employee 
shall submit his/her copy of the request to the Human Resources 
Department, along with proof of successful completion (grade report) 
and detailed invoices for reimbursement within 30 days of completion 
of the class(es). 


 
5.7 Separation from Employment - It is anticipated that the employee and the 


Town of Florence will both benefit from employee development activities and 
the organization's financial investment in such activities.  Consequently, if an 
employee who has received financial assistance under this program 
separates from Town employment for any reason within 24 months after 
receiving reimbursement, an amount is withheld from the final paycheck 
according to the following schedule.  


 
Date of Separation from Employment Reimbursement 


% Withheld 
Through 6 months from reimbursement 100% 
7 through 12 months from reimbursement 75% 
13 through 18 months from reimbursement 50% 
19 through 24 months from reimbursement 25% 


 
5.8 Tuition Reimbursement may be paid prior to completion of requested 


courses, but only on an exception basis.  The employee must furnish an 
explanation of need that would justify payment in advance, and an 
affirmative endorsement of individual’s department head prior to 
consideration.  Each request for exception will stand on its own merits.  All 
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tuition advancements are paid at the rate that would otherwise be given for a 
grade of “C”, (70% of the allowable amount). 


 
5.9 Nothing in this policy, the application for assistance under this program, or 


any other document shall be construed to imply a contract or term of 
employment for any period or in any way to modify the employment-at-will 
relationship between the Town of Florence and the employee. 


 
6.0 Definitions 
 


Accredited:   Accreditation provided by a body recognized by the US Department 
of Education. 
 
Allowable amount:  The amount that is approved by the Town Manager based 
upon budgeted funding and the criteria set forth within this policy.  The 
determination of the allowable amount is made prior to the beginning of each 
academic semester.  Funds in excess of those approved in the Town’s budget 
are not be expended without prior Town Manager approval. 
 
Fiscal Year:  July 1st through June 30th.  
 
Tuition Year:  Determined by the date the course is completed, not when 
payment is made.  Example:  A course is completed June 10th and the grade 
report along with detailed invoices is submitted on June 26th.  The check for 
reimbursement is dated July 5th.  Reimbursement monies are recognized as 
being reimbursed in prior fiscal year. 


 
7.0 Forms 


7.1 Tuition Reimbursement Program Application Form 
7.2 Tuition Reimbursement Request Form 
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Town of Florence 
Tuition Reimbursement Program/Degree  


Program Support 
Request & Approval Form 


 
Employees seeking support for degree programs through the Town of Florence Tuition 
Reimbursement Program must obtain specific approval of the employee’s department director 
and the Town Manager in advance of beginning the program.  This form should include all of the 
information necessary for evaluation of your request for degree program support. 
 
 
 
 
 
 
 
 
 
 
 
 
 
Employee Name: _____________________________________  Today’s Date: ___________ 
 
Department: ___________________________ Your Position: _________________________ 
 
Proposed Degree Program Level & Course of Study 
(ex. B.A. in Fire Science):  _____________________________________________________ 
 
Name & Location of School: ____________________________________________________ 
 
Describe the time frame(s) for pursuit of your degree program (you may attach an outline or 
timetable): __________________________________________________________________ 
___________________________________________________________________________ 
___________________________________________________________________________ 
 
What are the projected tuition costs for your program and when will the costs be incurred?: 
___________________________________________________________________________ 
___________________________________________________________________________ 
 
Will you receive educational assistance from ANY other source (Veteran’s benefits, grants, 
etc)?  If so, indicate source and amount: ___________________________________________ 
____________________________________________________________________________ 
 


Preliminary Checklist: 
�Is your proposed degree program directly related to your current position and/or will it 
prepare you for a future Town career growth and/or promotional opportunity? 
�Have you discussed the potential degree program with your supervisor and department 
director for evaluation in light of the department’s mission, goals and objectives? 
�Is your proposed degree program through an accredited college, university, trade school or 
other recognized institution of higher learning? 
If your answer to all three questions is “YES”, you degree program is eligible for consideration.  
Complete the form and return to Human Resources. 
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Explain how this degree program relates to your current position and/or how it will contribute to 
your career growth with the Town and/or prepare you for a future promotional opportunity within 
the Town: 
____________________________________________________________________________ 
____________________________________________________________________________ 
____________________________________________________________________________ 
____________________________________________________________________________ 
 
 


(Please read carefully before you sign below the following statement) 
 
My completion and submission of this form with my s ignature affixed is an 
acknowledgment that I have read and understand all Program terms and conditions and 
that I will comply with same.  I understand that if  the degree program support is 
approved, it is ultimately subject to funding avail ability.   I further understand that if my 
request is approved, the acceptance of educational assistance funds commits me to a 
percentage reimbursement of the funds received unde r the Program if I leave the Town’s 
employment before completion of the required time o f employment as outlined in Town 
Administrative Policy AP2013-05 
 
 
Your Signature: ______________________________________ 
 
Department Director Approval: ______________________________  Date: ___________ 
 
 
Reviewed by Human Resources Dept: ____________________________  Date: _______ 
 
 
Town Manager Approval: ___________________________________ Date: ___________ 
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TOWN OF FLORENCE 
 


TUITION REIMBURSEMENT REQUEST FORM 
 


(must be submitted no later than thirty days following completion of the course of study) 
 
 


Employee Name:        


Department:        


Job Title:        


Class Name:        Class No.:        


Instructor:        Grade:        


School:        Amount:        


 
 
 


Documentation of itemized paid tuition costs and 
a transcript of grades must be attached. 


 
 


I understand if I separate from Town service earlier than twenty-four (24) 
months following the reimbursement for the class, the following repayment 
schedule will apply: 
Separation through 6 months 100% repayment 
Separation between 7 months and 12 months 75% repayment 
Separation between 13 months and 18 months 50% repayment 
Separation between 19 months and 24 months 25% repayment 
Separation after 24 months No repayment 


 
 
 
Employee Signature: 
 
 


Date: 


Department Director Signature: 
 
 


Date: 


Human Resources Director Signature: 
 
 


Date: 


Town Manager Signature: 
 
 


Date: 
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Town of Florence  


 


1.0  Purpose  


To provide guidelines for providing and purchasing uniforms and uniform items 
for Town of Florence personnel.  To provide consistency and uniformity in 
uniforms purchased for participating department personnel. To control the Town 
funds spent on uniforms and related items. 


2.0  Scope  


All Town Departments that require or promote employees to wear a uniform 
through the course of doing their job. (Departments that are not approved for 
uniforms are excluded from this Policy.) Each Department Head determines if 
uniforms are appropriate for their respective employees.   


3.0 Responsibilities 


The Finance Department is responsible for the monitoring and enforcement of 
this policy.  Department Heads are responsible for purchasing, determining and 
enforcing the wearing of uniforms for their respective areas of responsibility. 


4.0    Policy 


4.1 Each Department has written standard operating procedures detailing the 
requirements of uniforms for personnel.  When uniforms are required by the 
Department, the Town provides funding for the purchase of uniforms.   


4.2 Employees are responsible for care and cleaning of their uniform, unless the 
Department provides this service to their employees. 


POLICY TITLE:  UNIFORM ALLOWANCE POLICY EFFECTIVE DATE:  
JULY 1, 2011 


RESPONSIBLE DEPARTMENT:  FINANCE  
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APPROVAL:                                                                               REFERENCES:   
                                                                                                      PERSONNEL POLICIES-2.10                             
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4.3 In lieu of purchasing uniform items, a laundry service may be provided to 
furnish pants and shirts as part as their service, or a uniform stipend may be 
granted with the authorization of the Town Manager. 


4.4 This policy does not entitle uniforms for each department and employee, but 
provides limitations on the maximum amount that is allowed.  


4.5 On an annual basis, as part of the budget review process, allocation 
amounts will be considered by classification and adjusted appropriately.           


4.6 At the discretion of the Department Head, part-time employees shall be 
given a reduced uniform allowance.   This will be dependent upon the 
number of hours committed to the Town on an annual basis.    


4.611 Employees who work 21-39 hours will receive three-fourths the 
Uniform Purchase Allocation as full time employees in the same 
classification 


4.612 Employees who work 20 hours or less will receive one-half the 
Uniform Purchase Allocation as full time employees in the same 
classification. 


4.7 Purchased jackets, shirts, tee shirts, polo's, uniforms should have the Town 
of Florence embroidery, screen print or labeling clearing marked on them. 


4.8 Items that may not be purchased with uniform allowance include: 


4.81 Off-duty weapons that are of a personal nature and not used through 
the course of the employee’s daily work are not purchased with a 
uniform allowance. 


4.82 Personal items such as everyday underwear, non-safety boots, 
shoes (casual, dress or athletic), jeans, shirts, designer clothing, 
caps, and any other item of a personal nature normally used outside 
of the work place. 


4.83 Personal items that are not part of regular uniform, such as: 


4.831 Jewelry and watches. 


4.832 Hair accessories and personal hygiene items. 


4.833 Any other item deemed personal in nature. 


4.834 Any items that are not directly used through the course of 
the employee’s daily work. 


4.9 Uniform Purchase Allocation. The following maximum values per job 
classification are set forth as follows: 


4.91 Police Classifications - $900 per fiscal year: 
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4.911 Police Chief, Police Lieutenant, Police Sergeant, Police 
Detective, and Police Officer.    


4.912 Allocation is per Florence Police Department General 
Orders. 


4.913 Exceptions are allowed to the uniform purchase allocation 
amount for undercover police operations with approval of the 
Police Chief. 


4.92 Fire Classifications - $825 per fiscal year: 


4.921 Fire Chief, Fire Captain, Fire Engineer, and Firefighter. 
 


4.922 Allocation is per Florence Fire Department Operations 
Manual.  


4.93 Maintenance Classifications - $750 per fiscal year:  


4.931 Parks/Public Works Maintenance Workers and Foremen, 
Water Plant Operator, Senior Treatment Plant Operator, 
Wastewater Treatment Plant Worker, Utility Systems 
Operator, Utility Services Operator, Sanitation Workers and 
Facilities Maintenance Worker. 


4.932 Allocation is for safety boots, pants and shirts.   


4.94 Field Classifications - $750 per fiscal year:  


4.941 Public Works Superintendent, Utility Superintendent, Parks 
Maintenance Superintendent, Senior Civil Engineer, 
Associate Engineer, Public Works Project Manager, Public 
Works Operations Tech, Senior  Building Inspector, Building 
Inspector, Code Compliance Officer, Engineering 
Technician, Auto Mechanic, Police Evidence Technician, 
and Police Crime Analyst. 


4.942 Allocation is for safety boots, pants and shirts. 


4.95 Clerical Classifications - $250 per fiscal year:   


4.951 Information Technology personnel, Library personnel, Town 
Planner, Planning Technician, Permit Specialist, 
Administrative Assistant, Office Assistant, Office Supervisor, 
Recreation Program Superintendent, Recreation 
Programmer, Recreation Coordinator, and Senior Center 
personnel.  


4.952 Allocation is for shirts only. 


4.96 Recreation Classifications - $150 per fiscal year:   
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4.961 Recreation Leaders and Aquatic personnel.   


4.962  Allocation is for shirts and/or swim suits. 


4.97 Department Heads – Discretionary  


4.971 Department Heads, excluding the Police Chief (section 
4.911) and Fire Chief (section 4.921), may purchase 
uniforms for themselves at their discretion.  No monetary 
amount has been set. 


4.98 New Position Classifications  


4.981 New positions or classifications established after the new 
budget year will be classified in existing categories 
dependent upon their job descriptions.  Any clarification or 
ambiguity for classification will be determined by the Finance 
Department. 


5.0  Town-Wide Procedures  
 


5.1 All uniform purchases shall adhere to the Town of Florence Purchasing 
Policy. 


 
5.11 Individual or bulk purchases to one vendor are acceptable. 


 
5.12 Requisition per person may be issued for internal tracking purposes. 


 
5.121 The requisition number is used for a variety of vendors if 


necessary. 
 


5.2 Purchases should be made through a town vendor whenever possible. 
 


5.21 Individual reimbursement for items purchased should be the       
exception. 
 
5.211 Items not approved for purchase will become the 


responsibility of the employee. 
 


5.22 Purchases must be submitted with an invoice detailing what is 
purchased.  


 
5.23 Vendor cost comparisons should be made for annual purchases.  A 


list of commonly required or needed uniform items will be prepared 
for distribution to various vendors.  The items will indicate specifically 
what is needed.  The vendor(s) that submits the best value at the 
lowest price will be used for purchasing. 


 
5.3    Uniform stipend 
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5.31 Personnel in the Florence Police Department are granted a uniform 
stipend not to exceed the total annual amount authorized per 
classification.  Police personnel in approved classifications are paid 
on a biannual basis through payroll.    Payments are dispersed in a 
July and January paycheck.  The stipend is considered taxable 
income.    


 
5.311 Approved Classifications 


 
5.3111 Police Classifications: Police Chief, Police 


Lieutenant, Police Sergeant, Police Detective, and 
Police Officer. 


 
5.3112 Field Classifications: Police Evidence Technician 


and Police Crime Analyst. 
 
5.4 Personnel Separating from the Town. 
 


5.41 Personnel separating from the Town follow department Standard 
Operating Procedures (SOP) for returning uniforms or uniform 
items. This may include payment for non-returned items.  If 
department SOPs do not exist or do not address the return of 
uniforms or uniform items, then the Department Head makes the 
final determination. 


 
5.42 Purchase Orders and Requisitions that have not been drawn down 


or used are terminated upon notification of separation and no 
further uniforms or uniform items are purchased for the separating 
employee. 


 
5.43 Any outstanding purchases approved prior to giving notice of 


separation are paid by the department.  Approval must be in writing 
or agreed upon by the Department Head. 


  
5.44 Should the employee terminate prior to 90 days after purchase of 


uniform or uniform item, the Town will deduct the amount in full 
from the employee’s final paycheck.  If the employee returns the 
items purchased no deduction will be made to the final paycheck 
for uniforms or uniform items purchased.  


 
6.0  Definitions  
 


Allocation: to set apart for a special purpose; designate. 
 


Classifications: categories assigned by work duties that have similar functions. 
 


Entitle: to give (a person or thing) a title, right, or claim to something; furnish with 
grounds for laying claim. 
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 Separating:  to leave employment. 
 


Uniform: A set of standard clothing worn by members of an organization while 
participating in that organization's activity. 


 
Uniformity:  Overall sameness. 


7.0 Supplemental Forms   
This policy has no supplemental forms.  
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ACKNOWLEDGEMENT 
I have read and understand the terms and conditions of the Uniform Policy of the Town 
of Florence.  It is understood that should my employment terminate prior to 90 days 
from the date of uniform purchase, the Town of Florence will deduct the full amount of 
clothing items not returned from my final check.  
 
 
Signed__________________________________________Date__________________ 
 
PrintedName___________________________________________________________ 
 
 
Signed__________________________________________Date__________________ 


Human Resource Director or Representative 
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POLICY GUIDELINES AND APPLICATION PROCEDURES 
FOR THE ESTABLISHMENT OF 


COMMUNITY FACILITIES DISTRICTS 
 
In order to secure for the Town of Florence, Arizona (the “Town”), the public benefits of the 
Community Facilities Act (the “Act”) originally enacted by the Arizona Legislature in 1988 and 
to promote the best interests of the Town, the following Policy Guidelines and Application 
Procedures are adopted by the Common Council.  (All terms used herein and not otherwise 
defined shall have the meaning given to them in the Act.) 


       ARTICLE 1. 


General Policies 


1.1 A community facilities district (“CFD”) provides a funding mechanism to finance 
construction and/or acquisition of public infrastructure that benefits the real property 
comprising the CFD (the “Property”) and its ultimate owners and thereafter a mechanism 
to provide for the operation and maintenance of such infrastructure if necessary and can 
also be utilized by the Town to provide enhanced municipal services, benefiting the users 
of the real property within the CFD.  The Town Council recognizes the ability of a CFD 
to provide for the construction and/or acquisition of public infrastructure that might 
otherwise be more costly or, in some instances, not be provided at all. 


1.2 Recognizing that a CFD is a statutory special taxing district with borrowing powers 
created within the boundaries of the Town that has perpetual existence, the Town Council 
believes that the formation of each CFD should be considered carefully in order to ensure 
its lasting success. 


1.3 CFDs should be utilized primarily in connection with the financing of public 
infrastructure for development of master planned communities or projects involving 
substantial commercial development. 


1.4 Any public infrastructure financed by a CFD should be in conformance with the Town’s 
General Plan in order to encourage orderly growth and development.  Special 
consideration should be given to CFDs that provide an enhanced level of infrastructure 
amenities and/or municipal services. 
 
Community Facilities districts may finance the following listed types of streets with CFD 
general obligation or assessment bonds: 
 
 1. Major arterials 
 2. Arterials 
 3. Major collectors 
 4. Collectors 
 5. Local Streets 







Amended November 19, 2007 - 3 -   


   
The street and road designations listed above shall have the meanings as set forth in the 
Town of Florence, Arizona development code, rules and regulations. Major collectors 
and collectors will be financed with general obligation or assessment bonds only if the 
particular financed collector road has its two planned terminus points at an intersection 
with an arterial street or roadway. No Community Facilities District general obligation 
bond financing will be issued for local or residential streets, except de minimus GO 
Bonds issued for less than $500,000 may be used for local or residential streets after all 
other uses are paid as identified in the Feasibility Report. 


 
1.5 All costs incurred by the Town and/or the CFD in connection with the formation and 


subsequent activities of a CFD will be paid by the applicant/landowner/developer or 
successor thereto (such entity generically referred to herein as the “Applicant”) through a 
series of monetary deposits as provided herein.  Such deposits will be applied to pay 
amounts due for services rendered by the Town staff, CFD staff and outside consultants 
who may be retained by the Town and/or the CFD, including but not limited to bond 
counsel, financial advisors, engineers, appraisers and attorneys.  The Town may use 
outside consultants as “staff” to review or confirm any analyses prepared in conjunction 
with an application for or financing by the CFD.  If authorized by the district board of a 
CFD (the “Board”), exercising its sole discretion, all or part of such costs may be 
reimbursed to the Applicant from a CFD tax levy, CFD assessments, CFD revenues or 
CFD bond proceeds, provided such reimbursement is in conformance with federal law, 
State law and these guidelines. 


 
The Town of Florence reserves the right to levy a bond administration fee of 1% for each 
CFD bond issuance, with a minimum amount of $5,000 and a maximum amount of 
$50,000 for administration and consulting costs. 


 
1.6 To provide ease of administration and the largest tax/revenue base possible, the Town 


will encourage an area to be governed by as few CFDs as possible, and a preference will 
be given to one master CFD for a single development.  (It should be noted that the 
decision to form a CFD shall be a decision of the Town Council exercised in its sole and 
absolute discretion.) 


1.7 Each CFD will be governed by the Board, which will be comprised of the members of the 
Town Council, ex officio.  The day-to-day administrative responsibilities of the CFD will 
be performed pursuant to a contract by outside personnel or by the Town staff.  For all 
CFD’s, at the option of the Board, advisory committees may be utilized. 


1.8 Unless otherwise agreed to by the Town, the CFD must be self-supporting from the 
standpoint of financing, operations and maintenance; no Town funds will be used for 
CFD purposes.  Notwithstanding anything contained herein, none of the property, the 
credit nor the taxing power of the Town shall be pledged to or otherwise secure the 
payment of any CFD obligation or indebtedness. 
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1.9 After review of the project feasibility report, property appraisals and other required 
pertinent information, the Board will determine, in its sole and absolute discretion, the 
amount, timing and form of financing to be used by a CFD. 


1.10 All public infrastructure constructed or acquired by a CFD will utilize statutory public 
procurement procedures in accordance with applicable laws, rules and regulations and as 
would be applied by the Town in a construction project for the Town. 
 
All new anticipated CFD constructed or acquired public infrastructure improvements will 
be identified and forwarded to the Town of Florence for consideration of inclusion in the 
annual CFD budget by March 1 of the fiscal year.   


1.11 The CFD will not use bond proceeds or other CFD funds to purchase public rights-of-
way or other real property to be used for public infrastructure improvements if such real 
property would be required to be dedicated and conveyed to the Town by the Applicant 
upon development of the Property. 


1.12 Unless otherwise agreed to by the Town, all costs of administration and operation of the 
CFD and the operation and maintenance of public infrastructure provided by the CFD 
including replacement reserves, if appropriate, shall be the responsibility of the CFD, the 
Applicant, applicable homeowners associations, or any combination of the foregoing, as 
may be acceptable to the Board. 


1.13 These Policy Guidelines and Application Procedures may be modified from time to time 
by the Town.  An Applicant will be given the opportunity to propose alternative 
approaches to those provided herein, with the understanding that concerns of the Town 
must be adequately addressed before the staff of the Town will recommend approval of a 
CFD to the Town Council. 


ARTICLE 2. 
Contents of Applications 


An “Application” for the formation of a CFD must be completed prior to any determination that 
a CFD will be formed.  The Application shall, at a minimum, contain the following information 
and be organized in the manner described below. 


Applicant Information 


2.1 General Description.  A general description of the Applicant, including the corporate and 
organizational structure of the entity or individual making the Application to form a CFD.  
This description should include the names of all officers and/or corporate directors 
directly related or associated with the proposed development of the Property and the 
proposed CFD. 


2.2 Contact(s).  The name, address, phone number and other relevant information of the 
primary contact for the Applicant.  This information should list the names (and other 
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relevant information) of any legal representatives, engineers, architects, financial 
consultants and/or other consultants significantly involved with the Application. 


2.3 Experience.  A general description of the Applicant’s experience with similar types of 
projects as development of the Property. 


2.4 Financial Capability.  Evidence demonstrating the Applicant’s ability and capacity 
(including financial statements if necessary) to undertake the proposed development. The 
fact that an Applicant may be a private corporation or other privately owned entity shall 
not be a basis for refusal to provide information requested by Town Staff or the Board 
which relates to Applicant’s financial capacity to undertake and complete the proposed 
development or to Applicant’s financial capacity to provide debt service. 


Proposed CFD and Public Infrastructure Description 


2.5 General Description.  A general description of the proposed CFD, its purpose, proposed 
public infrastructure and/or services to be provided, and a statement describing the 
overall community benefit or enhanced public services to be derived from the CFD.  This 
description should include a statement of how the proposed CFD meets the existing 
development objectives of the Town, including the degree to which the CFD is consistent 
with the goals of the Town’s General Plan for promoting orderly development, consistent 
with growth management policies and zoning requirements and the degree to which the 
land use plan for the CFD is consistent with the Town’s General Plan. 


2.6 Location. A description of the proposed CFD’s general location within the Town; an area 
site map illustrating the proposed boundaries and a legal description of the proposed 
boundaries.  This description must include an analysis of the appropriateness of the CFD 
boundaries. 


2.7 Ownership Interests. The identity and address of all persons or entities with any interest 
in the property including lienholders and purchasers under pending sales contracts and 
the names and addresses of any qualified electors located within the proposed boundaries 
of the CFD.  A certificate from the Pinal County Assessor or, if not accurate, a current 
title report and certificate from the Pinal County Elections Department shall be submitted 
as evidence of names or persons with any interest in the land and qualified electors, 
respectively. 


2.8 Operating Plan.  An operating plan for the CFD, describing the functions of the CFD and 
how the operation and maintenance of the public infrastructure will be provided. 


2.9 Status of Entitlements and Source of Water, Sewer Treatment and Other 
Utilities/Services.  The status of all entitlements with respect to the Property as well as 
the plan for providing water, sewer treatment and other utilities and services (fire, police, 
education, etc.) to the Property. 
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Proposed Improvements 


2.10 Description of Public Infrastructure.  A detailed description of the types of public 
infrastructure to be financed and/or acquired by the CFD.  This description should 
include a proposed project schedule for commencement and completion of (a) public 
infrastructure and (b) the private development. 


2.11 Estimated Costs.  An estimate of the construction and/or acquisition costs of the public 
infrastructure to be completed by the CFD.  This information shall include a detailed list 
of the estimated cost of each component of the public infrastructure. 


2.12 Development Timetable.  A detailed timetable describing the scheduling, timing or 
phasing of the public infrastructure.  This schedule should include a timetable for 
constructing/acquiring both the public and private components of the overall 
development with respect to the Property.  Each phase of the development should be 
shown separately. 


Financing Plan 


2.13 Description of Financial Plan.  A detailed description of the capital financing plan for the 
public infrastructure and the private development with respect to the Property, including 
both public and private components of such development.  This description should 
include the proposed types of tax-exempt/taxable bonds to be issued for the public 
infrastructure as well as the financing plan of the Applicant for the private development 
and the sources of the proposed financing including any debt or equity. 


2.14 Sources and Uses of Funds.  A detailed sources and uses of funds for the public 
infrastructure with respect to the Property.  This schedule should include the description 
of components of the public infrastructure that will be financed by the type of bonds to be 
issued. 


2.15 Financial Feasibility.  A 20-year financial feasibility study for the entire project being 
developed on the Property including both the public infrastructure and the private 
development.  This feasibility study should include, if possible, a preliminary market 
absorption study for the private development. 


2.16 Fiscal Impact.  An analysis of the tax, assessment and utilities fee impact on the 
users/residents within the CFD, specifically, projected property tax rates and levies, 
special assessments, fees, charges and any other costs to be borne by the CFD.  A 
comparative analysis of such taxes, assessments and fees of similar or adjoining areas 
and/or CFDs should also be provided 


2.17 Value-to-Lien Ratio Analysis.  Based on the estimated value of the Property including 
after acquisition and/or construction of the public improvements, an analysis of the value-
to-lien ratios of the proposed public financing if in the form of general obligation or 
assessment bonds. A value-to-lien ratio of less than 4 to 1 will generally be unacceptable. 
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2.18 Operation and Maintenance Costs.  A detailed description and a financial pro-forma of 
the estimated annual operation and maintenance costs of the public infrastructure, 
including for replacement reserves, if appropriate.  The Application must clearly detail 
the specific entities such as CFD, Homeowners Associations, Applicant, Town, etc that 
will be responsible for funding the on-going operation and maintenance costs for all CFD 
improvements, including for replacement reserves, if appropriate.  This section should 
also provide a description of the revenue source of each. 


Miscellaneous Information 


2.19 Marketing Plan.  A detailed description of the proposed marketing plan to be used by the 
Applicant to market property within the CFD.  This information may include 
comparisons of the proposed CFD to similar CFDs in the area. 


2.20 Disclosure to Prospective Property Owners.  Information regarding the proposed 
disclosure form that will be used to describe to prospective buyers the potential tax, 
assessment and fee implications of the CFD.  Such forms shall have provisions for the 
signed acknowledgement of receipt of such disclosure form.  (Landowners/developers are 
required to describe in their promotional materials the financial and other relative impacts 
in the development being in a CFD and should note that acknowledged disclosure forms 
will be required to be filed with the Clerk of the Town.) 


2.21 Equity Contribution. Evidence of at least $0.25 in infrastructure or community 
improvements benefiting the Property for each $1.00 of debt to be issued by a CFD to 
finance public infrastructure purposes.  If agreed to by the Board, in its sole and absolute 
discretion, prior infrastructure and community improvements constructed or acquired by 
the Applicant and benefiting the Property may be included in calculating the Applicant’s 
compliance with this requirement. 


2.22 Development Agreements.  As an appendix, any Development Agreements entered into 
between the Town and the Applicant relating to this proposed development. 


ARTICLE 3. 
Application Procedures 


3.1 Ten copies of the Application for the formation of a CFD shall be submitted to the 
Manager of the Town who will coordinate an inter-departmental analysis of the 
Application. 


3.2 At the time of submission of the Application, the Applicant shall pay a non-refundable 
Application fee of $50,000 and shall deposit an additional $10,000 as a deposit on 
account to be applied by the Town in its sole discretion to the costs incurred in 
connection with processing and reviewing the Application and the formation and 
administration of the CFD.  When such $10,000 (and each subsequent $10,000 amount 
hereinafter described) is expended, an accounting will be made to the Applicant for all 
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costs incurred by the Town and an additional $10,000 will be requested and must be paid 
forthwith. 


3.3 After the Application fee and deposit are submitted, the Manager of the Town shall 
arrange a pre-application conference with the appropriate Town staff, for the purpose of 
reviewing the Application for conformity with Town policies.  


3.4 If, following the pre-application conference or at any other time during the application 
process Town staff requests additional information, the Applicant shall provide any and 
all supplemental information requested prior to proceeding to the next step of the review 
process. 


3.5 The review, analysis and implementation of the Application will be generally conducted 
in four sequential phases. 


a. Phase 1 will consist of a preliminary review of the Application to identify missing 
or incomplete information and to identify and discuss any initial concerns prior to 
the Town undertaking a more complete review of the Application. 


b. Phase 2 will consist of a detailed review of the Application, as amended.  The 
review will include, but will not be limited to, examining the feasibility, financing 
analyses and evaluation of community benefits relating to the CFD.  This phase 
may include several iterations of review, comment and re-review.  Under the 
direction of the Town, a report may be prepared including recommendations 
related to the CFD and an analysis of the impact of the formation of the CFD and 
its effects on the Town.  This report may provide a recommended disposition of 
the Application and any additional requirements that will be placed on the 
Applicant and/or the CFD. 


c. Phase 3, if undertaken, will consist of the planning, development, creation, 
financing and bond issuance for the CFD. 


d. Phase 4, if necessary, will consist of the continuing administration, oversight and 
management of the CFD. 


3.6 If the requirements of 3.2 are then being satisfied and the Application meets the 
qualifications provided herein, the Application, along with any report and 
recommendations by Town staff, will be forwarded to the Town Council. 


3.7 If the Town Council approves an Application, the Applicant and the staff of the Town 
shall coordinate a schedule of events for formation of the CFD.  Simultaneously with 
formation of the CFD, the Applicant and the Town shall enter into a development 
agreement incorporating the requirements of any report, recommendations of the Town 
staff relating to such CFD, the requirements of these policy guidelines and any other 
restrictions, provisions and agreements required by the Town.  If there are existing 
agreements with the Applicant for the provision of public infrastructure proposed to be 
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furnished by the CFD, then those agreements will be amended to reflect the agreements 
and conditions pertaining to the CFD by the means of such development agreement. 


ARTICLE 4. 
CFD Financial Operations and Debt Financing 


4.1 Upon formation of a CFD, the Applicant shall deposit with the CFD a nonrefundable 
administrative expense fee in the amount of $75,000.  The administrative expense fee 
shall be applied by the CFD in its sole discretion to the costs and expenses incurred in 
connection with the formation, review of any feasibility study, election costs, 
administration, operation and maintenance with respect to the CFD or its public 
infrastructure.  From time to time, upon depletion of the administrative expense fee and 
provision of an accounting of the uses of such amount, the CFD may request, and the 
Applicant shall promptly deposit with the CFD, additional $10,000 deposits to be applied 
to the purposes contemplated herein. 


4.2 The Board may require the imposition of an ad valorem property tax upon the CFD 
taxable property in order to provide for the CFD to be self-supporting for its 
administrative, operation and maintenance expenses and replacement reserve purposes, if 
appropriate.  Failure to cooperate with the imposition of such tax will relieve the Town 
and the CFD from undertaking any obligations or operations. 


4.3 The amount of debt of a CFD may not have any substantial direct or indirect negative 
impacts on the debt or financing capabilities of the Town, and the debt imposed on the 
CFD may not impose an unreasonable financial burden on future CFD residents. 


4.4 Each feasibility report for financing by a CFD shall describe any economic advantage or 
the estimated savings, if any, to residents in the form of reduced purchase prices, 
enhanced public services and/amenities, additional community benefits, etc. that are 
projected to result from such CFD financing. 


4.5 Proceeds of the sale of each revenue and assessment bond issue shall, to the extent 
limited by applicable law, be applied to fund a debt service reserve fund in the maximum, 
permissible amount or an acceptable reserve fund surety bond, insurance policy or other 
guarantee shall be provided in lieu thereof. 


4.6 If general obligation bonds are to be issued by the CFD, those general obligation bonds 
will be secured by an unlimited ad valorem tax on all taxable property located within the 
CFD.  Prior to the issuance of general obligation bonds by the CFD, the Applicant shall 
describe in the project feasibility report, in addition to the statutory requirements, the 
following: 


a. The current direct and overlapping tax and assessment burden on the Property and 
the full cash value and assessed valuation of the Property as shown on the most 
recent assessment roll.  (In connection with any general obligation or assessment 
financing, the Applicant shall provide a current appraisal of the fair market value 







Amended November 19, 2007 - 10 -   


of the Property that is to be taxed or assessed, prepared by a person who is 
designated as a Member Appraisal Institute (“MAI”) and a certified general real 
estate appraiser (such person hereafter referred to as an “MAI Appraiser”), such 
appraisal to be in form and substance acceptable to the Board, in its sole 
discretion.  Generally, the appraisal shall be based on the wholesale, bulk value of 
the Property.  The appraisal shall not be required if the sizing of the debt issuance 
is based on existing assessed values or if sufficient collateral is to be provided by 
the Applicant so that land value is not a determinative issue.) 


b. The amount and timing of CFD general obligation bonds to be issued. 


c. The expected market absorption of development within the CFD. 


d. The effect of the CFD bond issuance on CFD property tax rates, calculated over 
the entire period of time that the proposed general obligation bonds are estimated 
to be outstanding or based on the phasing of the public infrastructure to be 
financed, as applicable. 


e. Any mechanism to limit the total tax rate of the CFD.  If the debt service tax rate 
determined by the Board is not sufficient to produce amounts to pay the entire 
debt service necessary with respect to the general obligation bonds when due, the 
Applicant or other entity acceptable to the Board will be required to provide 
collateral sufficient to pay the difference between the revenues produced by such 
pre-established tax rate and the actual debt service coming due in that fiscal year 
in the form of a cash contribution, standby contribution agreement or other 
acceptable form of security or any combination of the foregoing, which shall be 
bankruptcy proof, as required by the Board.  A cash flow schedule illustrating the 
amount and the time period required to cover such shortfall will be required to be 
submitted as part of the feasibility report.  Such amount shall be required to 
remain fully funded until such time as the Board, exercising its sole discretion, 
determines sufficient assessed valuation has been created that the debt service will 
be self-supporting.  At that time, the Board, exercising its sole discretion, will 
determine whether the collateral will be released in whole or in part.  Parameters 
for the foregoing will be included in the development agreement described in 3.7. 


f. The marketing plan for the sale of the bonds. 


Publicly offered bonds must be rated in one of the four highest investment grade 
ratings from Standard & Poor’s Corporation, a division of the McGraw-Hill 
Companies (“S&P”), Moody’s Investors Services (“Moody’s”), or other 
nationally recognized bond rating service.   Pursuant to state statutes, the CFD 
will not sell non-investment grade bonds in a public offering. 


Bonds not publicly offered need not be rated.  However, purchasers of such bonds 
must be similar to those acceptable pursuant to Rule 144A of the Securities 
Exchange Commission (“Qualified Buyers”) and must agree to hold the bonds for 
their own account and not to resell the bonds except to Qualified Buyers. 
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4.7 Revenue bonds shall be payable from a specified revenue source.  The Applicant must 
describe in each project feasibility report, along with the statutory requirements, the 
following: 


a. The revenue source from which bonds will be payable.  The Board reserves the 
right to require that independently prepared financial feasibility studies or reports 
be provided as it deems necessary to confirm the amount and availability of 
revenues. 


b. The expected market absorption of development within the CFD. 


c. The amount and timing of CFD revenue bonds to be issued. 


d. The financial impact of the proposed issue(s) on prospective residents. 


e. Any plan for subsidizing revenues to meet obligations with respect to the bonds. 


f. The marketing plan for sale of the bonds. 


Publicly offered bonds must be rated in one of the four-highest investment grade 
ratings from S&P, Moody’s or other nationally recognized bond rating service.  
Pursuant to state statutes, the CFD will not sell non-investment grade bonds in a 
public offering. 


Bonds not publicly offered need not be rated.  However, purchasers of such bonds 
must be Qualified Buyers and must agree to hold the bonds for their own account 
and not to resell the bonds except to Qualified Buyers. 


4.8 Assessment bonds shall be secured by first lien (subject only to the lien for general taxes 
and prior special assessments) on the property benefited.  The Applicant must describe 
for assessment bonds in each project feasibility report, along with the statutory 
requirements, the following: 


a. The current direct and overlapping tax and assessment burdens on real property to 
comprise the CFD and the full cash value and assessed valuation of that property 
as shown on the most recent assessment roll.  (In connection with any general 
obligation or assessment financing, the Applicant shall provide a current appraisal 
of the fair market value of the Property that is to be taxed or assessed, prepared by 
a person who is designated as a Member Appraisal Institute (“MAI”) and a 
certified general real estate appraiser (such person hereafter referred to as an 
“MAI Appraiser”), such appraisal to be in form and substance acceptable to the 
Board, in its sole discretion.  Generally, the appraisal shall be based on the 
wholesale, bulk value of the Property.  The appraisal shall not be required if 
sufficient collateral is to be provided by the Applicant so that land value is not a 
determinative issue.) 


b. The amount and timing of CFD assessment bonds to be issued. 
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c. The expected market absorption of development within the CFD. 


d. The estimated assessment amount to be placed on prospective assessed parcels. 


e. Whether the assessments will be paid upon sales of lots by the Applicant or will 
remain on the property after sale. 


f. The marketing plan for sale of the bonds. 


Publicly offered bonds must be rated in one of the four highest investment grade 
ratings from S&P, Moody’s or other nationally recognized bond rating service, or 
an appraisal of the Property to be encumbered, prepared by an MAI Appraiser and 
in form and substance acceptable to the Board, in its sole and absolute discretion, 
shall indicate a minimum land value to debt ratio of 4 to 1, on an assessed parcel 
by assessed parcel basis, prior to the issuance of debt. 


Bonds not publicly offered need not be rated.  However the purchasers of such 
bonds must be Qualified Buyers and agree to hold the bonds for their own account 
and not to resell the bonds except to Qualified Buyers.  Further, in connection 
with the sale of unrated bonds, the Board must have received an appraisal of the 
land to be encumbered, prepared by an MAI Appraiser and in form and substance 
acceptable to the Board, in its sole and absolute discretion, indicating a minimum 
land value to debt ratio of 4 to 1, on an assessed parcel by assessed parcel basis, 
prior to the issuance of debt.  If a 4 to 1 ratio is not achieved, a scaling down of 
the proposed debt and phasing of the infrastructure is expected. 


ARTICLE 5. 
Financing Considerations 


5.1 The Applicant (or such other third party acceptable to the CFD) shall indemnify the 
Town and the CFD and their agents, officers, and employees and shall hold the Town and 
the CFD and their agents, officers and employees harmless for, from and against any and 
all liabilities, claims, costs and expenses, including attorneys’ fees, incurred with respect 
to the formation, operation, or administration of the CFD, the offer and sale of CFD 
bonds, the levying by the CFD of any tax, assessment or charge and the operation and 
maintenance of public infrastructure financed or owned by the CFD. 


In addition, if such insurance is not otherwise available from another source, the 
Applicant shall be responsible for the cost of a Director’s and Officers (D&O) insurance 
policy to cover all actions and activities taken by the Board and officers of the CFD 
relating to the CFD formation, financing, administrative actions and other related 
activities and for depositing the amount of any deductible in escrow with the CFD or for 
providing a plan for providing for such deductible.  The amount of the D&O coverage 
will be determined by the CFD at the time of formation. 







Amended November 19, 2007 - 13 -   


5.2 Unless otherwise provided to the CFD pursuant to other requirements, prior to CFD 
financing and acquisition of any public infrastructure, the CFD will be provided with an 
independent environmental report or assessment of any real property which will be 
dedicated to or otherwise owned, leased or operated by the Town or the CFD with respect 
to any public infrastructure, if necessary, and a proposed form of indemnity agreement 
with respect to all environmental law liability. 


 
 
 
 
 
 
 
 
 
 
 
 
 
 


 
 








 
USE OF TOWN VEHICLES POLICY   PAGE 1 OF 3 


 
 


Town of Florence  
   


 


1.0 Purpose  
Establish guidelines to regulate the use of Town vehicles. 


 
2.0 Scope 


All Town employees who operate Town vehicles. 
 
3.0 Responsibilities 


The responsibility for assuring compliance with the provisions of this policy rests 
with the department director, supervisors at all levels, and the individual 
employees affected.  Each Town department is subject to this regulation but may 
adopt more stringent guidelines as needed with the approval of the Town 
Manager or designee. 


 
4.0 Policy   


All personnel driving Town vehicles shall have a valid State of Arizona Driver’s 
License with the appropriate license classification for the type of vehicle they are 
operating, acquire a complete knowledge and understanding of vehicular 
operations, and obtain all necessary approvals from risk management required to 
operate the vehicle. If a Town employee should lose their driver’s license for any 
reason, that employee must so notify their supervisor as soon as practical but not 
later than the beginning of the next working shift. 
 
4.1 The use of Town vehicles shall be restricted to official business, subject to   


the following guidelines: 
 
4.11 Transporting of passengers shall be limited to Town employees, 


persons in an advisory capacity to the Town, persons participating in 
approved Town programs including the “Ride-Along” program, and 
other agency representatives and individuals on Town business. 
 


4.12 Employees assigned a Town vehicle for use during their normal work-
day schedule may use the vehicle during normal work hours to either 
go home or to a restaurant for lunch if their personal vehicle is not 
readily available. Take home vehicles shall only be assigned to 
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employees residing within Town limits, except as otherwise expressly 
authorized by the Town Manager or designee.  Employees assigned a 
vehicle for use during their normal workday schedule are to exercise 
discretion in its use. Town vehicles should not be used for personal 
business except on a minimal basis. 


 
4.13 Alcoholic beverages shall not be consumed or transported in Town 


vehicles nor shall Town employees have consumed any alcohol or be 
impaired in any way while operating the vehicle. Town departments 
requiring employees work off-duty hours for purposes of emergency 
response shall establish their own policies regarding alcohol 
consumption during off-duty hours. Under no circumstances shall any 
Town employee who is impaired in any way be permitted to operate 
any Town vehicle or heavy equipment. 


 
4.14 It is inappropriate for a Town vehicle to be parked in front of certain 


types of businesses, such as a liquor store or bar unless the vehicle is 
being used to conduct official Town business, such as an inspection.  
Considerable discretion should be exercised when using the vehicle 
for the purposes noted in this paragraph. 


 
4.2 Department directors may assign Town vehicles for overnight use: 


 
4.21 To employees who are frequently required to use a Town vehicle at 


night, during the weekend, or if they have substantial emergency 
responsibilities.  This does not include employees whose homes are 
outside Florence unless approved by the Town Manager or designee. 
 


4.22 In situations where the conduct of Town business can be facilitated by 
overnight use of a Town vehicle by an employee who normally does 
not keep a Town vehicle overnight. 


 
4.23 To any number of employees rotating a specific assignment and 


vehicle at vehicle at night or on weekends. 
 


4.24 All employees making overnight trips with a Town vehicle must have 
prior written approval of their department director.   


 
4.3 Town vehicles shall be operated in a responsible, safe manner, as outlined 


below: 
 
4.31 Seat belts shall be worn by all employees and passengers using a 


Town vehicle and the vehicle shall not be operated until all vehicle 
occupants have buckled a seat belt. 
 


4.32 Use of cell phones or other electronic communication devices shall be 
used only in “hands-free” modes andr in compliance with governing 
laws and regulations. 
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4.33 Town vehicles shall be driven in compliance with motor vehicle laws. 
 


4.34 Employees are personally responsible for the prompt and proper 
reporting to their supervisor and payment of fines for any citations 
received while using a Town vehicle. Under no circumstances are 
these citations to be paid for by the use of Town funds. All moving 
traffic citations shall be reported as soon as possible but not later than 
three working days to the appropriate department director. 


 
4.35 All employees who operate a Town vehicle shall become familiar with 


policies and procedures relating to the reporting of accidents.  
Employees involved in an accident may be required to submit to a test 
for drugs or alcohol, including possible breath, urine or blood 
screening. 


 
4.36 Employees operating Town vehicles are responsible for keeping them 


clean and litter free.  Employees assigned to a specific Town vehicle 
on a regular basis are also responsible for ensuring the vehicle is in 
good working order at all times.  Any known defects or malfunctions of 
a Town vehicle are to be reported promptly to the maintenance 
superintendent. 


 
4.4 Routine maintenance and repair of Town vehicles are supervised through 


automotive maintenance personnel employed by the Town of Florence. 
 


4.5 Fuel cards shall remain in Town vehicles at all times and should be stored in 
the glove compartment. 


 
4.6 Public safety employees acting under department policy are exempt from 


certain aspects of this regulation as outlined in that department policy. 
 
5 Procedure 
         None         
 
6 Definitions 


None. 
 


7 Supplemental Documents 
None. 
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Town of Florence    


 


1.0 Purpose  


This DUNS Number Policy will provide guidance for the management and control of 
Dun and Bradstreet’s “data universal numbering system,” commonly known as DUNS, 
for the numbers requested and assigned to the Town of Florence.  The DUNS Number 
Policy was created to eliminate the confusion surrounding the several DUNS Numbers 
currently assigned to the Town of Florence, especially relating to the proper use of 
existing numbers and the potential need for requesting additional numbers.  Placing 
control of all DUNS Numbers under the Finance Director is necessary to eliminate any 
unnecessary DUNS Numbers. 


2.0 Scope 


This policy affects all Town employees who have the need to use a DUNS Number.  
The policy affects any employee who works with grants applications, financial loan 
applications and end users obtaining financial information. 


3.0 Responsibilities 


The Finance Director is responsible for the administration and enforcement of this 
policy.  The Finance Director, or appointee, shall be the person responsible for the 
application, maintenance and cancellation or consolidation of all DUNS Numbers for the 
Town of Florence.   


4.0 Policy  


Dun and Bradstreet (D&B) is a company that provides business information for credit, 
marketing, and purchasing decisions.  Its "data universal numbering system," known as 
DUNS, issues unique 9-digit numbers that are used by businesses and the federal 
government to keep track of more than 70 million businesses world-wide.  The federal 
government's Office of Management & Budget has also adopted the use of DUNS 
Numbers as a way to keep track of how federal grant money is awarded and dispersed.   
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4.1 The Finance Director (or appointee) shall be the only person authorized to 
apply for a DUNS Number. 


4.2 The Finance Director (or appointee) shall securely house all DUNS Number. 


5.0 Town-Wide Procedures  


5.1 Any town employee who believes that a DUNS Number is required for a grant 
application or other project shall first consult with the Grants Coordinator, who 
shall determine if the grant project is covered under an existing DUNS Number. 


5.2 If the Finance Director (or appointee) determines that a new DUNS Number is 
not required, he/she shall notify the employee of the proper existing Number to 
use for the grant/project. 


5.3 If the Finance Director (or appointee) determines that a new DUNS Number is 
required, he/she shall provide the employee with a DUNS Number Application 
Form requiring all information necessary to submit a DUNS Number application 
to Dun and Bradstreet. 


5.4 Upon receipt of a completed Dun Number Application Form, the Finance 
Director (or appointee) shall submit a timely application to Dun and Bradstreet. 


5.5 The Finance Director (or appointee) shall notify the employee when a new 
DUNS Number is assigned.     


6.0 Definitions  


DUNS Number: A 9-digit number used by businesses and the federal government to 
keep track of businesses and federal grant applications.    


7.0 Supplemental 


DUNS Number Application Form 
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Town of Florence 
 


DUNS Number Application Form 
 


The DUNS Number Application Form is used by all Town employees seeking a DUNS number 
for a grant application or other official purpose.   The completed and signed application is 
submitted to the Town’s Finance Director (or appointee). 
 
 
Applicant Name:          Department:    
 
Work Extension:              
 
 
 
Why do you need a DUNS Number? 
 
 
 
 
 
 
Have you checked with your Department Head and/or the Grants Coordinator to see if an 
appropriate DUNS Number for your project already exists? 
 
 
 
 
 
 
If needed for a grant submission or some other official purpose that has a submission deadline, 
what is that deadline? 
 
 
 
 
 
_____________________________________   _____________________ 
Applicant Signature       Date 
 
 
 
Approved By 
 
 
_______________________________________  DUNS #______________ 
Finance Director or Appointee 
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1.0 Purpose  
Establish guidelines for the provision of vehicle allowances to the Town 
Manager’s senior staff as determined appropriate by the Town Manager. 


 
2.0 Scope   


Town employees eligible for a vehicle allowance are: 
 


Deputy Town Manager/Town Clerk   
Assistant Town Manager 
All Town Department Directors   
Other Employees As Determined by Town Manager 


 
3.0 Responsibility   


The responsibility for assuring compliance with the provisions of this policy rests 
with the Town Manager and the individual employees receiving vehicle 
allowances. 


 
4.0 Policy:   


The Town Manager may approve a vehicle allowance to Town senior staff 
members as he/she determines appropriate and as provided in the annual Town 
budget.  In limited circumstances, the Town Manager may approve use of a Town 
vehicle in lieu of a vehicle allowance. 
 
4.1 The monthly vehicle allowance is set each year by the Town Manager 


through the annual budget process, and is included in the various 
department budgets.   
 


4.2 For those employees receiving a vehicle allowance, the following rules 
apply: 
 
4.21 The vehicle allowance is treated as income for tax purposes under 


the provisions of applicable IRS guidelines.  The vehicle allowance is 
reported annually on W-2 forms. 
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 TOWN MANAGER     SIGNATURE:  _______________    


  
 TOWN COUNCIL       DATE APPROVED:   ____________ 
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4.22 The vehicle allowance covers all costs of vehicle transportation used 
for conducting Town business within the boundaries of Pinal County.  
No pool car usage or other travel reimbursement for vehicle usage is 
to be received except when traveling outside Pinal County to conduct 
Town business, in which case a pool car may be used or mileage 
reimbursement may be paid as provided in governing policies. 
 


4.23 Each employee receiving a vehicle allowance shall maintain a valid 
Arizona driver’s license and vehicle insurance in a (minimum) amount 
required by applicable Arizona law. 


 
4.24 The vehicle allowance shall be paid in the payroll check issued on 


the first payday of the month, covering that month. 
 


4.25 Town vehicles provided in lieu of a vehicle allowance should not be 
used for personal business except on a minimal basis. 
 


5.0 Procedures: 
None 
 


6.0 Definitions:   
None 


 
7.0 Supplemental Documents  


7.1  Town of Florence Vehicle Allowance Policy Acknowledgment Form 







 
USE OF TOWN VEHICLES POLICY   PAGE 3 OF 3 


 
 


 
 
 


TOWN OF FLORENCE  
VEHICLE ALLOWANCE  


POLICY ACKNOWLEDGMENT FORM 
 
 
 
 
Employee Name: ____________________________   Employee Number: _______ 
 
Department/Division: _________________________    Today’s Date: ___________ 
 
 


It is the policy of the Town of Florence that the Town Manager may approve a vehicle 
allowance to Town senior staff members as he/she determines appropriate and as 
provided in the annual Town budget. 


 
I acknowledge that I have read and understand the Vehicle Allowance Administrative 
Policy #AP2013-09.  Specifically, I understand that in receiving a vehicle allowance 
under this Policy, the vehicle allowance will cover all vehicle transportation used for 
conducting Town business within the boundaries of Pinal County.  I agree that in return 
for receiving a vehicle allowance, I will maintain a valid Arizona drivers’ license and 
vehicle insurance in a (minimum) amount required by applicable Arizona law. 
 
 
 
__________________________ 
Employee Signature 
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TOWN OF FLORENCE DOROTHY NOLAN SENIOR CENTER 
ELECTRONIC INFORMATION COMPUTER POLICY 


 
TABLE OF CONTENTS: 
 
1. EXTERNAL NETWORKS AND THE INTERNET 
2. CONFIDENTIALITY 
3. LEGAL, ETHICAL, AND RESPONSIBLE USE 
4. MONITORING 
5. SANCTIONS 
 
              
 
 
ACCEPTABLE USE POLICY 
 
The Town of Florence Dorothy Nolan Senior Center provides access to a variety of electronic 
resources that bring a world full of information to our participants in a convenient and cost-effective 
manner.  These resources include CD-ROM products, locally mounted databases, and access to Internet.  
In order to encourage the responsible use of these resources by our participants, the Senior Center has 
established the following definitions, guidelines, and policies. 
 
1.  EXTERNAL NETWORKS AND THE INTERNET 
 
The Senior Center offers access to electronic information, services and networks as part of its mission to 
meet the information, education and recreation needs of the residents of the greater Florence area.   In 
providing access to these electronic databases, the Senior Center subscribes to the principles set forth in 
the Library Bill of Rights and its interpretation on the Access to Electronic Information, Services, and 
Networks -- as adopted by the American Library Association and the Senior Center.  All registered 
borrowers in good standing will have access to the electronic information, services and networks provided 
by or located in the Senior Center for the public’s use.   
 
The Senior Center takes precautions to protect its system and equipment from viruses.  However, users of 
any publicly accessible systems and equipment should be aware of the potential for transmission of 
computer viruses.  Downloading from these machines or the Internet is done at your own risk.  The Senior 
Center is not responsible for any computer viruses transmitted to customer’s computers. 
 
The Senior Center is responsible only for information pertaining directly to the Senior Center and its 
services.  It does not control the availability of external connections to other computer systems that may 
change unpredictably.  Not all sources on the Internet provide accurate, complete, or current information.  
Therefore, the Senior Center does not assume responsibility for the content and/or accuracy of 
information residing on other computer systems.   
 
Individual assistance on using the Senior Center’s resources to access the Internet is available upon 
request.  Staff is able to answer brief questions and offer some suggestions on where to search for 
information.  However, Senior Center staff does not provide in-depth training in the use of the Internet. 
 
 
 
 
2.  CONFIDENTIALITY 
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In accordance with ARS 41-1354, the Senior Center is required to protect the confidentiality of the Senior 
Center users’ borrowing and Senior Center use records.  However, participants using the Senior Center’s 
terminals to access their accounts to post messages or to send and receive e-mail messages over the 
Internet are advised that the privacy of those communications is not guaranteed.  Users of e-mail systems 
should be aware that electronic mail in its present form cannot be secured and is, therefore, extremely 
vulnerable to unauthorized access and modification.  As a precaution, users should avoid posting personal 
information such as home addresses and phone numbers to news groups or any unknown Internet users. 
 
3. LEGAL, ETHICAL AND RESPONSIBLE USES 
 
Senior Center equipment used to access electronic resources and/or networks may only be used for lawful 
purposes by Senior Center participants and staff. Senior Center electronic resources should be used in 
accordance with the ethical standards of the Senior Center.  By using Senior Center equipment and 
electronic infrastructure, Senior Center participants imply their agreement to abide by the posted Senior 
Center Rules and Regulations and the following list of acceptable behaviors. 
 
• Users of electronic resources will respect the needs of other Senior Center users to do research in 


calm surroundings without interference from others. 
• Users of electronic resources will not bring food or beverages (including water) into the Senior Center 


computer work-areas.  These items can cause severe damage to equipment if spilled or dropped. 
• Users are responsible for disconnecting from remote sites reached via the Senior Center’s Internet 


connection. 
• Users of local or remote databases will not spend excessive amounts of time at Senior Center 


computer terminals or engage in any online activity that impedes other Senior Center participants’ 
access to Senior Center electronic resources.  Participants are limited to 1 hour per visit. 


• Users will not cause damage to equipment, software or databases through abusive or destructive 
behavior. 


• Users are responsible for material that is accessed.  The Internet may contain some material of a 
controversial nature. 


 Access monitors are installed and will record daily web browser details.  Viewing of unacceptable 
material violates the intended use of the senior center Internet and is cause for termination of the users 
privileges. 


 
Examples of unacceptable use include, but are not limited to, the following: 
 
• Harassment of other users. 
• Libeling or slandering other users. 
• Destruction of, damage to, or unauthorized modification of equipment, software, or data belonging to 


the Senior Center or other users, a violation of Arizona law (ARS 13-2316). 
• Disruption or unauthorized monitoring of electronic communications. 
• Unauthorized or illegal copying of copyright-protected material, a violation of US law (US Code, 


Title 17). 
• Violation or attempted violation of computer system security. 
• Unauthorized use of computer accounts, access codes, or network identification numbers assigned to 


others, or any activity that is in violation of Arizona law (ARS 13-3707). 
• Use of electronic communications facilities in ways that unnecessarily impede the computing 


activities of others (such as randomly initiating interactive electronic communications or chat 
exchanges, overuse of interactive network utilities, etc.). 


• Engaging in activity that wastes technology resources including bandwidth, file space, and printers. 
• Violation of software license agreements. 
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• Violation of network usage policies and regulations. 
• Violation of another user’s privacy. 
 Violation of Arizona law (ARS 13-3501, 13-3506, 13-3507, 13-3508) by using the Senior Center’s 


electronic systems to display explicit sexual material. 
 
 
4.  MONITORING 
 
Use of the Senior Center’s electronic resources is monitored by Senior Center staff. Senior Center Staff 
reserve the right to interrupt activity or block access to sites that interfere with the performance of the 
Senior Center’s computer system, conflict with authorized use of Senior Center resources or equipment, 
or violate local, state, or federal law. 
 
 
5.  SANCTIONS 
 
Failure to use the Senior Center’s electronic resource access equipment appropriately and responsibly 
may result in revocation of Senior Center use privileges, and may also have legal consequences. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
              
 
Approved  Monday July 7, 2003 – Mayor and Town Council  
Revised  
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AGREEMENT 


 
 


I understand and agree that by allowing me use of Electronic Information Resources, the Senior 
Center does not create a property right and the District may revoke my access or privilege for 
any reason.  I understand and will abide by the provisions and conditions of this contract.  I 
further understand that any violation of the above regulations may result in disciplinary action, 
the revoking of my user account, and appropriate legal action. 
 
User’s Full Name:  ______________________________________________ 
 
Signature:  ________________________________________   Date:  _____________________   
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DATE  
May 1, 2001 


Subject:        Movie Policy 


 
Objective:  To provide a movie viewing policy for the senior center   
 
All movies will be posted in our movie review manual 
 
Each movie will have the rating along with the reason for the rating posted 
 
“R”-rated movies may be shown, however, staff will preview the movie, giving careful 
consideration to excessive profanity, nudity, violence and excessive racial content 
 
 
 
 









































 
 
 
 


 
 
 
 


TOWN OF FLORENCE 
 
 


 


 
Elected and Appointed Defense and 


Indemnity Policy 


 
 
 
 


November 16, 1989 


 
















 
EMAIL RETENTION POLICY   PAGE 1 OF 6 


 


Town of Florence  


 


1.0   Purpose  
 
The purpose of this policy is to provide guidelines for email retention, preserving 
emailed records, and establishing a 90-day active email retention policy. 


2.0   Scope 
 
This Policy applies to all employees who have been assigned an email account on the 
Town email system.  


3.0   Responsibilities 
 
All employees of the Town of Florence are responsible for reading, understanding, and 
following the Email Retention Policy. The Town Clerk and the Information Technology 
Division (ITD) are responsible for the update and enforcement of this policy. 


4.0   Policy 
 
Anything, on any medium, that is created for any governmental purpose is subject to the 
terms of the public records law.  Consequently, all email messages sent or received for 
a government purpose are public records and are subject to record retention 
requirements.  This policy includes all copies of email (i.e. Outlook, Blackberry, pst files) 
regardless of where they reside.  For the purpose of this policy, public access instant 
messaging (i.e. Yahoo, MSN, Google Chat etc.) are not supported by the Town and is 
not used for business purposes.  Private Blackberry to Blackberry instant messaging is 
supported and falls under the same records retention guidelines as email.  Blackberry to 
Blackberry instant messages that are public records shall be converted to email by the 
user and saved pursuant to this policy. 
 


4.1 Records Created with Email:  Electronic mail systems transmit a wide variety of 
information.  The length of time that an email is retained varies according to the 
content of the email.  In short, the content and not the medium determines how 


POLICY TITLE:   EMAIL RETENTION POLICY EFFECTIVE DATE:                
JULY 1, 2010 


RESPONSIBLE DEPARTMENT:    
Town Clerk Office 


AP / RESOLUTION NO.:   
 2010-02 


APPROVAL:                                                                               REFERENCES: 


 TOWN MANAGER     SIGNATURE:   
  


 TOWN COUNCIL       DATE APPROVED:  MARCH 17, 2010 
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long an email has to be retained.  Email messages fall within two broad 
categories: Transitory and Duplicate messages, and Retainable records.  


4.11 Transitory and Duplicate messages or casual and routine communications 
are not retained.  Public officials and employees sending or receiving such 
communications should delete transitory and duplicate messages 
immediately.  Most emails are transitory. 


4.12 Retainable records are defined as documentation of the informational, 
communicative, or decision making process of government that is; made 
or received in connection with the transaction of the public business or 
government functions; and which is created, received, retained, 
maintained or filed by the agency as evidence of its activities or because 
of the informational value of the data in the document.  Retainable records 
are classified by a less than permanent or permanent retention period. 


4.2 Defining Transitory, Duplicate, and Retainable Records 


4.21 Transitory messages do not: a) set policy; b) establish guidelines or 
procedures; c) certify a transaction; or d) become a receipt.  Transitory 
documents serve to convey information of temporary importance.  The 
following types of email can be deleted because they are transitory: 


• Incoming listserv messages 


• Personal emails unrelated to Town business 


• Spam or unsolicited advertisements or sales promotions 


• Non-policy announcements 


• Telephone messages 


• Published reference materials 


• Scheduling meetings; invitations and responses to meetings 


• Thank-yous 


• Replies to routine questions, “we’re open 8 to 5”, “our address is…” 
“the deadline is…” 


• Out of Office auto replies 


• Attachments to email that are identical to records that are stored and 
managed outside the email system pursuant to approved record 
retention schedules. 


4.22 Internal Duplicate Records:  Email as a medium promotes expedited 
communication to multiple users with great ease.  Consequently, email 
frequently contains duplicates of records, such as copies or extracts of 
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documents distributed for convenience and /or references.  If retention is 
required of the original, the sender has the obligation.  Otherwise, all 
duplicates should be deleted.  For example, if an employee is “cc’d” on an 
email, he/she should delete it after reading. 


4.23 Retainable Public Records:  Records created for any governmental 
purpose with a less than permanent retention period.  Retainable records 
include but are not limited to:  (reference the Retention and Disposition 
Schedule for more examples) 


• Activity reports 


• Audit trail reports 


• Project work plans 


• Status reports 


• Correspondence for recovery records 


• Expense accounting records 


• Requests for proposals 


• Case management files 


4.24 Examples of email message categories requiring some level of retention 
include the following: 


• Containing information developed in preparing position papers, reports, 
and studies 


• Reflecting official actions taken in the course of conducting Town 
business 


• Conveying information on Town programs, policy decisions, and 
essential transactions 


• Conveying statements of policy or the rationale of official decisions or 
activities 


• Documenting oral exchanges, such as meetings or telephone 
conversations, during which policy was discussed or formulated 


• Email calendars reflecting the daily appointments of officials 
conducting Town business 


• Distribution lists for Town business mail 
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4.3 Public retainable records created for any governmental purpose with a 
permanent or permanent/archival retention period include but are not limited to: 
(reference the Retention and Disposition Schedule for many examples) 


• Executive correspondence that sets or discusses policies 


• Disaster Recovery Plans 


• Continuity Plans 


5.0 Town-Wide Procedures  


5.1 Procedures for managing emails that are retained.   


5.11 Each employee is exclusively responsible for managing all the email sent 
and received.  Each employee must sort, file, retrieve, and retain or delete 
the email in accordance with the municipal retention schedule approved 
by the Arizona State Library, Archives and Public Records, or by 
exception (e.g. lawsuits), whichever is longest.  Under no circumstances 
should Town business emails be sent to an employee’s personal email 
account. 


5.12 Sorting:  Sorting involves promptly deleting email by the applicable record 
retention schedule.  Sorting also involves routinely filing email that must 
be retained for the applicable retention period.  To avoid wasting computer 
storage space, email should be deleted promptly if it is not a record and it 
has no further value.  Employees must properly sort and either delete or 
retain all email within 90 days of receipt.  Email older than 90 days is 
permanently deleted by the ITD.  Email that requires being stored longer 
than 90 days should be stored in Laserfiche. 


5.13 Filing:  Filing email for short-term storage (less than 90 days) involves 
moving the email into folders created within the email software (Outlook).  
Email that qualifies as a retainable record must be retained outside the 
email system in accordance to the applicable record retention schedule.  
Acceptable outside email storage includes printing and filing hard copies 
of emails in a paper file or storing the email in Laserfiche. The content of 
the email will determine which record series applies.  A permanent or 
historical record series should be printed and stored in a paper file. All 
non-permanent or non-historical records should be stored in Laserfiche.   


5.14 Retrieving: Upon receipt of a public records request, the Town Clerk will 
work with the ITD to retrieve all applicable emails either on the email 
system or in Laserfiche.  Records requests may also be sent to the 
employee(s) who must promptly retrieve email stored in an alternative 
medium.  The employee is exclusively responsible for the requested email 
and must find and retrieve it in a timely manner just as he or she must be 
able to quickly retrieve and produce a proper paper document in his or her 
possession or control. 
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5.15 Retaining and deleting:  Retaining and deleting filed email must be done 
according to the Arizona Municipalities Record Retention Schedule.  
Retaining involves the long-term storage of a record, including any original 
link(s) and /or attachment(s) included in the email. 


5.151 The content of the email determines the applicable retention period.  
Record retention schedules are maintained by each Town 
department. 


5.152 At times a record may be part of a law suit this requires the Town 
preserve the record even if a record retention schedule allows for 
its destruction.  Such records are subject to a litigation hold by the 
Town Clerk’s Office or Legal Counsel. 


5.2 Procedure for managing email when employees leave. 


5.21 Each employee is responsible for organizing, filing, and archiving email 
before leaving his or her position. 


5.22 Supervisors are responsible for ensuring that their staff completes the final 
organization of email before leaving.  Supervisors are also responsible for 
managing, filing, retrieving and archiving the email of their former staff. 


5.3 Exceptions to the Public Records Requirements and Confidentiality.  Every 
email written or received while fulfilling the duties of a public employee is 
considered to be a public record.  This means the public has a right to inspect 
and copy every email that a public employee writes or receives in the official 
capacity of the employee’s duties unless the email fits a specific exception to 
public disclosure.  An example of an email that would not be a public record is 
attorney client privileged information.  To ensure that confidential information is 
properly protected, employees should take the following precautions to ensure 
confidentiality;  


5.31 Clearly label the email as confidential and warn the recipient not to 
forward the email to anyone who is not authorized to receive it.  Labeling 
the subject line of the email as confidential assists the Town Clerk’s Office 
and the ITD when releasing records.  Records that do not meet the 
confidential criteria are released regardless of label. 


5.32 Name in the email the exception(s) to disclosure for the claim of 
confidentiality, including the statutory citation. 


5.33 Confirm whether a more secure form of communication is available or 
appropriate. 


5.4 Procedures for backing up the email system.  The ITD is responsible for 
performing a back-up for the recovery of the email system in case of a 
catastrophic failure.  This back-up is not intended as an email retention plan. 


5.41 ITD is responsible for maintaining one week of daily back-ups (about six 
days). 
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5.42 A minimum of one back-up is kept off-site. 


5.43 ITD Backup Details: 


5.431 Off-Site:  Email messages are archived to a separate location for a 
period of one week, onto a Storage Attached Network (SAN) disaster 
recovery appliance. 


5.432 On-Site:  Emails are retained for the (90) day retention period 
utilizing two different email servers and an email archiving appliance. 


5.5 Recovery of email:   


5.51 ITD will not recover email unless a catastrophic failure occurs.  


6.0 Definitions  
 
Listserv: An electronic mailing list software application, consisting of a set of email 
addresses for a group in which the sender can send one email and it will reach a variety 
of people. 
 
Public Record:  A.R.S. §41-1350 defines a public record as: All books, papers, maps, 
photographs, or other documentary materials, regardless of physical form or 
characteristics…made or received by governmental agency in pursuance of law or in 
connection with the transaction of public business and preserved or appropriate for 
preservation by the agency or its legitimate successor as evidence of the organization, 
functions, policies, decisions, procedures, operations or other activities of the 
government, or because of the informational historical value of the data contained 
therein. 
 
Non Record: Material made or acquired solely for reference or exhibition purposes, 
extra copies of documents preserved only for convenience of reference and stocks of 
publications or documents intended for sale or distribution to interested persons are not 
included within the definition of records.  Reference: A.R.S. §41-1350. 
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Town of Florence  


 


 


1.0   Purpose 
Designate those position classifications that are designated as “exempt” under the 
provisions of the Fair Labor Standards Act.  The primary impact of this designation 
is designation of which position classifications, and therefore the employees in 
those classifications, are not eligible to receive compensation for overtime worked.  


 
2.0   Scope 


This Policy applies to Town of Florence employees in the following classifications: 
 


Assistant to the Town Manager  Associate Engineer 
Assistant Town Manager   Associate Town Attorney 
Community Development Director  Court Administrator 
Deputy Public Works Director  Deputy Town Manager 
Economic Development Coordinator Finance Director 
Fire Battalion Chief    Fire Chief 
Fire Marshall     Grants Coordinator 
GIS Coordinator    IT Manager 
Human Resources Director   Librarian 
Library Director    Parks & Recreation Director 
Network Analyst    Police Lieutenant 
Police Chief     Public Works Director 
Police Support Services Manager  Public Works Superintendent 
Public Works Project Manager  Senior Civil Engineer 
Senior Building Inspector   Special Districts Manager 
Senior Planner     Utilities Director    
Town Clerk     Utilities Superintendent 
Town Planner     
 


3.0  Responsibilities 
The Human Resources Department is responsible for the administration of this 
Policy.  All Town personnel with supervisory responsibility are responsible for the 
communication, enforcement, and adherence to this Policy. 


POLICY TITLE:  DESIGNATION OF EXEMPT 


CLASSIFICATIONS UNDER THE FLSA 
EFFECTIVE DATE:  
07/01/2013 


RESPONSIBLE DEPARTMENT:  HUMAN RESOURCES  
 


AP / RESOLUTION NO.:   
 2013-06 


APPROVAL:                                                                               REFERENCES: 
 TOWN MANAGER     SIGNATURE:                                                  PERSONNEL POLICY  


  
 TOWN COUNCIL       DATE APPROVED:_7/22/2013__    
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4.0  Policy 


All employees assigned to classifications listed in Section 2.0 above shall be 
“exempt” from the overtime provisions of the Fair Labor Standards Act. 


 
5.0 Procedures 


None 
 
6.0 Definitions 


None 
 


7.0  Supplemental Documents 
None 
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Florence Fire Department  
48/96 Work Schedule Policy 


 
Policy Statement 
 
The 48/96 work schedule is an alternative to the traditional fire department work 
schedule (Kelly work schedule), which in recent years has been growing in popularity 
and implementation among a broad range of fire service organizations. The 48/96 
work schedule is a progressive alternative, which takes into account emerging trends in 
the fire service as well as economic and environmental factors. The purpose of this 
policy is to provide an accurate analysis of the 48/96 work schedule and an acceptable 
alternative to the current Kelly work schedule worked by the Florence Fire Department.  
Participation is not an employee right or benefit and may be discontinued at any 
time at the sole discretion of the Town Manager or designee. 
 
Duration of Policy 
 
This policy was first adopted on September 13, 2008 for a six-month evaluation period.  
This policy shall be effective July 2, 2011 and shall automatically be extended in 
6-month increments or longer at the sole discretion of the Town Manager or 
designee.  
 
Eligibility 
 
All Florence Fire Department fire suppression and emergency medical positions that 
operate under a shift schedule but not limited to the following positions: Fire Captain, 
Fire Engineer, and Firefighter. 
 
Overview 
 
The 48/96 work schedule and the Kelly work schedule, which is the Florence Fire 
Department’s current schedule, are comparable in basic structure, with the difference 
being in the arrangement of shifts worked.  Both schedules consist of three teams of fire 
suppression and emergency medical personnel working 56 hours per week, 112 hours 
per pay period, and 121 shifts per year.  There is no difference in the number of hours 
worked in the Town’s adopted FLSA 207K Plan of 26 pay periods at 13 work periods of 
212 hour pay periods. 
 
 Kelly Work Schedule: 
 The Kelly work schedule consists of a 9-day rotation period where each team 


works three 24-hour shifts with 1, or 4 days off in-between shifts.  
 For any given day of the week, an employee would work that day three weeks in 


a row, then not work that day of the week for nine weeks. 
 Example: ACABABCBC (X= work day and O=day off) 


 A-shift: XOXOXOOOO 
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48/96 Work Schedule: 
 The 48/96 work schedule consists of a 6-day rotation period where each team 


works two consecutive 24-hour shifts, followed by four days off. 
 For any given day of the week, an employee would work that day two weeks in a 


row, then have the next 4 off. 
 Example: AA BB CC 


 A-shift: XXOOOO 
 
48/96 Guidelines 
 
1. The 48/96 work schedule must not adversely affect the services that are provided to 


the public, co-workers, or other departments.  The quantity, quality, and timeliness of 
employee work must be enhanced or maintained. 


 
2. The 48/96 work schedule is a three team system in which employees work two 


consecutive twenty-four hour shifts for a total of forty-eight hours, and have ninety–
six consecutive hours off.   


 
3. A typical work schedule is as follows:  


 (X= work day and O=day off)  XXOOOOXXOOOOXXOOOO and so on 
 
4. The 48 hour cycle is in reality two (2) 24-hour shifts, sick leave and annual leave will 


be used in 24-hour increments (i.e., to take off one cycle will take two (2) 24-hour 
shifts). 


 
5. Day 2 of the cycle is the same as Day 1 cycle. 
 
6. During the change over to a new work schedule or if the work schedule should revert 


back, the department shall not incur any overtime expenditures. 
  
7. In the event one shift is scheduled to work both December 24th and December 25th 


of the same year, the shift assigned to work on December 23rd will be reassigned to 
work December 24th.  The shift originally scheduled to work on December 24th will be 
reassigned to work December 23rd. 


 
8. When possible, employees should schedule non-emergency medical and personal 


appointments on their scheduled day off. 
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Town of Florence Personnel Policies and Procedures are in full force with the 
exception to accrual rates as noted. 
 
Vacation Leave 
 
Vacation leave accrual is adjusted for eligible employees working a 48/96 Work 
Schedule.  The calculation is based on an accrual rate for 2,080 hours per year versus 
2,756 hours per year, resulting in a conversion factor of 1.325. 
 
Vacation Accrual  
1-4 Years of Service 5-9 Years of Service 10-14 Years of Service 15 + Years of Service 
10.60 hours/mth 
5.30 days/year 


127.20 hours/year 


13.25 hours/mth 
6.63 days/year 


159.00 hours/year 


17.67 hours/mth 
8.83 days/year 


212.00 hours/year 


22.08 hours/mth 
11.04 days/year 


265.00 hours/year 
 
Carryover Option – Eligible employees are permitted to carry over two (2) times their 
annual Vacation accrual not used within the year it was accrued. 
 
Maximum Allowable Vacation Carryover 
1-4 Years of Service 5-9 Years of Service 10-14 Years of Service 15 + Years of Service 


254.40 hours 318.00 hours 424.00 hours 530.00 hours 
 
Sick Leave 
 
Sick leave will be accrued as per Town of Florence Personnel Policies and Procedures 
Section 09.03.  When possible, employees should schedule non-emergency medical, 
dental, and personal appointments on their scheduled days off.  
 
Suspend, Cancel or Amend 
 
The Town of Florence reserves the right to suspend, cancel or amend this policy 
at any time.  The Town also reserves the right to cancel or suspend use of said 
schedule.  This decision is at the sole discretion of the Town and is not subject to 
the grievance procedure.   
 
Authority 
 
This Policy is used under the administrative authority granted to the Town Manager 
under the provisions of Section 31.071 of the Florence Town Code. 
   


    
Issued by:       April 25, 2011    


Himanshu Patel     Date 
  Town Manager 
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1.1 PURPOSE 
  
To state the Town’s objectives, programming policies, and operational procedures 
regarding the operation of the Town of Florence municipal government access channel.  
 
1.2 GOALS 
The primary objectives of the Florence 11 Town Cable Channel shall be as follows:  
 


A. To increase awareness of the activities and deliberations of the Town Council 
as well as other governmental meetings and advisory boards of the Town of 
Florence.  
 
B. To provide information to the citizens of Florence including services, facilities, 
functions, and operations of the Town.  
 
C. To help and encourage citizen participation in programs and services to the 
maximum extent possible by providing government and community information.  
 
D. To supplement the activities of all Town departments (and Town-funded 
outside agencies and Town boards, committees, and commissions, when 
accompanied by a formal request from the Town liaison department) by providing 
a full service to video production unit to handle planning, creative concept, script 
writing, shooting, editing, post production and distribution on all video formats 
available.  
 
E. To assist with the internal training of Town departments.  
 
F. To reinforce existing community values and to support generally the quality of 
life in Florence.  


 
G. To provide direct, non-editorial information to the citizens of Florence 
concerning the mandates, programs, services, and deliberations of their Town 
government. Programming shall consist of both video and character-generated 
information. The Town’s cable channel is not intended as a political forum.  


 
1.3 DEFINITIONS  
 


A. Broadcast - Video programming that can be seen by all television owners 
without a cable hook-up.  


 
B. Cablecast - Video programming that is viewed by cable subscribers only and 
is carried via a wire.  


 
C. Webcast – Video programming that is viewed on the Internet (worldwide web) 
via computer.  


 
D. Documentation Services - The videotaping of meetings or events for Town 
departmental use only.  
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E. Duplication Services - The process of making a DVD, VHS, or digital copy 
from a master videotape.  


 
F. Editing - The process of putting pictures and sound together to tell a story by 
using videotaped components including interviews, background video, natural 
sound, music and scripted sound on tape.  


 
G. Format - Type of videotape stock used for production. This may include, but 
is not limited to VHS, DVD, digital, and film. 


 
1.4 TYPES OF PROGRAMMING  
 
Florence 11 staff offers eight basic programming services:  
 


A. Character-generated information - Information messages that are displayed 
in typewritten form. During all hours of operation, when no other video 
programming is scheduled, character-generated information shall be provided by 
continuous display on Florence 11. Messages may include, but are not limited to, 
current information concerning the Town, such as job openings, road closures, 
library hours, and public meetings. Character generated listings shall be available 
to all Town departments, Town-funded outside agencies, and Town boards, 
committees and commissions. 


 
B. Documentation - The videotaping of a meeting or event for educational, 
training, or archival purposes.  
 
C. Live cablecast - The televising of an event while it is happening. Live 
coverage of Town events may include, but is not limited to, the cablecast of Town 
Council meetings and study sessions, special meetings, and events of general 
community interest. Live coverage of events will be provided only from locations 
with existing live cable drops.  
 
D. Locally produced programs - A videotaped program that is produced by the 
Town to illustrate the mandates, programs, services and deliberations of Town 
government. These include, but are not limited to: videotaped tours of 
government facilities (i.e., libraries, recreation centers, parks, Town facilities), 
and programs about specific Town issues (i.e., traffic improvements, streets, 
environment, Town budget).  
 
E. Outside resource programs - Pre-recorded material on a variety of topics 
produced by entities other than the Town that shall be considered for cablecast 
at a later time. Some meetings (i.e., Town Council regular and study session 
meetings), shall be cablecast both live and by tape at set times during the week.  
 
F. Public service announcements - 10, 20, 30, 60 or 120-second videotaped 
spots announcing events or issues of importance to citizens of Florence.  These 
may include, but are not limited to local, regional, state, and national issues.  
 
G. Tape delayed cablecast - A program or event that is videotaped for 
cablecast at a later time. Some meetings, such as Town Council regular 
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meetings and study sessions, shall be cablecast both live and by tape at set 
times during the week.  
 
H. Training tapes - Instructional video tapes used to discuss, outline, and/or 
summarize departmental functions or techniques. Training tapes shall be 
produced by Information Technology for internal use by Town departments. 
Training tapes may be cablecast on the Town’s channel when appropriate.  


 
1.5 GENERAL  
 
Under the terms of the cable franchise agreement between the Town of Florence and 
the cable operator(s), channel 11 has been made available to implement the general 
programming policy. Any new cable operators will be asked to provide the same number 
of channel.  
 
All programs that are broadcast over Channel 11 must be Town related and provide 
useful information to the residents of Florence, or otherwise, in the sole judgment of the 
Town, be of service to the community. Programs may include meetings, activities, 
programs, events and services of the Town’s departments or other government entities, 
or local nonprofit organizations that adhere to the regulations outlined herein. The Public 
Information Officer will evaluate all requests for access to the government channel 
based upon this administrative regulation. 
 
Florence 11 shall be operated by the Information Technology Division and directed by 
the Public Information Officer.  
 
1.6  OPERATIONAL POLICIES  
 


A. Technical Standards - before a program or other production is scheduled for 
cablecasting, it must meet minimum technical and broadcast aesthetic standards 
to be determined by the Information Technology Manager or a designated 
representative. When a videotape has been furnished by an entity, the 
Information Technology Division shall view the program before it is scheduled for 
cablecast to ensure the program meets said standards.  
 


1. The operating standards for technical quality of live and taped 
programs shall follow FCC/industry technical specifications and 
recommendations for broadcast television. This standard is necessary to 
significantly reduce signal noise on the cable delivery system and 
because programming is distributed to broadcast stations in Southern 
Arizona. Technical standards shall be set by the engineering staff and/or 
contractors of the Information Technology Division and comply with FCC 
Rules and Regulations.  


 
B. Scheduling Programs for Cablecast – Information Technology Staff shall be 
responsible for scheduling appropriate programming on the channel, and for 
publicizing any schedules of programming. Every effort shall be made to 
schedule production time in an equitable and nondiscriminatory basis. 
Scheduling will be in accordance with channel use priorities, on a first come first-
serve basis, and on the availability of equipment, time, and staff.  
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1. It shall be the general goal of the Town to have some form of 
programming cablecast continuously 24 hours a day. When video 
programming is not being cablecast, character-generated information 
shall be cablecast.  


 
2. Programming shall be scheduled for cablecasting based on the 
following priority:  


 
a. Town Council meetings, Study sessions and other public 
meetings requested by the governing body.  


 
b. Regularly scheduled, recurring programs, including 
informational series and monthly departmental programs.  


 
c. One-time, special informational programs or cablecasting of 
meetings requested by departments. 


 
d. Public service announcements on local, regional, state and 
national issues.  


 
e. Programs produced by persons, agencies, or groups outside 
the Town of Florence that are approved for cablecast.  


 
f. Character-generated programming. 


 
g. Training tapes.  


 
3. Meetings and programs, if videotaped, may be cablecast more than 
once. Unless other arrangements are made before the schedule is 
publicized, such repeat cablecastings shall be at the discretion of 
Information Technology Staff. 


 
4. If a Town Council meeting, study session, or other public meeting is re-
scheduled, every effort shall be made to cablecast the meeting, although 
Information Technology Staff shall not guarantee that the rescheduled 
meeting will be cablecast live. If the location of a regularly scheduled 
council meeting is changed, every effort shall be made to cover the 
meeting as time, staff, and location permits.  


 
5. A daily program log will be kept by the Information Technology Staff to 
record all video programming cablecast.  


 
C. Town Council Meetings - Town Council meetings shall be cablecast gavel-
to-gavel, without editing or subjective comment, except when the intent is to use 
brief excerpts as part of a larger program, or when technical difficulties occur. 
Character-generated information on agenda items may be provided.  
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D. Town Use of Outside Resources and Personnel - In order to maximize 
programming, every attempt shall be made to use outside resources to develop 
materials for cablecasting.  
 


1. Contracts shall be awarded to local freelance production personnel to 
perform production services as needed, including, but not limited to voice 
talent and miscellaneous audio and video production services. In addition, 
outside vendors may be awarded contracts for equipment maintenance 
services.  


 
2. Videotape programs and Public Service Announcements that are 
appropriate for local use will be sought and used where appropriate to 
supplement local programming.  


 
3. Information Technology staff shall recruit and work with intern students 
and/or volunteers who can perform production services.  


 
E. Outside Use of Town Resources and Personnel - Because of Cost, 
susceptibility to damage, and the heavy requirements of day-to-day 
programming, outside use of Town-owned video equipment and vehicles shall be 
restricted.  
 
The Information Technology Manager shall be responsible for use of equipment 
and vehicles.  
 


1. Lending of Video Production equipment to outside professional video 
entities shall be permitted in some cases, such as a mutual trade in 
services or equipment. The Public Information Officer is responsible for 
granting this permission.  


 
2. Video Production equipment shall not be lent to other Town 
departments for use.  


 
3. Lending of equipment for personal or outside freelance production work 
shall not be permitted.  


 
F. Duplication Policies - It shall be a general policy to retain a copy of all edited 
programming in the Information Technology Division or Town Archives. The 
DVDs and/or digital copies shall not be considered an official record, and there 
shall be no liability for inadvertent erasure or omissions. All copies shall be 
considered the property of the Town of Florence.  
 


1. Videotapes and/or digital copies of Town Council meetings, study 
sessions, and other live or “live-on-tape” public meetings shall be retained 
for a six month period, unless otherwise requested by the Town Clerk. At 
the end of that time, the copies shall be sent to the Town Clerk’s Office 
for archiving. Any requests for longer retention should be made to the 
Information Technology Staff.  
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2. One DVD copy of video programs made for Town departments shall be 
supplied to the department at no charge. Requests for additional copies 
of programs can be made through the Information Technology Staff. A 
duplication DVD(s) must be provided by the requesting department. 
Requests for bulk copies may be contracted to a local vendor and must 
be paid for by the requesting department. Videotape and/or digital copies 
of programs provided to Town departments may not be used by other 
entities without the permission of the Public Information Officer. 


 
3. DVD and/or digital duplication services shall be made available to the 
public when an individual requests a copy through the Town Clerk’s 
Office.  The Town Clerk’s Office will post a fee for the duplication service 
that is the approximate cost to the Information Technology Division to 
duplicate the program.   


  
4. On some occasions, DVDs and/or digital copies may be lent to other 
government entities for their use in video projects or presentations. In 
addition, stock video tape/digital may be given to professional news 
organizations, educational entities and to non-profit organizations for 
public service work. These videotapes and/or digital copies may not be 
used for commercial purposes. A credit line must be given in the finished 
project, in graphic form stating: “Video courtesy of Florence 11, The Town 
Channel.” Requests for videotapes and/or digital copies shall be 
approved by the Town Manager, the Information Technology Manager or 
a designated representative.  


 
G. Program Content - Before a program or other production is scheduled for 
cablecasting, it must meet minimum technical and broadcast aesthetic standards 
to be determined by the Information Technology Manager or a designated 
representative.  
 
All programming, with the exception of Town Council and Town advisory 
commission meetings and, are subject to editing by Information Technology staff. 
Such editing shall not alter the factual content or overall intent of the material 
being cablecast. Character-generated information shall be edited to provide 
clarity and to maximize use of the memory space available. The Information 
Technology staff shall have operational responsibility for this editing.  
 
The Public Information Officer shall have the authority to determine if 
programming or information shall be aired on the Town government channel, 
unless otherwise stated in this policy, based on the following standards: 


 
1. No promotion, endorsement, or advertising of any private business, 
commercial service or product, profit-making activity, political candidate or 
partisan cause, nor any solicitations for religious donations, shall be 
allowed on the Town government channel. However, brief audio and/or 
video credit, minus slogans and/or logos, may be given at the end of a 
program where special materials or assistance have been donated by a 
commercial or charitable enterprise.  
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2. No slanderous, lewd, obscene or violent material or language shall be 
allowed on the Town government access channel. When questions arise 
as to the admissibility of the material or language in this regard, the Public 
Information Officer and the Information Technology Manager and/or a 
designated representative, will decide jointly whether the material shall be 
cablecast.  


 
3. Town departments receiving programming time may invite outside 
organizations, agencies, governments, or individuals to participate in a 
program as long as (1) such invitee is central to the topic of the program 
and (2) the Town retains control of program content and production. In 
cases where questions arise as to the inclusion or exclusion of an outside 
entity or individual, the head of the appropriate Town department may be 
asked to approve such participation.  


 
4. Requests for access to the cable channel for the purpose of advocating 
a personal viewpoint or policy shall generally be denied, unless part of the 
overall programming strategies to solicit personal viewpoints with equal 
time provided to all. From the time of their announced candidacy until 
after the election, announced candidates for Town offices shall not be 
permitted to make personal statements over the Town channel, except as 
participants of formal public meetings, or unless a scheduled series of 
statements from all candidates is programmed with equal time provisions. 
Specific protocol shall be established for any such programming prior to 
implementation.  


 
5. The Town reserves the right to limit the number of programs and 
messages placed on the Town Government Channel by any organization. 


 
6. By accepting a program or message from an outside group or 
organization, the Town does not guarantee its placement of that particular 
program or message at any particular time or at all on the Town 
Government Channel.  


 
7. No information regarding any lottery, gift enterprise or similar promotion 
offering prized based in whole or part upon lot or chance shall be aired on 
the Town Government Channel. 


 
8. Character-generated messages shall also comply with the intent of this 
policy statement.  


 
1.7  REQUESTS FOR PROGRAMMING  
 


A. Procedure  
 


1. Town departments (and Town-funded outside agencies, and Town 
boards, committees and commissions, when accompanied by a formal 
request by the appropriate Town liaison department) may submit formal 
requests for programming that they feel are appropriate for the 
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government channel. Scheduling production time shall be the 
responsibility of the Information Technology Staff.  


 
2. Requests may be made via memorandum or e-mail to the Information 
Technology Manager, who has the responsibility to schedule production 
time.  


 
3. In order to allow for proper production, and scheduling, departments or 
entities requesting programs (other than on-going series that have 
already been anticipated) must make the request at least four weeks in 
advance of the intended cablecasting date. Requests for public service 
announcements must be received 12 weeks in advance.  


 
4. If a production request cannot be honored due to staffing issues, every 
attempt will be made to assist departments in finding alternative 
production assistance.  


 
B. Departmental Responsibilities  
 
Town departments and entities requesting program development should be 
willing to assist in producing the program.  
 


1. The Information Technology Division shall be responsible for planning, 
creative concept, shooting, editing, post production, and distribution. The 
requesting department shall be responsible for script writing.  The 
Information Technology Division will provide guidance with the script 
writing if requested by the Town department. 


 
2. The requesting department shall identify a contact person to provide 
necessary information including, but not limited to, persons and props to 
be used for the production and on-air presentations. The contact person 
and/or the department director shall be available to approve program 
content.  


 
3. The requesting department shall cover production costs, including 
translation, closed captioning, and any tape duplication costs above that 
provided for in this section. The contact person and/or the department 
director shall be required to provide a Town requisition and purchase 
order number to pay for any of these services.  


 
4. The requesting department shall be responsible for the cost of 
providing a live cable drop if so needed for a live production.  
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Town of Florence  


 


1.0 Purpose  
The policy sets levels of fund balance reserves for emergencies, debt service, 
capital reserves, and unencumbered funds; provides a minimum level of fund 
balance necessary to maintain the Town’s credit worthiness and for economic 
uncertainties, local disasters, and other financial hardships or downturns in the local 
or national economy; provides cash flow requirements; and eliminates 
inconsistencies in standards for fund balance reporting and use of governmental 
fund types. 
 


2.0 Scope  
The policy applies to all financial reporting for the Town of Florence.    The Town of 
Florence follows GASB 54 for establishment and implementation of governmental 
fund balance types and fund balance reporting. 


 
3.0 Responsibilities 


The Finance Department is responsible for the development, coordination, 
enforcement, and documentation of this policy.  The Finance Department is 
responsible for establishing funds, and for fund balance reporting. 
 
The Town Manager and Finance Director are responsible for assigned fund balance. 


 
4.0 Policy 


4.1 Fund Balance Reserves 


The fund balance is reported in classifications that comprise a hierarchy 
based primarily on the extent to which the government is bound to honor 
constraints on the specific purposes for which amounts in those funds can 
be spent. 


   
4.11 General Fund 


 
4.111 The General Fund must retain an emergency fund balance 


of $500,000. 
 


POLICY TITLE:     
FUND BALANCE POLICY 


EFFECTIVE DATE:       
September 15, 2010           


RESPONSIBLE DEPARTMENT:    
FINANCE 


AP / RESOLUTION NO.:   
Resolution No. 1262-10 


APPROVAL:                                                                               REFERENCES: 
 TOWN MANAGER     SIGNATURE:  _______________ 


  
 TOWN COUNCIL       DATE APPROVED:   August 16, 2010 
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4.112 10% of operating revenues are reserved for operational 
reserve, of which 20% of the 10% is designated for Facility 
Maintenance in General Fund departments.  


 
4.113 Exclusions from operating revenues: 


 
 Operating Transfers In 
 Interest Income from Investments 
 One Time Revenues 


 
4.114 Emergency fund balance and 10% reserve is designated as 


Committed Fund Balance and may only be used as directed 
by the Town Council.  Use of fund balance shall be of an 
emergency nature as approved by the Town Council. 


 
4.12 Highway User Revenue Fund 


 
4.121 15% of operating revenues are reserved for operational 


reserve.  Exclusions from operating revenues: 
 


 Operating Transfers In 
 Interest Income from Investments 
 One time revenues 


 
4.122 Operational reserve fund balance is designated as 


Restricted Fund Balance and may only be used as directed 
by the Arizona State Revised Statutes.  Use of fund balance 
shall be of an emergency nature as approved by the Town 
Council for Highway User Revenue Fund (HURF) related 
expenditures. 


 
4.13 Enterprise Fund Balance 


 
4.131 Enterprise Funds are reserved, as recommended in the 


latest rate studies adopted by the Town Council, and as 
indicated in debt service covenants, if applicable, or as 
follows if no recommendation: 


 
 Reserve annual depreciation expense. 
 Two months of operating expenditure 
 Debt Service Covenants 


 
4.132 These fund balances are designated as Restricted Fund 


Balance.  Use of fund balance shall be of an emergency 
nature as approved by the Town Council or when debt 
service has been paid in full. 
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4.14 Reserve of fund balance will be done upon establishment of debt 
service covenants/restrictions and at year-end closing of accounting 
records.   


4.15 The Council may designate specific fund balance levels for future 
development of capital projects that it has determined to be in the 
best long-term interests of the Town. 


 
4.16 Fund balance levels are sufficient to meet funding requirements for 


projects approved in prior years which are carried forward into the 
new year, debt service reserve requirements for projects approved in 
prior years which are carried forward into the new year; debt service 
reserve requirements; reserves or encumbrances; and other reserves 
or designations required by contractual obligations, state law, or 
generally accepted accounting principles. 


 
5.0 Procedures  
 
No procedures are contained in this policy. 
 
6.0 Definitions  
 
Capital Projects Funds: used to account for and report financial resources that are 
restricted, committed or assigned to expenditure for capital outlays, including acquisition 
or construction of capital facilities and other capital assets.  Capital Projects Funds 
exclude those types of capital related outflows financed by proprietary funds or for 
assets that will be held in trust for individuals, private organizations or other 
governments.   
 
Committed Fund Balance: Constraints on spending that government imposes on itself 
by high-level formal action prior to the close of the period.  Council action by ordinance, 
resolution, or policy must commit program revenues.  Committed fund balance requires 
same formal action to uncommit. 
 
Debt Service Fund: used to account for and report financial resources that are 
restricted, committed or assigned to expenditure for principal and interest. 
 
Fund Balance (Assigned): intended for purposes set by governing body or by person 
or body delegated to exercise such authority.  All remaining balances in funds other 
than General Fund (except negative balances).  Does not require formal action to un-
assign. 
 
Fund Balance (Unassigned): A residual balance.  Positive balance in General Fund 
only.  Deficits in other funds. 
 
GASB:  General Accounting Standards Board 
 
General Fund: Fund used to account for all financial resources not accounted for in 
another fund. 
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Nonspendable Fund Balance: not available for spending because of the form of asset 
or permanent legal restrictions.  Examples of nonspendable fund balance include 
inventories, long-term portion of loans and notes receivable (if proceeds are not 
restricted, committed, or assigned), property acquired for resale (if not near-term sale 
and if proceeds are not restricted, committed or assigned), and amounts retained in 
perpetuity. 


 
Permanent Fund: used to account for and report resources legally restricted to the 
extent that only earnings, and not principal, may be used for purposes that support the 
Town’s programs that is, for the benefit of the Town or its citizenry.  Permanent funds 
do not include private-purpose trust funds that should be used to report situations in 
which the Town is required to use the principal or earnings for the benefit of individuals, 
private organizations, or other governments. 


 
Restricted fund balance: has constraints on spending legally enforceable by outside 
parties.  Examples of restricted fund balance include externally imposed by creditors, 
grantors, contributors, or laws or regulations of other governments such as bond 
covenants and grant agreements; and imposed by law through constitutional provisions 
or enabling legislations such as the Highway User Revenue Fund.  May only be 
unassigned when the debt is paid in full and grant is released from obligation, law is 
rescinded or as indicated in other documents.   
 
Special Revenue Fund: Special Revenue Funds are used to account for and report the 
proceeds of specific revenue sources that are restricted or committed to expenditure for 
specified purposes other than debt service or capital projects.  One or more specific 
restricted or committed revenue(s) shall be the foundation for a special revenue fund.  
The proceeds from these special revenue sources shall be expected to continue to 
comprise a substantial portion of inflows (revenues that are recorded into the fund).  
Special revenue funds should discontinue reporting if a substantial portion of revenues 
derived from restricted revenue sources will no longer be expected. 
 
Stabilization Fund: a reserve of surplus revenues to be used for the purposes of: 
covering revenue shortfalls, covering state or local losses of federal funds, or for any 
event that threatens the health, safety, or welfare of the people or the fiscal stability of 
the Town or any of its political subdivisions.  The fund is sometimes referred to as a 
"rainy day fund," serving as a source of financial support for the budget in times of slow 
or declining revenue growth and as the primary source of protection against having to 
make drastic cuts in Town services in periods of economic downturns.  Has a restricted 
or committed fund balance.  Cannot use Special Revenue Fund unless derived from 
specific restricted committed revenue source.  These funds are restricted by the Town 
Council or committed by the covenants of the revenue source.  May be spent only when 
specific circumstances exist.  Specific circumstances are determined by the Town 
Council, or by the Town Manager in cases of emergencies. 
 
7.0  Supplements 
 
No Supplements are contained in this policy. 
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Town of Florence  


 


1.0   Purpose  
 
To establish a policy, criteria, guidelines and procedures for the acceptance of gifts; and 
create a procedure for donor recognition by the Town of Florence. Encourage and 
facilitate public and private gifts that enhance, beautify, improve, supplement, support, 
or otherwise benefit the Town programs. 


2.0   Scope 
 
The Town of Florence gratefully accepts gifts from private individuals and entities that 
support the programs and services the Town provides.  Gifts must be consistent with 
the Town’s mission, design standards, General or Master Plan, and operations. 


3.0   Responsibilities 
 
The Finance Director is responsible for the update and enforcement of this policy. 
Department Heads are responsible for providing documentation to the Town Clerk and 
maintaining a donation log.  


4.0   Policy 


4.1 Gift Reporting 


4.11 Gifts under $500 are documented in the Department Head’s monthly 
report.   


4.12 Gifts in excess of $500 are accepted by Town Council. 


4.13 All tangible assets with a value in excess of $5,000 are reported to the 
Finance Department and recorded as an asset on the Capital Asset 
Form provided in the Capital Asset Policy. 


4.2 Parameters 


4.21 The Town reserves the right to reject any gift at its sole discretion.   


POLICY TITLE:     
GIFT ACCEPTANCE POLICY 


EFFECTIVE DATE:  
September 15, 2010                


RESPONSIBLE DEPARTMENT:    
FINANCE  


AP / RESOLUTION NO.:   
 Resolution No. 1261-10 


APPROVAL:                                                                               REFERENCES: 
 TOWN MANAGER     SIGNATURE:  _______________         Capital Asset Policy 


  
 TOWN COUNCIL       DATE APPROVED: AUGUST 16, 2010        
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4.22 Acceptance of gifts is with the full understanding that the gift becomes 
the property of the Town; subject to the laws, policies, and procedures 
that govern the Town. 


4.23 Accepted gifts have no contingencies other than they are used for a 
specific program, activity, area of programming or activity. 


4.24 Gifts should not be memorial in nature.  


4.26 The Town is not obligated to replace or repair a gift that’s stolen, 
vandalized, irreparably damaged, or destroyed. 


 
5.0   Procedures 


5.1 Department Head shall: 
 


5.11 Document gifts received that are valued at less than $500 in their 
monthly Department Report. 


 
5.12 Create and submit the Request for Town Council Action Form to the 


Town Clerk on gifts valued at more than $500. 
 
5.13 Determine appropriateness of proposed gift. 
 
5.14 Help prospective donors develop gift proposals. 
 
5.15 Make the acceptance decision on any gift or donor recognition 


proposal requiring an immediate response in the form of perishable 
supplies. 


 
5.16 Ensure that monetary gifts are deposited and receipted in the General 


Checking Account by the Finance Department upon receipt. 
 
5.17 In the event a monetary gift is rejected by the Town, ensure that a 


check is issued by the Town to the donor. 
 
5.18 Develop, update and maintain a Gift Needs Registry.   
 
5.19 Acknowledge donation with appropriate acceptance or rejection letters.  


Retain a copy of all documentation and forward a copy to the Town 
Clerk.   


5.20 Schedule the developed proposal for review and disposition decision 
according to the procedure. 


5.2 Mayor and Town Council shall: 


5.21 Make final decisions on acceptance of gifts and donor recognition 
objects valued in excess of $500. 
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5.22 Accept or reject all gifts of art. 


5.3 Finance Director shall: 


 
5.31 Prepare any receipt to the donor that requests such a receipt for tax 


purposes or for any other purpose. 


6.0   Definitions  
 
Department Head: Director of the individual department being awarded the gift. 
 
Donor: a private, for-profit company, non-profit organization, individual or public 
agency wishing to donate funds or objects to the Department. 
 
Donor Recognition: an acknowledgment of a gift donor.   
 
Donor Recognition Proposal: a proposal and plan for placing a donor recognition 
object at a departmental facility. 
 
Gifts: all gifts, bequests, or donations to include but not be limited to endowments, 
real property, structures or portions of structures; money or negotiable securities; 
materials; equipment, flora, or fauna; improvements to facilities or land; statues, 
monuments, sculptures, murals and other works of art; plaques, graphics and/or 
signs; or recreation and cultural arts program instruction, equipment and supplies. 
 
Gift Need Registry: a list of identified Department operational and capital needs 
which would make appropriate gifts. 
 
Special Revenue Fund: a fund set up specifically for individual departmental 
donations restricted for specific use. 


 
7.0   Supplement 


7.1 Gift Acceptance Form 


7.2 Sample Donation Letter 
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GIFT ACCEPTANCE FORM 
 
Date           
 
A. Donor Name       Phone      


 
Address, City, State, Zip           


 
B. GIFT DESCRIPTION (include estimated value of gift) 
              


             
              


 
1. FACILITY AND SITE RECOMMENDATION (Attach sketch/map if possible) 
 


a. Name of park or facility:           
 
b. Proposed location in park or facility:        


 
2. ESTIMATED COST OF: 
 


a. Delivery    $    
b. Site Preparation     


i. Installation  $    
ii. Utilities  $    


c. Annual Maintenance $    
d. Planning  $    
e. Design  $    
f. Public Involvement  $    
g. Project Management $    
h. Other: ___________ $    


 
TOTAL  $    


 
3. LIFE EXPECTANCY       years. 


 
4. OTHER IMPACTS (contingencies by donor; vandalism, etc.) 
             


             
 
C. RECOMMENDATION ON PROPOSED GIFT: 
 


1. Department Head Signature          
APPROVE     REJECT 


 
2. Town Manager Signature        _____ 


APPROVE     REJECT 
 


3. Donor notified of acceptance/rejection on:____________________________ 
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Sample Donation Letter 


 
 
 
Date 
 
Donor Name 
Donor Address 
Donor City/Town and Zip 
  
Dear Mr. Jones: 


 
The Town of Florence wishes to acknowledge your donation of 
_______________________.  The estimated value was $_________ and was accepted 
by our Town Council on Month Date, Year.  The equipment will be utilized at the 
_______________________ in Florence, Arizona.     


 
Our Mayor, ________________, Town Council Members and citizens of Florence thank 
you for your generous donation.  
 
 
Sincerely, 


 
 
Joe Smith 
Job Title 
 
 
cc: Lisa Garcia, Town Clerk 
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Town of Florence  


1.0 Purpose  


To provide funds for projects that the Town could not otherwise afford including, 
but not solely limited to, personnel, supplies, capital outlay and capital 
improvements. To provide a uniform system for grant administration. To provide 
accountability in each grant and reporting to governmental and funding agencies.  
To ensure that communications channels are maintained and that the chain of 
command is followed. 


2.0 Scope  


This policy affects all Town departments requesting grant funds.  This policy 
provides a process for grant writing, application process, identifying the funding 
authority, accepting or rejecting a grant award and grant administration. 


3.0 Responsibilities 


The Grants Coordinator is responsible for the administration and enforcement of 
this policy.  Department Heads are responsible for requesting grant applications, 
providing information in a timely manner and providing statistical and required 
compliance information after a grant has been funded and expended.  


4.0 Policy 


4.1 To promote participation by Minority Owned Business Enterprises (MBE) 
and Women Owned Business Enterprises (WBE) in the manner as follows: 


4.11 It is the policy of the Town of Florence to ensure that MBE and WBE 
have every opportunity to participate in providing professional 
services, purchased goods, and contractual services without being 
discriminated against on the grounds of race, religion, gender, age, 
disability, or national origin. To achieve greater participation of MBEs 
and WBEs in contracts administered directly or indirectly by the 
Authority pursuant to Executive Orders 11625 and 12138, the 
contractor agrees to use its good faith best efforts to:  


POLICY TITLE:   
GRANTS POLICY 


EFFECTIVE DATE: 
April 1, 2011  


RESPONSIBLE DEPARTMENT:    
FINANCE  


AP / RESOLUTION NO.:   
 AP 2011-01 


APPROVAL:                                                                               REFERENCES: 


 TOWN MANAGER     SIGNATURE:   
  


 TOWN COUNCIL       DATE APPROVED: MARCH 31, 2011 
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4.111 Place qualified MBEs and WBEs and small business concerns 
on solicitation lists.  


4.112 Divide the contract into smaller tasks or quantities to permit 
maximum participation by MBEs and WBEs and small 
business concerns. 


4.113 Use the services and assistance of the U.S. Small Business 
Administration, the Minority Business Development Agency of 
the U.S. Department of Commerce, any local minority 
assistance organizations and various state and local 
government small business agencies. 


4.114 Comply with such additional requirements relating to MBEs, 
WBEs, and Section 3 (24 CFR 135) as set forth in the hiring 
and training plans developed by the contractors and 
subcontractors (if any), and approved by the Town.  


4.12 Each quarter, the contractor shall cause each subcontractor to 
prepare Section 3, MBE and WBE reports and submit to the Town in 
the form prescribed by the Town. 


4.121 The contractor, to the fullest extent practicable, shall require 
its subcontractors to ensure that Section 3 employment 
opportunities are provided as required. 


5.0 Town-Wide Procedures  


Many types of grants are available to the Town and various factions of the 
community.  Grants fall under Special Revenue Accounts and must be 
maintained in a separate fund for each grant.  The fund number, specific to the 
Grant is issued by the Finance Department. 


5.1 Grant Application Requests  


5.11 At the request of a Department Head, the Grants Division researches 
and evaluates various grant sources to meet the needs of the 
proposed project and complete all applicable forms.  


5.12 All grant application requests must be submitted no later than 30 
days before the grant deadline, unless otherwise indicated by the 
Town Manager. 


5.2 Grant Application 


5.21 The Department Head or designee shall review the grant application 
and sign the Grant Request Checklist prior to submission to Town 
Manager or Town Council.  
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5.22 All forms, documentation, and the Finance Director’s verification of 
availability of funds are forwarded to the Town Manager or Town 
Council for approval or disapproval. 


5.23 Authorization Levels 


5.231 If the total project amount (grant amount and Town 
contribution) is under $25,000, unless a resolution is 
required, it requires Town Manager approval only. 


5.232 If the total project amount (grant amount and Town 
contribution) is $25,000 or more, it requires Town Council 
approval. 


5.24 Agenda items are prepared by the Grants Division and submitted to 
the Town Clerk.   


5.3 Grant Administrator 


5.31 The Grants Coordinator is the administrator of all Town grants unless 
the Town Manager delegates the grant writing duties or 
administrative responsibilities to the requesting department.  


5.311 The Town Manager notifies the Grants Division if grant 
writing duties or administrative responsibilities are assigned 
outside of the Grants Division. 


5.312 The requesting department will submit all applicable 
documents, as they are generated or collected, to the Grants 
Division.   


5.313 The application and agreement are submitted to the Grants 
Division within five working days of submission.  


5.32 Cooperative Grants or Grants Administered by Other Agencies 


5.321 A copy of the grant document or agreement is provided to 
the Grants Division upon notification.   


5.322 Reporting of the conditions of the grant and use of funds are 
provided to the Grants Division in a timely manner.  Funds 
that are not used in a timely manner are returned to the 
granting agency upon authorization of the Town Manager. 


5.4 Administration of the Grant 


5.41 The Grants Division shall notify the requesting Department Head, 
Finance Director and Town Manager of the award decision made 
by the granting agency. 







 
GRANTS POLICY   PAGE 4 OF 6 


5.42 Procurement of the grant intentions shall be consistent with the 
Town’s Purchasing Policy, unless the grant requires a specific or 
alternative method. 


5.43 The Finance Department shall assign a fund number and a chart of 
accounts to the grant.  All funds received and disbursed shall use the 
fund number assigned to the grant. 


5.44 The requesting Department Head shall provide all necessary 
reporting and statistical data to the Grants Division upon request. 


5.45 The approval of requisitions and payment requests shall be the 
responsibility of the Grants Division. 


5.46 As grant funds are received, a copy of the check is forwarded to the 
Grants Division. 


5.47 The Finance Department shall provide the Grants Division with 
monthly financial reports for each grant fund and detail on all 
transactions recorded. It is the responsibility of the Grants Division to 
reconcile the grant fund and report discrepancies to the Finance 
Department. 


5.5 Grant Audits 


5.51 The Grants Coordinator is responsible for assisting with all audit 
requests.  


5.6 Budgeting of Grants 


5.61 Anticipated grants shall be included in the applicable fiscal year 
budget.   


5.62 Grant funds that are not received or utilized in the current fiscal year, 
must be re-budgeted in the next fiscal year.  


5.63 All grants shall be included in the Town’s expenditure limitation.  


5.7 Record Retention 


5.71 Record retention is the responsibility of the Grants Coordinator.  
Records are kept in accordance with the Arizona Revised Statutes or 
requirement of the granting agency, whichever is longer. 


6.0 Definitions  


Cooperative Grants:  Grants received by a single agency that benefit multiple 
agencies.  


Section 3: A federal requirement for federally funded projects (i.e., CDBG) that 
requires contractors and subcontractors to recruit, train, hire and employ persons 
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of low-moderate income whom reside inside the project service area.  The 
threshold amounts for triggering these requirements are $100,000 for 
professional services and $200,000 for construction projects. 


7.0 Supplemental Forms   


7.1 Grant Request Checklist   
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GRANT REQUEST CHECKLIST 
 


 


Source of Grant:  
 


(attach a copy of announcement)   


 


Funding Contact & Phone# (if known):  
 


Application Deadline:  
 


 


Tentative Project Title: 


 


ATTACHMENTS                 1) Project Planning Worksheet attached?                         Yes     No                    
 


                                             2) List of Acronyms or Technical Terms attached?         Yes     No                    
  


                                             3) Proposed Budget Detail Worksheet attached?            Yes     No                    
 


 


 


FINANCIALS 
 


1) Cost of the Project: $                                      2) Amount of Grant Request: $                  
 
3) Are Matching Funds Required?   Yes     No              
 
4) Amount and/or Value of Match:         Cash                                           In Kind                   
 
5) Is the Project Budgeted?              Yes     No                  
                                                                   
6) Source of Matching Funds:                                                                
     (Obtain from Finance Director) 


 
 
 


Department Submitting:        
                                                                              
 
               
Department Head                      Approved       Declined  Date 
 
 
               
Grants Coordinator (For Administrative Completeness Only))           Approved Date 
 
 
               
Finance Director                                                        Approved       Declined  Date 
 
 
               
Town Manager                                                           Approved       Declined  Date 
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Town of Florence 
Identity Theft Prevention Program 


 
 
POLICY 
It is the policy of the Town of Florence to protect the identity of all of the citizens of the Town of 
Florence who do business with the Town through its utility services to prevent and mitigate 
identity theft. 
 
PROCEDURE 
Identity Theft Prevention Program established pursuant to the Federal Trade Commission’s Red 
Flags Rule will be set forth in the following program adoption. 
 
 


I. PROGRAM ADOPTION 
 
The Town of Florence Municipal Water and Wastewater Utility ("Utility") developed this 
Identity Theft Prevention Program ("Program") pursuant to the Federal Trade Commission's Red 
Flags Rule (“Rule”), which implements Section 114 of the Fair and Accurate Credit Transactions 
Act of 2003.  16 C. F. R. § 681.2.  This Program was developed with oversight and approval of 
the Town Council.  After consideration of the size and complexity of the Utility's operations and 
accounting systems, and the nature and scope of the Utility's activities, the Town Council 
determined that this Program was appropriate for the Florence Municipal Water and Wastewater 
Utility, and therefore approved this Program on November 17, 2008. 


 
 


II. PROGRAM PURPOSE AND DEFINITIONS 
 


A. Fulfilling requirements of the Red Flags Rule  
 
Under the Red Flag Rule, every financial institution and creditor is required to establish an 
“Identity Theft Prevention Program” tailored to its size, complexity and the nature of its 
operation.  Each program must contain reasonable policies and procedures to: 
 


1. Identify relevant Red Flags for new and existing covered accounts and incorporate those 
Red Flags into the Program; 


2. Detect Red Flags that have been incorporated into the Program; 
3. Respond appropriately to any Red Flags that are detected to prevent and mitigate Identity 


Theft; and 
4. Ensure the Program is updated periodically, to reflect changes in risks to customers or to 


the safety and soundness of the creditor from Identity Theft. 
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B. Red Flags Rule definitions used in this Program 
 
The Red Flags Rule defines “Identity Theft” as “fraud committed using the identifying 
information of another person” and a “Red Flag” as a pattern, practice, or specific activity that 
indicates the possible existence of Identity Theft.   
 
According to the Rule, a municipal utility is a creditor subject to the Rule requirements.  The 
Rule defines creditors “to include finance companies, automobile dealers, mortgage brokers, 
utility companies, and telecommunications companies. Where non-profit and government entities 
defer payment for goods or services, they, too, are to be considered creditors.” 
 
All the Utility’s accounts that are individual utility service accounts held by customers of the 
utility whether residential, commercial or industrial are covered by the Rule.  Under the Rule, a 
“covered account” is: 
 


1. Any account the Utility offers or maintains primarily for personal, family or household 
purposes, that involves multiple payments or transactions; and 


2. Any other account the Utility offers or maintains for which there is a reasonably 
foreseeable risk to customers or to the safety and soundness of the Utility from Identity 
Theft. 


 
“Identifying information” is defined under the Rule as “any name or number that may be used, 
alone or in conjunction with any other information, to identify a specific person,” including:  
name, address, telephone number, social security number, date of birth, government issued 
driver’s license or identification number, alien registration number, government passport 
number, employer or taxpayer identification number, unique electronic identification number, 
computer’s Internet Protocol address, or routing code. 
 
 


III. IDENTIFICATION OF RED FLAGS. 
 
In order to identify relevant Red Flags, the Utility considers the types of accounts that it offers 
and maintains, the methods it provides to open its accounts, the methods it provides to access its 
accounts, and its previous experiences with Identity Theft.  The Utility identifies the following 
red flags, in each of the listed categories: 
 


A. Suspicious Documents 
 


Red Flags 
 


1. Identification document or card that appears to be forged, altered or inauthentic;  
2. Identification document or card on which a person’s photograph or physical description is 


not consistent with the person presenting the document;  
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3. Other document with information that is not consistent with existing customer 
information (such as if a person’s signature on a check appears forged); and  


4. Application for service that appears to have been altered or forged. 
Suspicious Personal Identifying Information 


 
Red Flags 


 
1. Identifying information presented that is inconsistent with other information the customer 


provides (example: inconsistent birth dates);  
1. Identifying information presented that is inconsistent with other sources of information; 
1. Identifying information presented that is the same as information shown on other 


applications that were found to be fraudulent;  
1. Identifying information presented that is consistent with fraudulent activity (such as an 


invalid phone number or fictitious billing address);  
1. Social security number presented that is the same as one given by another customer;  
1. An address or phone number presented that is the same as that of another person;  
1. A person fails to provide complete personal identifying information on an application 


when reminded to do so (however, by law social security numbers must not be required); 
and  


1. A person’s identifying information is not consistent with the information that is on file 
for the customer.  


 
B. Suspicious Account Activity or Unusual Use of Account 
 


Red Flags 
 


1. Change of address for an account followed by a request to change the account holder's 
name;  


2. Payments stop on an otherwise consistently up-to-date account; 
3. Account used in a way that is not consistent with prior use (example: very high activity);  
4. Mail sent to the account holder is repeatedly returned as undeliverable;  
5. Notice to the Utility that a customer is not receiving mail sent by the Utility;  
6. Notice to the Utility that an account has unauthorized activity; 
7. Breach in the Utility's computer system security; and 
8. Unauthorized access to or use of customer account information. 


 
C. Alerts from Others 


 
Red Flag 


 
1. Notice to the Utility from a customer, identity theft victim, law enforcement or other 


person that it has opened or is maintaining a fraudulent account for a person engaged in 
Identity Theft. 
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IV. DETECTING RED FLAGS. 


 
A. New Accounts 


 
In order to detect any of the Red Flags identified above associated with the opening of a new 
account, Utility personnel will take the following steps to obtain and verify the identity of the 
person opening the account: 
 


Detect 
 


1. Require certain identifying information such as name, date of birth, residential or 
business address, principal place of business for an entity, driver's license or other 
identification;  


2. Verify the customer's identity (for instance, review a driver's license or other 
identification card);  


3. Review documentation showing the existence of a business entity; and  
4. Independently contact the customer. 


  
B. Existing Accounts 


 
In order to detect any of the Red Flags identified above for an existing account, Utility 
personnel will take the following steps to monitor transactions with an account: 
 


Detect 
 


1. Verify the identification of customers if they request information (in person, via 
telephone, via facsimile, via email); 


2. Verify the validity of requests to change billing addresses; and  
3. Verify changes in banking information given for billing and payment purposes. 


 
 


V. PREVENTING AND MITIGATING IDENTITY THEFT 
 
In the event Utility personnel detect any identified Red Flags, such personnel shall take one or 
more of the following steps, depending on the degree of risk posed by the Red Flag: 
 
Prevent and Mitigate 
 


1. Continue to monitor an account for evidence of Identity Theft;  
2. Contact the customer;  
3. Change any passwords or other security devices that permit access to accounts;  
4. Not open a new account;  
5. Close an existing account; 
6. Reopen an account with a new number; 
7. Notify the Program Administrator for determination of the appropriate step(s) to take;  
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8. Notify law enforcement; or 
9. Determine that no response is warranted under the particular circumstances. 


 
Protect customer identifying information 
 
In order to further prevent the likelihood of identity theft occurring with respect to Utility 
accounts, the Utility will take the following steps with respect to its internal operating procedures 
to protect customer identifying information: 
 
 


1. Ensure that its website is secure or provide clear notice that the website is not secure;  
2. Ensure complete and secure destruction of paper documents and computer files 


containing customer information;  
3. Ensure that office computers are password protected and that computer screens lock after 


a set period of time;  
4. Keep offices clear of papers containing customer information; 
5. Request only the last 4 digits of social security numbers (if any); 
6. Ensure computer virus protection is up to date; and 
7. Require and keep only the kinds of customer information that are necessary for utility 


purposes. 
 
 


VI. PROGRAM  UPDATES 
 
This Program will be periodically reviewed and updated to reflect changes in risks to customers 
and the soundness of the Utility from Identity Theft.  At least once a year, the Program 
Administrator will consider the Utility's experiences with Identity Theft situation, changes in 
Identity Theft methods, changes in Identity Theft detection and prevention methods, changes in 
types of accounts the Utility maintains and changes in the Utility's business arrangements with 
other entities.  After considering these factors, the Program Administrator will determine 
whether changes to the Program, including the listing of Red Flags, are warranted.  If warranted, 
the Program Administrator will update the Program or present the Town Council with his or her 
recommended changes and the Town Council will make a determination of whether to accept, 
modify or reject those changes to the Program.  
  


 
VII. PROGRAM ADMINISTRATION. 
 


A.  Oversight 
 


Responsibility for developing, implementing and updating this Program lies with an Identity 
Theft Committee for the Utility.  The Committee is headed by a Program Administrator who 
may be the Finance Director or his or her appointee.  Two or more other individuals appointed 
by the head of the Utility or the Program Administrator comprise the remainder of the committee 
membership.  The Program Administrator will be responsible for the Program administration, for 
ensuring appropriate training of Utility staff on the Program, for reviewing any staff reports 
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regarding the detection of Red Flags and the steps for preventing and mitigating Identity Theft, 
determining which steps of prevention and mitigation should be taken in particular circumstances 
and considering periodic changes to the Program.   
 


B.  Staff Training and Reports 
 
Utility staff responsible for implementing the Program shall be trained either by or under the 
direction of the Program Administrator in the detection of Red Flags, and the responsive steps to 
be taken when a Red Flag is detected. 
 
Training frequency: 


1. At the inception of the program, general training will be coordinated with all Utility 
Billing staff. 


2. Subsequent training will occur any time the Program is amended or once a year, which 
ever comes first. 


 
Reporting:    


1. Utility staff is required to report any incident of Identity Theft to the Program 
Administrator. 


2. The Program Administrator shall compile all incidents of Identity Theft and recommend 
necessary changes to the Identity Theft Committee for their approval. 


 
C.  Service Provider Arrangements 


 
In the event the Utility engages a service provider to perform an activity in connection with one 
or more accounts, the Utility will take the following steps to ensure the service provider performs 
its activity in accordance with reasonable policies and procedures designed to detect, prevent, 
and mitigate the risk of Identity Theft.   
 


1. Require, by contract, that service providers have such policies and procedures in place; 
and  


2. Require, by contract, that service providers review the Utility's Program and report any 
Red Flags to the Program Administrator.   


 
 


D.  Specific Program Elements and Confidentiality 
 


For the effectiveness of Identity Theft prevention Programs, the Red Flag Rule envisions a 
degree of confidentiality regarding the Utility’s specific practices relating to Identity Theft 
detection, prevention and mitigation.  Therefore, under this Program, knowledge of such specific 
practices are limited to the Identity Theft Committee and those employees who need to know 
them for purposes of preventing Identity Theft.  Because this Program is to be adopted by a 
public body and thus publicly available, it would be counterproductive to list these specific 
practices here.  Therefore, only the Program’s general red flag detection, implementation and 
prevention practices are listed in this document. 
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Town of Florence 
    


 


1.0 Purpose   
Set the standards for appropriate behavior of a Town of Florence employee when 
using e-mail or accessing the internet. 


 
2.0 Scope   


This policy applies to all employees of the Town of Florence, including all 
authorized temporary employees, contractors, and third parties that are granted 
access to e-mail or the internet through the Town computer system. 


 
3.0 Responsibility 


All Town employees with email or internet access are responsible for understanding 
and following this policy.  Town IT staff is responsible for monitoring activities as 
provided in this policy.  


 
4.0 Policy 


4.1 The Town of Florence maintains the ability for employees to access the 
Internet. 
 


4.2  Employees may only use the internet for lawful purposes related to work 
associated with Town operations, except that minimal use is allowed, within 
reason, during employee lunch breaks or similar non-work periods.   


 
4.3 Employees should use these tools with the understanding that they have no 


expectation of privacy whatsoever in connection with the use of electronic 
mail or the internet.  Users should be aware that any communication they 
transmit could be forwarded, intentionally or accidentally, by the recipient to 
other e-mail users.   


 
4.4 E-mail or internet communications transmitted or received on Town 


equipment are subject to public records laws, and may be monitored as 
allowed by law, rule or regulation. 


 
5.0 Procedure 


POLICY TITLE: 
INTERNET AND E-MAIL USE POLICY 


EFFECTIVE DATE: 
 07/01/2013  


RESPONSIBLE DEPARTMENT:   
ADMINISTRATION 


AP / RESOLUTION NO.:   
 AP 2013-04 


APPROVAL:                                                                                               REFERENCES:   
 TOWN MANAGER     SIGNATURE:  _______________    


  
 TOWN COUNCIL       DATE APPROVED:   ____________ 
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5.1 Questions regarding appropriate use of these resources are directed to the 


employee's supervisor.  The employee's supervisor will make the ultimate 
decision as to the acceptability of use, with final approval by the Town 
Manager.  Examples of unacceptable use include, but are not limited to, the 
following when done knowingly or intentionally. 
• Using Town time and resources for personal gain, or for soliciting or 


recruiting membership for commercial ventures, religious or political 
causes, outside organizations or other non-job-related solicitations. 


• Use of Town time and internet resources for non-job related reasons or 
purposes (beyond minimal use as noted above), which have not been 
approved by the employee's supervisor. 


• Engaging in activity that wastes Town resources including file space or 
memory capacity, printer usage, paper, etc. 


• Sending or posting Town confidential materials outside of the Town, or 
posting such confidential materials within the Town to non-authorized 
personnel. 


• Discourteous communication to or about other persons. 
• Sending e-mail that is frivolous, offensive, derogatory or disruptive, such 


as cartoons, practical jokes, or copyrighted material without permission. 
• Sending mass e-mails, whether directly or indirectly, through distribution 


lists is prohibited unless specifically approved by the Town Manager. 
• Accessing any adult (pornographic) or other inappropriate sites. 
 


5.2 Monitoring:  Use of the Town's electronic resources is subject to monitoring 
by Town staff to ensure adherence to this policy.  Periodic and random audits, 
reviews, and access of all internet and e-mail user computers may be 
conducted.  In addition, internet destinations, as well as time spent at each 
destination, is logged by software installed on individual computers and and 
networks, as applicable.  A record of downloads and random screen captures 
is also maintained. 


 
6.0 Definitions 


None 
 


7.0 Supplemental Documents 
7.1 Employee Electronic Mail and Internet Policy Acknowledgement.  







INTERNET USE POLICY  PAGE 3 OF 3 


 
TOWN OF FLORENCE 


 
Electronic Mail and Internet Use Policy Acknowledgement 


 
 


I understand that all electronic communication systems, as well as all information 
transmitted, received, or stored in these systems is the property of the Town of 
Florence.  I also understand that such systems are to be used solely for job-related and 
not for personal purposes and that I have no expectation of privacy in connection with 
the use of this equipment or the transmission, receipt, or information stored in such 
equipment. 
 
I further understand and agree not to use a code, access a file, or retrieve any stored 
communication unless authorized; and I acknowledge and consent to the Town’s 
monitoring my use of this equipment at any time at its discretion.  Such monitoring may 
include printing up and reading all e-mail entering, leaving, or stored in these systems. 
 
 
 
 
 
Name of Employee ________________________________________ 
      (Print Name) 
 
 
Signature of Employee  ________________________________________ 
 
Date  ________________________________________ 
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ARTICLE I - GENERAL PROVISIONS 


 


 


Section 101 - Purpose 
 


The general purpose of the Town of Florence Personnel Policy is to establish a system of 


personnel administration to assist the Town organization in its role of serving the citizens of 


Florence.  This system provides the means to recruit, select, develop and maintain an effective 


and responsive work force, and includes policies and procedures for employee hiring and 


advancement, training and career development, job classification, compensation administration, 


leaving the Town service, fringe benefits, leaves, discipline and other related activities. 


 


It is the desire of the Mayor and Council of the Town of Florence to attract and retain qualified 


and competent persons to the positions in the Town service.  Appointments and promotions in 


the Town service are to be based on factors of qualification, competence and suitability.  While 


this Personnel Policy provides a basic guide to personnel-related activities of the Town, it is 


recognized that administrative directives, departmental work rules and other policies and 


guidelines are promulgated from time to time as necessary to supplement this document.  Except 


as otherwise noted, these policies apply to all regular Town employees.  The Town Manager is 


the final authority on all matters relating to this Policy. 


 


 


Section 102 - Classified and Unclassified Service 
 


Employees in the Town service are divided into the classified and unclassified service.  The 


classified service is composed of all employees and officers of the Town of Florence except: 


 


A. Town officers appointed by the Town Council, namely the Town Manager, Town 


Attorney, Town Clerk and Town Magistrate. 


B. The Town Manager’s deputies and assistants; and managers, administrators, and 


coordinators reporting directly to the Town Manager; and department directors 


reporting directly to the Town Manager or his/her deputies or assistants. 


C. Attorneys hired by the Town Attorney. 


D.  Temporary employees. 


 E.  Part-time employees, and part-time on-call employees who work no set minimum 


number of hours, who may be so employed from time to time. 


 F. Part-time Firefighter Recruits, part-time Firefighters, part-time Fire Engineers and 


part-time Fire Captains. 


 


Unclassified employees specifically are “at will” employees; ie. unclassified employees under 


“A” above serve at the pleasure of the Town Council, those under “B”, “D”, “E” and “F” above 


serve at the pleasure of the Town Manager, and those in “C” above serve at the pleasure of the 


Town Attorney.  The Town Manager may develop and implement policies to provide a 
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framework for conditions of employment, pay and benefit issues, etc., for those included in “C”, 


“D”, “E” and “F” above, but their employment will remain at-will pursuant to this Policy.  


Except as otherwise provided in the Town code, elected officials, members of appointed boards, 


commissions or committees and volunteer personnel are not considered to be employees of the 


Town of Florence for the purposes of this Policy. 


 


 


Section 103 - Personnel Officer 
 


The Town Manager shall designate a Personnel Officer for the Town of Florence who shall be 


responsible for the administration of the personnel system of the Town, and who shall: 


1. Administer the provisions of this Personnel Policy not specifically reserved to the Town 


Council or Town Manager and make such administrative regulations as are deemed 


necessary to implement and carry out the personnel function of the Town and this Policy. 


2. Give notice of position openings within the Town service. 


3. Conduct or coordinate applicant testing as appropriate. 


4. Recommend to the Town Manager revisions and amendments to the Personnel Policy              


as deemed necessary. 


5. Recommend to the Town Manager a position classification plan, including class 


specifications, and recommend revisions to the plan as deeded necessary. 


6. Recommend to the Town Manager a compensation plan for all position classifications in 


the Town service, and recommend revisions to the plan as deemed necessary. 


7. Allocate each position in the Town service to its appropriate class in the classification 


plan and assign each class to an appropriate pay range in the pay plan. 


8. Develop and assist others in the development of training programs for Town employees. 


9. Perform other duties as may be directed or identified in this Policy. 


 


 


Section 104 – Additional Town Manager Delegation 


 


In addition to those items specifically noted in this Policy, the Town Manager may delegate 


responsibility and/or authority for any function, procedure, authorization, oversight or 


management of any provisions of this Policy.  This ability to delegate is therefore implicit in 


each and every reference to the Town Manager’s responsibility and/or authority in this Policy. 


 


 


Section 105 - Policy Not A Contract 


 


Nothing in this Policy shall be construed as constituting the terms of an employment contract.  


The Town reserves the right to repeal, modify or amend any or all of the provisions of this Policy 


without prior notice and without reservation of the effect of any or all provisions of a previous 


form. 
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Section 106 - Fair Employment 
 


No question in any test, or any application form or in any interview shall be so framed as to 


attempt to elicit information concerning race, color, national origin, sex, age, disability or 


political or religious opinions or affiliations of any applicant.  No appointment to or removal 


from any position in the Town service shall be affected or influenced in any manner by any 


considerations of race, color, national origin, sex, disability, or political or religious opinions or 


affiliations.


 


 


Section 107 – Affirmative Action 


 


The Personnel Officer may develop and implement an informational program designed to 


promote Town employment and to inform the general public and specific groups and 


organizations of the non-discriminatory policies and practices of the Town of Florence. 


 


 


Section 108 - Positions Covered 


 


The provisions of this policy shall cover all employees of the Town unless otherwise exempted 


in this Policy. 


 


 


Section 109 - Severability Clause 


 


The provisions of this Policy are declared to be severable and if any article, section, sentence, 


clause or phrase of this Policy shall for any reason be held to be invalid or unconstitutional, such 


decision shall not affect the validity of the remaining articles, sections, sentences, clauses and 


phrases of this Policy, but they shall remain in effect, it being the legislative intent that this 


Policy shall stand notwithstanding the invalidity of any part. 


 


In the event of the amendment of any ordinance, rule or law incorporated in these policies or 


upon which these policies rely, these policies shall be deemed amended in conformance with 


those changes.  The Town Manager shall have the authority to make such amendments, as 


mandated by local, county, state or federal ordinance, regulation or law, and shall also have the 


authority to make non-substantive amendments, which shall be reported to the Town Council. 
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ARTICLE II - EMPLOYEE RESPONSIBILITIES 


 


 


Section 201 – Proof of Right To Work 


 


The Town of Florence shall comply with all laws, regulations and policies regarding the 


documentation of the eligibility of new hires to work in the United States.  Such required 


documentation shall be provided within the time frame required by law.  The offer of 


employment and/or continued employment is contingent upon the satisfactory verification 


results. 


 


 


Section 202 - Political Activity 
 


No Town employee shall orally, in writing or otherwise solicit or assist in soliciting any 


assessment, subscription or contribution for any political party or political purpose whatsoever 


from any Town employee.  No Town employee shall make, solicit or receive any contribution to 


the campaign effort in any way of any candidate for Florence municipal elected office, or 


publicly endorse, or take any part in any way in the political campaign of any such candidate, but 


may exercise any other rights as a qualified elector, such as signing nomination papers of 


candidates and voting in municipal elections. 


 


No elected official, appointed official or employee of the Town shall use any influence or 


pressure upon any employee to obtain any assessment or contribution of money or time, either 


directly or indirectly, for any political campaign or personal gain.  No elected official, appointed 


official or employee of the Town shall use or attempt to use any political influence to secure or 


assist any other employee in securing employment or any employment benefit or advantage. 


 


Town employees may not engage in political activity in his/her official capacity as a Town 


employee.  Town employees may not engage in political activity during work hours, or when 


using Town facilities, vehicles or equipment.  Political activity includes, but is not limited to, 


displaying literature, badges, stickers, signs, or other items of political advertising on behalf of 


any party, committee, agency, candidate for political office or political issues sought to be placed 


on any ballot, or soliciting signatures for political candidacy or for the purpose of placing an 


issue on any ballot. 


 


Any Town employee desiring to run for or seek appointment to a vacancy for any Town of 


Florence elected office, or any other municipal or county, state or federal elected office, shall 


resign from the Town service upon announcing such candidacy or filing for said office.  The 


foregoing shall not apply to school board or community college board elections. 
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An employee who is principally employed in connection with programs financed by loans or 


grants made by the United States or a Federal agency may also be subject to the provisions of the 


Federal Hatch Act. 


 


 


Section 203 - Nepotism 
 


Appointment of relatives of Town employees to positions in the Town service shall be permitted, 


provided the relative shall not be employed in a position where one would be supervising the 


other, or a conflict of interest might arise concerning a question of internal control.  An employee 


may not be promoted or transferred into a position involving supervision by or of a relative. 


 


For the purposes of this section, relative is defined to include: 


 


Spouse        Aunt 


Parent (in-law & step)    Uncle 


Brother (in-law, half & step)  Niece 


Sister (in-law, half & step)  Nephew 


Child (in-law & step)    Grandchild 


         Grandparents (in-law)   


 


Situations where an employee or a prospective employee is involved in a relationship which, 


though not spousal, is similarly close (such as what is sometimes referred to as a domestic 


relationship, domestic partnership, committed partnership, cohabitation, and such) shall also be 


considered to fall under the definition of “relative” for the purposes of this Section.   


 


Should a marriage between employees result in one having operational or supervisory control 


over the other, one employee must resign or transfer (if possible) in the Town service so as to 


eliminate the situation.  No provision of this rule shall exclude relatives of the Town Council or 


Town appointed boards or commissions or committees from entering the Town service, provided 


no supervisory control of one over the other exists. 


 


 


Section 204 - Gifts/Gratuities 


 


Employees shall not accept gifts, loans, gratuities, discounts, favors, hospitality, services or other 


compensation under circumstances from which it could reasonably be inferred that the purpose 


of the donor is to influence the employee in the performance of duties.  Employees should be 


especially cautious in dealing with vendors of services, supplies or materials to the Town.  


Examples of acceptable courtesies are items of nominal value ($50 or less) and include a meal or 


social event or function, or a sample or promotional gift.  No employee shall solicit directly or 


indirectly any gratuity, regardless of value.  Town employees may accept a gift without regard to 


value when it is offered and accepted on behalf of the Town.  The gift then remains the property 


of the Town and should not be removed from Town facilities.  The Town does not prohibit 
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employees from announcing and soliciting participation in Town-sponsored or employee events 


(such as employee picnics, holiday potlucks, retirements and the like). 


 


No person or employee who seeks appointment or promotion with respect to any Town position 


or appointive office shall directly or indirectly give, render or pay any money, service or other 


valuable item to any person for or in connection with a test, evaluation, appointment, proposed 


appointment, promotion or proposed promotion.  Any person or employee so described above 


may automatically be disqualified for employment or dismissed from employment if the act 


involves a promotion. 


 


 


Section 205 - Conflict of Interest 
 


It is the Town’s policy that employees at all levels be free from any interest, influence or 


relationship that might conflict or appear to conflict with the effective, efficient and impartial 


discharge of his/her duties, and/or the best interests of the Town.  The existence of an actual or 


potential conflict of interest depends on specific facts.  All actual or potential conflicts of interest 


must be disclosed by the employee.  In any uncertain situation, the employee should protect 


him/herself by immediately discussing the matter fully and frankly with the appropriate 


supervisor.  Where there is any further doubt concerning a conflict, the specific facts should be 


noted in writing and sent to the Town Manager for resolution.  The continuing requirement to 


disclose serves to inform the Town and, at the same time, protect the employee from the harmful 


effects of any subsequent revelation of activities, associations or interests which might constitute 


a prohibited conflict of interest. 


 


 


Section 206 – Confidentiality 


 


It is important for all Town employees to carry out their duties in a manner which would 


withstand public scrutiny.  Some employees handle confidential court-related, law enforcement-


related, medical-related or employment-related documents, while others handle sensitive matters 


concerning the operation of government.  Employees must maintain the confidentiality of these 


matters, ensuring information about these activities is made public only upon appropriate 


authorization by the Town Manager or designee, in consultation with the Town Attorney, or as 


otherwise required by lawful order. 


 


 


Section 207 - Secondary Employment 


 


Secondary employment (that is, employees working for others or engaged in self-employment 


during non-work time) is not prohibited, but is regulated by a few important rules.  A Town 


employee may not engage in secondary employment in any way during working hours, while at 


Town facilities or using Town supplies, equipment, materials or personnel.  Secondary 


employment must not cause a conflict of interest or cause deterioration in satisfactory 
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performance of duties while in the Town’s employ.  The nature of the secondary employment 


may not be such as to compromise the integrity, credibility or reputation of the Town 


government in the community. 


 


Town employees must obtain prior approval from their department director and the Town 


Manager to engage in secondary employment.  On January 1
st
 of each year, all secondary 


employment approvals expire and employees wishing to continue to engage in secondary 


employment must submit a new approval form.  Employees should recognize that any secondary 


employment which might be considered to be joint employment under the provisions of the Fair 


Labor Standards Act will require close consideration and conformance with the requirements of 


that law.  Police Department personnel working security work coordinated through the Police 


Department are not required to file a written request for secondary employment for such work, 


but must comply with all applicable departmental policies and procedures. 


 


 


Section 208 - Financial Responsibility 
 


Because of the nature of employment with a municipality, Town employees are expected to pay 


their debts in a prompt, responsible manner, so as to avoid having creditors contact the Town in 


an attempt to collect delinquent debts from employees. 


 


 


Section 209 - Weapons In The Workplace 
 


Except as provided by law, Town employees shall not have in their possession on Town property 


any handgun, firearm or other weapon, regardless of whether or not the employee is licensed to 


carry the weapon.  This provision does not apply to sworn police personnel or other authorized 


individuals who carry weapons in the performance of their duties, or to “pocket knives” or 


similar kinds of knives.  While some employees of the Town may be required as a condition of 


their work assignment to possess firearms, weapons or other dangerous devices, or be permitted 


to carry them as authorized by law, it is the Town’s policy that employees are to use them only in 


accordance with departmental operating procedures and all applicable State and Federal laws. 


 


 


Section 210 - Workplace Violence/Harassment 
 


It is the policy of the Town of Florence to provide employees a work environment that is safe 


and free of illegal harassment.  Therefore, acts or threats of physical violence involving 


employees, including intimidation, harassment and/or coercion, will not be tolerated in the 


workplace.  “Threats or acts of violence” include verbal or physical conduct against persons or 


property that is sufficiently severe, offensive or intimidating to alter the employment conditions 


at the Town of Florence, or to create a hostile, abusive or intimidating work environment for one 


or more Town employees. 
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General examples of prohibited workplace violence include, but are not limited to, threats or acts 


of violence occurring on Town property, threats or acts of violence not occurring on Town 


property but involving someone acting in the capacity of a representative of the Town, and 


threats or acts of violence not occurring on Town property involving a Town employee if the 


threats or acts of violence affect the legitimate interests of the Town of Florence.


Specific examples of prohibited conduct include, but are not limited to, hitting or shoving an 


individual; threatening to harm an individual or his/her family, friends, associates or their 


property; making harassing or threatening telephone calls, using letters or other forms of written 


or electronic communications; intimidating or attempting to coerce an employee to do wrongful 


acts that would affect the business interests of the Town; or conducting harassing surveillance 


(also known as “stalking”). 


 


Town employees are encouraged to report incidents of threats or acts of physical violence of 


which he/she is aware, to his/her immediate supervisor.  In situations where reporting to the 


immediate supervisor is not appropriate, the employee should report such incidents to his/her 


department director and/or the Town’s Human Resources Department. 


 


 


Section 211 – Professional Attire/Appearance 


 


The professional image of our organization is maintained, in part, by the image that our 


employees present to our citizens, vendors and other visitors.  All employees should practice 


common sense rules for neatness, good taste and comfort.  Specific rules about grooming and/or 


dress, including required wearing of uniforms, may be adopted by departments, divisions or 


work groups due to the nature of the work of the employees in those units.  However, in general, 


rings/hoops/studs through the nose, eyebrow, tongue or other exposed body parts (other than the 


ear) may not be worn while working.  And in general, all tattoos must be small in size or covered 


at all times and may not be offensive in nature. 


 


 


Section 212 – Loyalty Oath 


 


Every Town employee shall take the oath or affirmation as prescribed by state law. 


 


 


Section 213 – Reporting of Arrests/Criminal Charges/Convictions 


 


Town employees are required to report any arrests, any criminal charges filed against them, and 


any criminal convictions against them throughout their time of employment, within three (3) 


working days of such circumstance.  An arrest, a criminal charge filing or a criminal conviction 


will not necessarily automatically trigger a change in employment status of any kind.  Factors 


that will be considered include the nature of the offense, the frequency of violations, the 


employee’s work history and the relevance of the offense to the employee’s position. 
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Section 214 – Absence Reporting 
 


Whenever an employee is unable to report for duty for any reason, he/she must contact the 


immediate supervisor or designee at least one hour before the normal starting time for the 


employee.  Failure to do so will result in the employee being considered absent without approved 


leave.  If an employee is unable to make the necessary contact him/herself, he/she may arrange 


for another person to make the required notification on his/her behalf. 


 


 


Section 215 – Non-Fraternization Policy 


 


The efficient operation of the Town organization requires that supervisors and managers deal 


fairly and objectively with the personnel they directly or indirectly supervise.  If a supervisor has 


a close personal relationship with a subordinate, the likelihood of favoritism increases and/or this 


creates (at least) a perception that may compromise a manager or supervisor’s ability to perform 


his/her job.  In addition, if a supervisor or manager pursues a romantic or sexual relationship 


with a subordinate, claims of sexual harassment are possible.  Therefore, managers and 


supervisors are forbidden from pursuing romantic or sexual relationships with employees whom 


they supervise or whose terms of employment they can influence.  Supervisors or managers who 


violate this policy will be subject to discipline up to and including termination. 


 


 


Section 216 – Employee Drug/Alcohol Testing 
 


The Town of Florence recognizes that the use of alcohol and/or drugs inhibits a person from 


performing duties safely and effectively.  The Town’s intention is to maintain a safe, healthful, 


and productive work environment for its employees, and to uphold the Town’s reputation in the 


community.  Accordingly, this policy provision is included to provide consistent and relevant 


guidelines for all employees regarding the use of alcohol and drugs, and to comply with the 


provisions of ARS 23-493.  It is the policy of the Town of Florence that no employee shall report 


to work after having participated in the illegal use of drugs or while under the influence of 


alcohol or drugs, nor possess or use such substances while they are on duty. 


 


Pre-Employment Testing:  Employees hired in classifications listed on the “Town of Florence 


Classifications Subject To Pre-Employment Drug Testing” list, will be required to undergo a 


post-offer, pre-employment drug test.  Current employees to be promoted, demoted or 


transferred into classifications included on the list, but who are not currently in a classifications 


included on the list, will be required to undergo a post-offer, pre-promotion/demotion/transfer 


drug test.  Any candidate for employment who tests positive for controlled substances shall not 


be hired.  Any current employee who tests positive for controlled substances in a pre-


promotion/demotion/transfer test shall not be promoted/demoted/transferred and will be subject 


to disciplinary action up to and including termination. 
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Other Testing:  All Town of Florence employees are subject to alcohol and/or drug testing.  If a 


supervisor reasonably believes an employee is at work under the influence of alcohol or drugs, 


the employee may be required to submit to a drug and/or alcohol test.  All employees who are 


required to obtain and maintain a Commercial Driver’s License are subject to the testing 


requirements under Federal regulations (refer to the Town Risk Management Manual for the 


specific provisions of this type of testing).  For testing not related to the CDL regulations, a 5-


panel, non-NIDA test shall be used (marijuana, cocaine, amphetamines [including 


methamphetamines], opiates, phencyclidine [PCP]).  Testing methods and collection procedures 


shall be generally those prescribed by standard protocol and compliant with the requirements of 


the Federal CDL drug and alcohol testing regulations.  Refusal by an employee to submit to a 


drug and/or alcohol test shall result in termination from Town employment as provided in these 


rules.  An employee testing positive for alcohol and/or drugs shall be subject to disciplinary 


action up to and including termination.  An employee testing positive for alcohol and/or drugs 


shall have the right to request the written test results, and shall have the right to request a 


meeting  with his/her supervisor or department director to explain the test results.  All test results 


shall be treated in accordance with reasonable standards of privacy, and shall only be disclosed 


to the Human Resources Director or designee, and other individuals as determined by the Human 


Resources Director or designee, or as provided by law or regulation.  Town employees may be 


subject to other types of drug/alcohol testing as provided in the Town Risk Management Manual, 


including but not limited to post-accident testing.  An employee taking prescribed drugs or over-


the-counter medications that may potentially impair  the safe performance of his/her duties must 


notify the supervisor who shall determine if the employee is able to safely perform his/her duties. 


 


 


Section 217 – On-the-Job Injury or Illness 
 


All employees are covered under workers’ compensation insurance which provides for medical 


treatment of injuries and/or illnesses arising out of and in the scope of employment, and for 


resultant loss wages.  Employees must report any work-related injury or illness immediately and 


seek appropriate medical attention.  The Town may direct first-visit care under the provisions of 


Arizona law.  In the event of lost work time due to a covered injury or illness, employees may 


supplement workers’ compensation insurance payments with unused accrued leave time as 


provided in this policy, or as otherwise may be provided by law.  Employees are not allowed to 


work at secondary employment while on job-related injury leave, or while on alternate duty. 
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ARTICLE III - RECRUITMENT AND SELECTION 


 


 


Section 301 - Non-Discrimination 
 


It is the policy of the Town of Florence not to discriminate in decisions regarding hiring or 


promotion on the basis of race, color, national origin, sex, disability, or political or religious 


opinions or affiliations. 


 


 


Section 302 - Physical and Mental Fitness 
 


All applicants considered for employment with the Town shall possess position-appropriate 


physical and mental health.  Appointments to the Town service shall be subject, where 


appropriate or required by law, rule or regulation, to a satisfactory physical examination and 


examination to establish mental fitness.  Such examinations shall be given by an examiner 


designated by the Town and at the expense of the Town.  If at any time during employment these 


levels are suspected of falling below acceptable standards, the Town may require the employee 


to complete an examination administered by an examiner of the Town’s choice at the Town’s 


expense.  An employee who, in the opinion of the examiner after consultation with the Personnel 


Officer, is incapable of meeting the requirements of his/her position shall be recommended for 


removal from his/her position as provided in these rules, subject to the final decision of the Town 


Manager or designee.  The Town shall comply with the provisions of the Americans With 


Disabilities Act and its amendments, and other applicable law. 


 


 


Section 303 - Recruitment 
 


Recruitment publicity shall be carried out through all appropriate means for a reasonable period 


of time to assure sufficient opportunity for qualified candidates to apply and be considered for 


employment with the Town.  Recruitment shall be carried out on a wide enough basis to ensure 


an adequate number of applicants for consideration.  The Personnel Officer at the direction of the 


Town Manager or designee shall coordinate all recruitment efforts.  When a position in the Town 


service becomes vacant, the director of the department involved, the Town Manager or designee 


and the Personnel Officer may meet prior to the start of recruitment efforts to review the vacant 


position in regard to recruitment timing, duties and responsibilities and other pertinent factors. 


 


 


Section 304 - Application 
 


All applicants for Town employment shall make application on forms provided by the Personnel 


Officer.  The Town Manager or designee in consultation with the Personnel Officer may waive 


this requirement and accept resumes as application.  Applicants must provide honest and 
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complete information on all items, both in the Town application form and in any accompanying 


information such as a resume.  Failure to complete the employment application form as directed 


may result in disqualification from employment consideration, or dismissal from the Town 


service.  Any application may be rejected for the following reasons: 


▪The applicant did not fully complete the application form. 


▪The applicant appears not to possess the qualifying experience or training required for the 


position. 


 ▪The applicant has made any misstatement of any material fact. 


 ▪The applicant has practiced any deception or fraud in his/her application. 


▪The applicant has been convicted of a crime involving moral turpitude or has been convicted 


of a crime that is related to the duties and responsibilities of the desired position.  (For 


example, an applicant has applied for a position as Accounting Clerk, but was convicted of 


embezzlement.) 


Application forms, when submitted, become the property of the Town along with any 


documentation attached by the applicant. 


 


 


Section 305 - Examinations 


 


Examinations shall consist of selection techniques which will assist the Town is assessing the 


qualifications of the candidates and include, but are not limited to, achievement and aptitude 


tests, other written tests, personal interviews, performance tests, physical agility tests, evaluation 


of daily work performance, work samples, medical and psychological tests, electronic truth 


measuring tests or any combination of these or other tests. 


 


Appointments to the Town service to positions which include driving a vehicle shall be subject 


to verification of an appropriate driver’s license and satisfactory driving record. 


 


In case of vacancy in a position requiring peculiar and exceptional qualifications of a scientific, 


professional or expert nature, or in other unusual circumstances, and upon satisfactory evidence 


that competition is impractical and that the position can be best filled by the selection of some 


designated person of recognized attainments, the Personnel Officer may recommend suspension 


of competition to the Town Manager or designee, who shall make the final determination. 


 


 


Section 306 - Promotional Opportunities 
 


Promotional opportunities shall be made known to Town employees through the distribution of 


position announcements and/or other appropriate means.  Qualified Town employees may submit 


applications for consideration for promotional opportunities.  Except as otherwise approved by 


the Town Manager, only Town employees who have completed the initial probationary period 


may be considered for promotion. 
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Section 307 - Employment Lists 
 


When the recruitment testing and interview process has been completed for a position, a 


certification list shall be developed which shall note the person(s) to be hired for the vacancy and 


other candidates deemed to be qualified to be hired for future vacancies.  Normally, certification 


lists shall remain in effect for six months, but may be extended by the Personnel Officer for up to 


one year.  Certification lists may be used for position openings in classifications with similar 


duties and responsibilities as determined by the Personnel Officer. 


 


 


Section 308 - Underfilling Positions 
 


When deemed appropriate and recommended by the department director in consultation with the 


Personnel Officer and approved by the Town Manager, an approved budgeted position in the 


Town service may be underfilled by hiring an applicant to fill the position in a classification with 


a lower pay range than the approved budgeted position. 


 


 


Section 309 – Criminal Background Check 


 


All finalist candidates for any paid Town position shall undergo a criminal background check 


(per Town Code § 31.071). 
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ARTICLE IV - PROBATION 


 


 


Section 401 - Period of Initial Probation 


 


Every classified employee shall work satisfactorily for a period of probation in order to satisfy 


the requirements for regular employment in the Town service.  The period of initial probation 


shall consist of twelve months of work.  The initial probationary period may be extended for a 


90-day period at the request of the department director and upon approval of the Town Manager. 


Under unusual circumstances where the department director judges it advantageous to further 


assess an initial probationary employee’s work performance and suitability for continued 


employment, one additional 90-day extension may be granted upon approval of the Town 


Manager.  


 


Time taken on sick leave, approved leave without pay or leave as a result of a workers’ 


compensation claim not in excess of 30 calendar days shall be included as creditable time to the 


probationary employee.  Employees in the initial probationary period are eligible to use accrued 


sick leave time as it is earned, and accrued vacation leave time after completing six months of 


the initial probationary period. 


 


 


Section 402 - Appointment Following Initial Probationary Period 
 


Prior to the end of the initial probationary period, the department director shall submit to the 


Personnel Officer a performance review of the probationary employee.  A satisfactory 


performance review and affirmative recommendation by the department director, with approval 


of the Town Manager, shall confirm a probationer to regular status with the Town. 


 


 


Section 403 - Rejection of Probationer 
 


During the initial probationary period, an employee may be dismissed at any time without notice, 


without cause and without the right of appeal. 


 


 


Section 404 - Promotion/Transfer Probationary Period 
 


When an employee is promoted or transferred, that employee shall serve a probationary period in 


the new position of twelve months.  Prior to the end of the twelve-month period, the department 


director shall submit to the Personnel Officer a performance review of the promoted or 


transferred employee.  An employee who has been promoted or transferred and is given an 


unsatisfactory evaluation at the end of the promotion/transfer probationary period may be 


returned to his/her former position or another similar position if vacant, or otherwise handled as 
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provided in this Policy.  The department director may waive the transfer probationary period 


with the approval of the Town Manager.  An employee who is promoted and successfully 


completes the promotional probationary period shall have his/her annual merit review 


anniversary date changed to that date.  The annual merit review anniversary date does not change 


for an employee who successfully completes a transfer probationary period. 


 


 


Section 405 – Demotion Probationary Period 


 


When an employee is demoted, that employee shall serve a probationary period in the new 


position of twelve months.  Prior to the end of the twelve-month period, the department director 


shall submit to the Personnel Officer a performance review of the demoted employee.  The 


annual merit review anniversary date does not change for an employee who successfully 


completes a demotion probationary period.  An employee who has been demoted and is given an 


unsatisfactory evaluation at the end of the demotion probationary period may be dismissed from 


the Town service or otherwise handled as provided in this Policy. 


 


 


Section 406 - Special Review Period 
 


An employee may be placed in a special review period at any time when the performance of the 


employee falls below acceptable levels.  The normal term of a special review period shall be 90 


days; a written evaluation and/or report is to be done at the end of this period to document the 


results of the special review period.  Should the problems with an employee’s performance not 


be corrected during this period, other action may be taken as provided in these rules. 
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ARTICLE V - PERFORMANCE EVALUATIONS 


 


 


Section 501 - Purpose 
 


The purpose of the performance evaluation system is to formally evaluate at least once each year 


the performance of every regular employee in the accomplishment of his/her assigned duties and 


responsibilities, to set and measure progress towards the achievement of goals and objectives, 


and to assist in targeting training and/or educational needs. 


 


 


Section 502 - Administration 
 


The Personnel Officer shall administer the performance evaluation system, subject to the 


direction of the Town Manager.  Performance reviews shall be conducted: 


1. Just prior to the end of the initial probationary period.  This date becomes the 


employee’s (performance) anniversary date. 


2. Just prior to the end of a promotion probationary period.  This date becomes the 


employee’s (performance) anniversary date. 


3. Just prior to the end of a transfer or demotion probationary period.  The 


employee’s (performance) anniversary date does not change. 


4. Just prior to each annual (performance) anniversary date. 


5. Whenever the department director or Town Manager so requires. 


 


 


Section 503 - Rating and Reviewing 
 


The performance reviews shall be documented on forms developed by the Personnel Officer.  


The rating authority shall be that person who directly supervises the work of the employee being 


rated.  The reviewing authority shall be the department director but the function of review may 


be delegated to any other supervisor by direction.  Each employee shall have an opportunity to 


review the rating with their supervisor.  Not withstanding the provisions of Article X, Section 


1001 of this policy, an employee may respond in writing to any issue raised in the performance 


evaluation and such response shall be attached to the evaluation and be placed in the employee’s 


personnel file.  The Town Manager may direct the Personnel Officer to investigate the accuracy 


of ratings.  Completed performance rating forms shall be submitted in a timely manner to the 


Personnel Officer who shall file each form in the employee’s personnel file. 
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ARTICLE VI - CLASSIFICATION, COMPENSATION 


AND BENEFITS 


 


 


Section 601 - Position Classification Plan 
 


The Personnel Officer or other designee of the Town Manager shall ascertain and record the 


duties and responsibilities of all positions in the classified service and, after consultation with the 


directors of departments affected, shall develop a classification plan for such positions.  The 


classification plan shall consist of classes of positions in the Town service defined by class 


specifications including job titles.  The classification plan shall be so developed and maintained 


that all positions substantially similar with respect to duties, responsibilities, authority and 


character of work are included within the same class and the same schedules of compensation 


may be made to apply with equity under like working conditions to all positions in the same 


class.  The plan shall be amended from time to time as the duties, responsibilities and 


employment conditions change.  Each position classification shall be evaluated in light of 


applicable laws and regulations and shall be designated as either “exempt” or “non-exempt” 


under the provisions of the Fair Labor Standards Act as they pertain to calculation of overtime 


liability. 


 


 


Section 602 - Class Specifications 
 


The Personnel Officer shall maintain copies of current specifications for all classifications in the 


classification plan.  When a new classification is created or when a current classification is 


determined to be obsolete, the classification plan shall be amended accordingly. 


 


 


Section 603 - Reclassifications 
 


When the scope of the duties and responsibilities of a position have changed materially so as to 


necessitate reclassification, such position shall be analyzed by the Personnel Officer and 


recommendations submitted to the Town Manager to reclassify the position to a more 


appropriate class (if justified), whether new or existing.  An employee may initiate a 


classification review request through the department director.  Consideration of reclassifications 


will normally be done through the annual budget process.   


 


 


Section 604 - Compensation Plan 
 


The Personnel Officer or other designee of the Town Manager shall prepare a pay plan covering 


all positions in the classified service.  In arriving at compensation rates or ranges, consideration 


shall be given to the prevailing rate of pay and consideration of working conditions for 
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comparable work, to suggestions of a department director, to the Town’s financial condition and 


policies, and to all other relevant factors. 


 


 


Section 605 - Pay Ranges 
 


Each classification shall be assigned to a pay range that through the application of other 


provisions of this Policy is deemed appropriate.  Each employee may be advanced through the 


pay range on the basis of performance until the end of the pay range is reached.  Advancement 


through the pay range shall be subject to the recommendation by the employee’s department 


director through the formal performance evaluation system and approval of the Town Manager, 


subject to available, allocated funding. 


 


 


Section 606 - Performance Increases 
 


Town employees shall be eligible for consideration for performance-based pay increases as 


follows: 


1. Upon successful completion of the initial probationary period. 


2. On or about the end of each 12-month period of service after completion of the initial 


probationary period to be granted on the (performance) anniversary date based on the 


performance evaluation.  Such increases shall not be automatic but shall depend on 


increased service value of an employee to the Town as exemplified by the 


recommendation of the supervisor, performance record, special training undertaken or 


other pertinent evidence. 


3. Upon successful completion of a promotional probationary period.  Such date becomes 


the employee’s new (performance) anniversary date. 


 4. At other times as may be approved by the Town Manager. 


 


 


Section 607 - Range Adjustments 
 


When it is determined that the pay range assigned to a particular classification is no longer 


appropriate due to changes in market conditions or duties and responsibilities of the 


classification, the Personnel Officer shall be notified of such changes and conduct a review of the 


range assigned to the particular classification.  If it is determined that the pay range assigned to 


the classification is either too high or too low, the Personnel Officer shall make a 


recommendation for change to the Town Manager and if approved, the classification shall be 


moved to the recommended pay range.  Affected employees shall be moved to a position in the 


new pay range as determined by the Personnel Officer.  Performance evaluation dates shall not 


change for affected employees as a result of a range adjustment.  Considerations of range 


adjustments will only be done in conjunction with the annual budget process, and require 


approval of the Town Council. 
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Section 608 - Temporary Assignments 
 


Upon the recommendation of the department director and approval of the Town Manager, an 


employee may be assigned on a temporary basis to a position in a classification of a higher pay 


range, either in the employee’s department or another department.  For such temporary 


assignments which are intended to be more than 30-days in duration, the employee may be 


compensated at a higher rate of pay during the assignment as may be approved by the Town 


Manager.  The Town Manager may assign an employee to work in his/her classification in a 


different department on a temporary basis as deemed necessary. 


 


 


Section 609 - Overtime Policy 
 


It is the policy of the Town of Florence to avoid the necessity for overtime whenever possible.  


Overtime work may sometimes be necessary to meet emergency situations, seasonal or peak 


workload requirements, or due to scheduling issues, and supervisory personnel are responsible 


for the advance planning required to minimize the need for overtime.  Necessary overtime shall 


be authorized by the appropriate supervisor prior to being worked.  Compensation for overtime 


worked, whether through cash payment or the use of compensatory time off in lieu of cash 


payment, shall be made in accordance with applicable laws and regulations.  Overtime shall be 


calculated to the nearest one-quarter hour of time worked.  Refusal of an employee to work 


overtime when requested without good cause may be cause for disciplinary action. 


 


It shall be the general policy of the Town to pay overtime compensation for all Town employees 


required to work overtime hours.  Town department directors or their designees may at their 


discretion, however, decide to grant compensatory time to employees who work overtime 


provided there is a clear understanding between the supervisor and the employee that 


compensatory time is being granted instead of paid overtime, prior to the overtime being worked.  


In certain situations, a department director (with the approval of the Town Manager) may 


determine that all overtime worked by a specific employee or class of employees, or a specific 


type of overtime worked, will be compensated with compensatory time off instead of with paid 


overtime.  In these cases, documentation shall be drafted indicating agreement to this 


arrangement by the department director and the employee, and all overtime worked by such 


employee, or in such specific type of situation, shall be compensated with compensatory time. 


 


A non-exempt employee who works beyond the normally scheduled work day may be allowed or 


required to alter the hours worked in another work day in the same work period to compensate, 


hour for hour, as approved or directed by the employee’s supervisor.  This flex arrangement does 


not reduce or increase the number of hours worked in a given work period.  This flex time cannot 


be banked and must be accomplished within the same work period, or it must revert to paid 


overtime and compensated as provide in this Section. 


 


All non-worked hours, such as sick leave, vacation leave, holiday time, compensatory time 


taken, standby time, jury duty hours, and military leave hours, shall be deducted from the total 
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hours worked in a designed work period prior to the overtime liability calculation, except as 


provided in Section 610 of this Policy, or as may be provided in a grant, an intergovernmental 


agreement, or other such agreement.  


 


 


Section 610 - Call-Back Policy 


 


The call-back procedure is established to provide for situations where it is determined that a non-


FLSA-exempt employee must be called to duty outside of his/her normal working hours. 


 


If an employee is called out to work as noted above, the employee will automatically receive 


credit for two hours worked calculated at one-and-one-half times the employee’s regular hourly 


rate, regardless of the duration of the call out.  Once the employee works more than two hours, 


time credited will be the actual time worked, calculated at one-and-one-half times the 


employee’s regular hourly rate.  This provision does not apply to scheduled overtime, scheduled 


tasks performed outside normal working hours, holidays worked or call-back time that overlaps 


the employee’s regular work hours (either being called in early for a shift/workday or held-over 


at the end of a shift/workday).  Subsequent calls received to perform work within two hours of 


the start time of an initial call-back will be compensated as an extension of the initial call, not as 


a new call.  Refusal of an employee to respond to a call-out without good cause may be cause for 


disciplinary action. 


 


 


Section 611 – Stand-By Policy 


 


The stand-by policy is established to provide for situations where it is determined that a non-


FLSA-exempt employee may be required to be placed on stand-by for duty.  Stand-by duty is 


restricted to employees qualified to perform specialized emergency services.  Stand-by duty pay 


shall not be available in situations where tasks must be performed on a scheduled basis outside of 


normal work hours.  The appropriate department supervisor shall maintain a stand-by roster of 


qualified personnel for stand-by duty.  Such duty shall be allocated fairly to qualified employees 


on the stand-by list based first on those employees who volunteer to be put on stand-by duty, and 


secondly by assignment on a rotational basis if an insufficient number of qualified employees 


volunteer to be put on stand-by duty.  Employees on stand-by status must maintain a physical 


readiness to respond, be able to respond in an appropriate time frame, and be accessible to 


receive a call-out by pager or telephone. 


 


Stand-by duty will be paid at $20 per day for each day or shift of assignment.  An employee who 


is called to perform services will be compensated as outlined in Section 610 – Call-Back Policy. 
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Section 612 - Clothing Allowances, Uniforms and Expense Reimbursement 
 


Clothing allowances and uniform privileges shall be approved by the Town Manager.  The Town 


Manager shall have the authority to establish administrative regulations providing for the 


reimbursement to employees of necessary expense incurred while engaged in Town business 


including approved travel and conference expenses. 


 


 


Section 613 - Other Benefits 
 


Town employees shall receive additional benefits as approved by the Town Manager and (as 


appropriate) the Town Council, or as might be mandated by law, such as health insurance, 


worker’s compensation coverage and retirement benefits. 


 


 


Section 614 – Work Period Designation 


 


The standard work period for all employees shall be seven consecutive days commencing at 


00:01 a.m. on Saturday and ending the following Friday at midnight.  Work periods for 


individual employees or classes of employees may be otherwise designated in writing (such as 


those employees who qualify under the Section 207k provisions of the FLSA). 


 


 


Section 615 – Workplace Accommodation 


 


The Town of Florence shall comply with the provisions of the Americans With Disabilities Act 


and its amendments. 
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ARTICLE VII - PROMOTION, TRANSFER AND 


DEMOTION 


 


 


Section 701 - Promotion 
 


Insofar as consistent with the best interest of the Town, vacancies in the Town service shall be 


filled by promotion from within, after consideration is given to all interested, qualified 


employees.  Promotional opportunities are open to employees who have completed the initial 


probationary period and who meet the additional job requirements, except as may be approved 


by the Town Manager.  Upon promotion, the employee shall be moved to a position in the pay 


range assigned to the new position as recommended by the Personnel Officer and approved by 


the Town Manager or designee.  The annual evaluation date shall be changed to reflect the 


successful completion of the promotional probationary period. 


 


 


Section 702 - Transfer 
 


With the approval of the Town Manager, an employee may be transferred from a position in one 


department to a position with the same pay range in another department.  The annual 


performance evaluation date of the employee normally does not change in a transfer. 


 


 


Section 703 - Demotion 
 


A demotion may either be voluntary or involuntary, as approved by the Town Manager.  A 


demotion occurs when an employee is moved to a classification assigned to a lower pay range 


than that currently held by the employee.  In the case of a demotion, the employee’s annual 


performance evaluation date normally does not change. 
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ARTICLE VIII - LEAVE 


 


 


Section 801 - Holidays 
 


The following days have been established as paid holidays for full-time Town employees: 


 


New Year’s Day   Columbus Day 


M.L. King Jr./Civil Rights Day Veterans Day 


Presidents Day   Thanksgiving Day 


Memorial Day    The Day After Thanksgiving Day 


Independence Day   Christmas Day 


Labor Day      Other days as may be set by the Town Council 


 


When a holiday falls on a Saturday, the preceding Friday shall be observed.  When a holiday 


falls on a Sunday, the following Monday shall be observed.  An employee must be in authorized 


pay status on the working day immediately preceding the holiday and the working day 


immediately following the holiday in order to receive pay for the particular holiday. 


 


Employees, except members of the police and fire departments which are staffed on a 24-hour 


basis, shall not be required to be on duty on holidays unless the employee’s service is needed and 


required in the interest of public health, safety or general welfare.  Should a holiday fall on an 


employee’s regularly scheduled day off, every effort should be made to give the employee a 


regular work day off to compensate.  Where that is not possible or practical, employees may be 


paid holiday pay.  Holiday pay shall be paid as regular hours equivalent to the employee’s 


regular shift, not to exceed eight hours, and shall not be included in any calculation for overtime 


liability. 


 


 


Section 802 - Vacation Leave 
 


Vacation leave is provided to regular full-time employees of the Town on the following accrual 


schedule: 


 


For All Employees Except Fire Department Employees Working Shift Work: 


 


1 month through 4 years service.............8 hours per month 


5 years through 9 years service..............10 hours per month 


10 years through 14 years of service…..13.34 hours per month 


15 or more years service........................16.67 hours per month 
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For Fire Department Employees Working Shift Work: 


 


1 month through 4 years service.............10.6 hours per month 


5 years through 9 years service..............13.25 hours per month 


10 years through 14 years of service…..17.67 hours per month 


15 or more years service........................22.08 hours per month 


 


Upon completion of six months of service in the initial probationary period, vacation leave may 


be taken subject to available accrued leave.  Part-time, temporary, on-call and seasonal 


employees are not eligible to accrue vacation time. 


 


Accrued vacation leave may be carried over from year to year, subject to an accrual limitation of 


two times the amount which could be earned in twelve months of service, as illustrated below: 


 


For All Employees Except Fire Department Employees Working Shift Work: 


 


1-4 years of service   192 hours of carry-over allowed 


5-9 years of service  240 carry-over hours allowed 


10-14 years of service  320 carry-over hours allowed 


15+ years of service  400 carry-over hours allowed 


 


For Fire Department Employees Working Shift Work: 


1-4 years of service  254 carry-over hours allowed 


5-9 years of service  318 carry-over hours allowed 


10-14 years of service  424 carry-over hours allowed 


15+ years of service  530 carry-over hours allowed 


 


All vacation leave accrued in excess of the accrual limitation shall be forfeited at the end of the 


pay period which includes December 31
st
 of each year.  The Town Manager may consider and 


approve exceptions to this limitation on a case-by-case basis, as recommended by the Personnel 


Officer.  Holidays are not counted toward vacation days.  A maximum of 40 hours of sick leave 


may be converted to vacation leave on an annual basis, as provided in Section 803. 


 


Employees who have satisfactorily completed the initial probationary period and who terminate 


employment shall be paid for all unused accrued vacation leave.  However, no more than 400 


hours of vacation leave (maximum allowable accrual) shall be paid upon separation from 


employment.  Vacation leave shall be scheduled by the department with due regard to the 


requirements for service delivery and the employee’s wishes.  Requests for vacation leave shall 


be made by the employee far enough in advance to allow planning for the absence.  Vacation 


leave must be taken in increments no smaller than one-half hour. 
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Section 803 - Sick Leave 


 


Sick leave with pay is granted to all probationary and regular full-time employees in the Town 


service. Part-time, temporary, paid-on-call, and seasonal employees are not eligible to accrue 


sick leave.  Sick leave shall not be considered a right but rather is a privilege and shall be 


allowed only: 


 


1. in case of actual personal sickness or disability of an employee, or  


2. the employee’s incapacity due to pregnancy/childbirth; or 


3. for employee medical or dental appointments; or 


4. in cases where the presence of the employee for assistance or care is required for a 


relative (as defined in Section 203), subject to a three-day limitation per occurrence.   


 


Sick leave shall accrue at the rate of eight hours per month for all regular full-time employees.  


Unused accrued sick leave may be carried over from year to year, subject to an accrual limitation 


of 960 hours.   


 


Sick leave must be taken in half-hour increments, or as otherwise provided in departmental 


policy to ensure adequate shift coverage.  Town employees are not compensated for any unused 


accrued sick leave upon separation from the Town service.  Misuse or abuse of sick leave is 


cause for disciplinary action as provided in these rules.  Any employee who has exhausted 


available sick leave may substitute accrued vacation leave. 


 


In order to receive compensation while absent on sick leave, the employee shall notify the 


appropriate supervisor at least one hour before the normal starting time for the employee.  


Failure to do so will result in the employee being considered absent without approved leave.  


When absence is for three working days or less, the employee may be required to file written 


documentation from the treating physician verifying the existence of the illness or injury and its 


beginning and expected ending dates, and/or approving the employee’s return to work. For all 


sick leave absences exceeding three working days, the employee shall provide written 


documentation from the treating physician verifying the existence of the illness or injury and its 


beginning and expected ending dates, and/or approving the employee’s return to work. 


 


In the event that a paid holiday falls during a period when an employee is on approved paid sick 


leave, the holiday shall not be charged against the employee’s accrued sick leave.  In the event 


an employee becomes sick or has an accident during paid vacation leave, the time may be 


charged to accrued sick leave (subject to proper medical documentation). 


 


Non-exempt employees who are not at the vacation-leave accrual maximum and who have used 


less than 40 hours of sick leave during the calendar year shall be eligible to voluntarily convert 


up to 40 hours of sick leave to vacation leave on an hour-for-hour basis, such conversion to take 


place at the end of the pay period which includes December 31
st
 of each year, except that no sick 


leave conversion will be allowed if it would result in the employee being over the vacation leave 


accrual limit at the time of the transfer.  In addition, an employee must have a minimum sick 
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leave accrual balance of 80 hours in order for the transfer to take place.  Eligible employees must 


submit a written request to participate in the leave-transfer option. 


 


The Town of Florence shall comply with the provisions of the Family & Medical Leave Act of 


1993 and its amendments, and the National Defense Authorization Acts of 2008 and 2010 and its 


amendments.  The Town of Florence shall use a rolling 12-month period to calculate FMLA 


eligibility, except that for leave taken to care for a covered military service member with a 


serious injury or illness, the “single 12-month period” provided by law begins on the first day the 


eligible employee takes FMLA leave to care for the covered service member and ends 12 months 


after that date.  In addition, all available paid leave time taken will be counted toward the FMLA 


leave entitlement. 


 


 


Section 804 - Sick Leave In Relation To Workers’ Compensation 
 


Employees are insured by the Town under the provisions of the Arizona Workers’ Compensation 


statutes, for on-the-job injuries and illnesses.  It is mandatory that every job-related injury or 


illness, regardless of severity, be reported immediately to the employee’s supervisor. 


 


Under workers’ compensation law, medical expenses are paid for a covered injury or illness.  


Compensation is paid for lost-time injury or illness if disability extends beyond a seven-day 


period.  If the absence extends beyond 13 days, compensation is made retroactive to the date of 


injury or illness.  When an employee is unable to work due to a covered injury or illness, the 


employee will continue to receive his/her normal compensation from the Town for up to 13 


calendar days without being charged any leave time for the absence.  Should be absence be for 


14 or more calendar days, the employee may elect to use unused accrued leave in order to 


maintain his/her regular income for up to 90 additional days, except as otherwise provided by 


law.  The employee’s department director, Personnel Officer and Town Manager will review 


each case on an individual basis and determine if the circumstances of an individual claim justify 


extension of the time.  The Town Manager at his/her sole discretion may approve additional 


extensions based on all factors deemed appropriate to consider, including the likelihood of the 


employee return to duty.  Employees receiving compensation in lieu of temporary disability 


payments under workers’ compensation coverage shall remit any funds received under workers’ 


compensation to the Town.  An employee receiving workers’ compensation disability payments 


and supplementing their income with available leave shall not accrue sick or vacation leave or 


receive payments for holidays, for any period they do not actually perform their duties. 


 


 


Section 805 – Physician’s Excuse/Release 
 


A certification from a licensed physician or practitioner allowing an individual to return to work 


is required for any absence of more than three working days, due to illness or injury, or when it 


is determined by the employee’s supervisor, department director or the Personnel Officer that 
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one is necessary to establish that an employee is fit to perform his/her duties and/or to verify the 


validity of sick leave taken. 


 


 


Section 806 - Special Leave for Family Death 
 


Upon documentation that a relative (as defined in Article II, Section 203) has died, an employee 


may be granted a leave with pay, not to be charged to any accrued sick leave or vacation leave, 


for a period not to exceed three consecutive calendar days.  An additional two consecutive 


calendar days may be granted if out-of-state travel is necessary.  Absences exceeding the above 


shall be charged to accrued vacation leave. 


 


 


Section 807 - Military Leave 
 


Military leave shall be granted in accordance with the provisions of Federal and/or State law.  


All employees entitled to military leave shall give their supervisors an opportunity, within the 


limits of military regulations, to determine when such leave may be taken.  The Town of 


Florence shall comply with the provisions of the Uniformed Services Employment and 


Reemployment Rights Act of 1994, and its amendments. 


 


 


Section 808 - Jury Leave 
 


Every employee of the Town who is required to serve as a juror shall be entitled to leave not 


charged to any accrued leave during the period of such service or while necessarily being present 


in court as a result of such call.  Under such circumstances, the employee will be paid their 


regular compensation and any payment received from the court shall be remitted to the Town, 


except travel pay, for such duty.  Employees subpoenaed to testify as witnesses in criminal or 


civil cases shall be entitled to the same benefit as employees called as jurors. 


 


 


Section 809 - Leave Without Pay 
 


Regular full-time Town employees may request a leave without pay in a situation where there is 


no paid leave time available to the employee.  A department director may grant a leave without 


pay not to exceed five working days (or one 48-hour shift for Fire Department shift employees).  


For a leave without pay exceeding the department director granting authority, the employee 


desiring leave without pay shall make a written request to the department director setting forth 


the request and the length of time requested.  Such request must be approved by the Town 


Manager.  Upon expiration of an approved leave, the employee shall be reinstated in the position 


held at the time the leave was granted.  Failure on the part of an employee on leave without pay 


to report promptly upon expiration of the leave shall be considered to have abandoned his/her 


position and shall be separated from the Town service. 
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An employee on leave of absence without pay shall receive no compensation and shall 


accumulate no vacation or sick leave while on such leave, or shall receive no other benefits 


except as may be provided by law.  The term of a leave of absence without pay shall not exceed 


180 calendar days.  The Town of Florence shall comply with the Family & Medical Leave Act of 


1993 and its amendments. 


 


 


Section 810 – Special Paid Leave 


 


Special leave with pay may be granted by the Town Manager or designee, in emergency 


situations such as weather, natural disaster, fire; or in a declared state of emergency or disaster; 


or as determined by the Town Manager in any other special circumstance. 


 


 


Section 811 - Vacation Leave Donation Program 
 


The Vacation Leave Donation Program is established to allow a qualified employee who has 


exhausted all his/her paid leave hours a means of financial assistance through the contributions 


of vacation leave hours from fellow employees.  A qualified employee is any full-time 


probationary or regular Town employee who has a personal catastrophic illness or injury occur to 


him/her for which leave time taken (if any was available) would qualify under Section 803 


above, and who has exhausted all paid leave hours.  Examples include, but are not limited to, 


heart attack, cancer or serious car accident.  Only employees who have completed the initial 


probationary period will be allowed to donate unused accrued vacation time under this Program.  


Donating employees may only donate vacation leave time in one-hour increments.  An employee 


needing the benefits of this Program must make the need known to his/her supervisor.  That 


supervisor and/or the department director may make the donation need known to other members 


of the department and other Town employees through appropriate means, as determined by the 


supervisor and/or department director.  The Personnel Officer shall prepare appropriate forms to 


document vacation leave donation authorization to ensure proper record keeping.  Donated 


accrued vacation leave will be transferred on a straight hour-for-hour basis to the recipient 


employee’s sick leave balance as needed.  The tax liability associated with the donated leave will 


be the responsibility of the recipient.  All leave donations will be voluntary and no employee 


may intimidate, threaten or coerce any other employee with respect to donating or receiving 


leave under this program. 
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ARTICLE IX - DISCIPLINARY ACTION 


AND RULES OF CONDUCT 


 


 


Section 901 - Purpose 
 


The orderly and efficient operation of the Town’s business requires that employees maintain 


discipline and proper personal standards of conduct at all times.  Maintaining proper conduct and 


job performance is necessary to protect the health and safety of all employees and others, to 


maintain uninterrupted productivity and to protect the Town of Florence’s good will and 


property.  The general responsibilities of all employees as outlined elsewhere in this policy, 


along with specific job responsibilities, must be performed properly to ensure our success.  If 


inappropriate behavior or poor job performance is observed, employees may be warned and 


counseled about the need to refrain from similar conduct in the future.  However, such steps are 


not required and termination may immediately occur.  Disciplinary action may take the form of 


counseling, admonishment, reprimand, demotion, suspension or dismissal.  For the purposes of 


this Article, “day” means a calendar day unless otherwise expressed.  If the last day of any time 


period stated herein shall fall on a Saturday, Sunday or legal holiday in the Town of Florence, 


then the duration of such time period shall be extended so that it shall end on the next succeeding 


day which is not a Saturday, Sunday, or legal holiday in the Town of Florence.  The Town 


Manager is the final authority on all matters related to employee discipline. 


 


 


Section 902 - Reasons for Disciplinary Action 
 


Grounds for disciplinary actions include but are not limited to the following.  This listing is not 


all inclusive.  Other work rule violations or other actions which reflect poorly on the employee or 


the Town may also subject an employee to disciplinary action, up to and including termination 


from Town employment.  This list only illustrates the type of inappropriate actions which may 


result in disciplinary action: 


1. Incompetence, ineffective or substandard work performance, inattention to or dereliction 


of assigned duties and responsibilities. 


2.  Abusive attitude, language or conduct; or insubordination. 


3. Negligence or carelessness 


4. Any conduct resulting in injury to employees, wards of the Town or members of the                 


general public. 


5. Violation of any Town law, rule, regulation or policy, or any State or Federal law. 


6. Conviction of a criminal offense. 


7. Being found to be using, possessing, selling or transferring alcohol or illegal drugs on 


duty (including “medical marijuana” even if in possession of a legally-issued medical 


marijuana card); being found to be under the influence of alcohol or non-prescribed drugs 


while on duty, or at such a time as it could impact the employee’s work performance or 


the safety of  others; being found to be under the influence of prescribed drugs while on 
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duty when such legal use negatively impacts the employee’s work performance or the 


safety of the employee and/or others. 


8. Damaging Town property. 


9. Absence from work without approved leave. 


10. Failure to report for duty as scheduled. 


11. Use of Town property for personal purposes without prior authorization. 


12. Violation of the conflict of interest policy. 


13. Abusing sick leave, workers compensation leave, or malingering. 


14. Engaging in a strike or other similar organized employment action. 


15. Engaging in any conduct, on or off the job, that might bring discredit to the Town 


service. 


16. Falsification of Town records or other documents. 


17. Falsification of the employment application or other employment records. 


18. Engaging in any discrimination, sexual harassment or any other unlawful employment          


practice. 


19. Failure to properly report an accident involving Town property or potential Town 


liability. 


20. Violation of the violence in the workplace policy or the weapons in the workplace policy. 


21. Revocation, suspension or loss of any certification or license when such certification or 


license is a mandatory requirement for the position. 


22. Failure or refusal to obey a lawful order. 


23. Engaging in prohibited political activity. 


24. Any other action or inaction, malfeasance or misfeasance by any City employee which, in       


the Town’s sole discretion, warrants disciplinary action. 


 


This list does not apply to employees who are deemed “at will” including but not limited to, 


probationary employees who may be terminated at any time, with or without cause and with or 


without notice. 


 


This list is not an exclusive list of grounds or “good cause” for termination from the Town 


service.  For employees who may only be terminated for good cause, the Town retains the right 


to terminate any employee for any reason it deems to constitute good cause. 


 


 


Section 903 - Administrative Suspension 


 


The Town Manager (or his/her designee in a given case) may suspend an employee with pay 


(administrative leave with pay) pending an investigation or for any other reason as the Town 


Manager may deem appropriate.  An administrative suspension with pay is not considered a 


disciplinary action in and of itself, and is not subject to the grievance or appeal procedures. 
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Section 904 - Levels of Disciplinary Action Imposed 
 


The Town may impose disciplinary action as appropriate under the given facts and 


circumstances.  The decision as to what level of discipline to impose is the sole and exclusive 


decision of the Town.  The Town Manager will have the final authority as to whether a particular 


level of discipline is appropriate in any given case.  The following factors may be considered, if 


appropriate, in determining which level of discipline will be imposed in a particular case: 


 


1. The seriousness of the offense. 


2. The employee’s work history and prior disciplinary actions. 


3. Prior warnings or notice to the employee of the inappropriateness of the conduct. 


4. The employee’s longevity (or lack thereof) with the Town. 


5. The exposure or liability risk to which the employee’s conduct exposes the Town. 


6. The Town’s treatment of other similar cases in the past. 


 


This list is not intended to be all-inclusive, nor is it intended to list the factors in any particular 


order of priority or importance.  Other factors may be considered in a particular case in deciding 


an appropriate disciplinary action.  Nothing in this policy shall be interpreted or construed as 


requiring the application of “progressive discipline” in any circumstance or set of circumstances.  


It is the sole and exclusive decision of the Town to choose and apply whatever level of 


disciplinary action it deems appropriate to any given circumstance or set of circumstances. 


 


 


Section 905 - Levels of Disciplinary Action Available 
 


1.  Counseling – Counseling is informal disciplinary action and is intended to point out 


problems and outline suggestions for resolution of those problems to employees.  


Counseling may take the form of verbal warning or counseling, written warning or 


counseling, or verbal or written performance improvement recommendations. 


 


2. Admonishment - An admonishment is the least severe formal written disciplinary action 


and is intended to formally point out problems and outline suggestions for resolution of 


those problems to employees.  An admonishment shall be in writing and a copy shall be 


forwarded to the Personnel Officer for insertion in the employee’s personnel file 


 


3. Reprimand - A reprimand may be issued by a department director or a designated 


representative to an employee for an offense not serious enough for suspension, demotion 


or dismissal.  A reprimand shall be in writing and a copy shall be forwarded to the 


Personnel Officer for insertion in the employee’s personnel file. 


 


4. Disciplinary Suspension – A department director, with the approval of the Personnel 


Officer, may suspend an employee for up to two (2) days at any time for disciplinary 


reasons.  The Town Manager may suspend an employee without pay for three (3) or more 


days at any time for disciplinary reasons.  Exempt employees may not be suspended 
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without pay for disciplinary reasons for a period of time less than one day. 


5. Disciplinary Demotion - Town Manager may demote an employee whose ability to 


perform required duties falls below the minimum job requirements or for disciplinary 


reasons.  A demoted employee shall be placed in the pay range assigned to the 


classification to which the employee is demoted as recommended by the Personnel 


Officer and approved by the Town Manager.  To be subject to appeal, a demotion must 


involve a loss of pay.  Final authority for demotions rests with the Town Manager. 


 


6. Disciplinary Dismissal - The ultimate step in any disciplinary action is dismissal from the 


Town service.  Final dismissal authority rests with the Town Manager. 


 


 


Section 906 – Pre-Suspension/Demotion/Dismissal Due Process 
 


A department director who plans to recommend to the Town Manager that a regular employee be 


suspended for more than two (2) days, demoted, or dismissed, shall first provide notice to the 


employee of the intent to make the recommendation to the Town Manager.  The notice shall 


include all of the facts upon which the disciplinary action is based.  The employee will be 


allowed three working days to respond either orally, in writing, or both, giving cause why the 


recommendation should not be made.  If the employee responds, the department director will 


first carefully evaluate the information provided by the employee, then either proceed with the 


recommendation to the Town Manager, or take other, lesser action as may be deemed 


appropriate.  If the employee does not respond, the department director may proceed to make the 


recommendation to the Town Manager without further delay. 
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ARTICLE X - GRIEVANCES AND APPEALS 
 


 


Section 1001 - Grievance Procedure 
 


1. Matters Subject To Grievance - If an employee believes that (1) the Town, through its 


managers or supervisory personnel, violated, misinterpreted, or misapplied one of its 


express policies, regulations, administrative rules, state laws or federal laws, and (2) the 


grieving employee was negatively affected by the alleged violation or misinterpretation, 


or misapplication, then the Town employee may file a grievance.  No other matters are 


subject to a grievance. 


 


For the efficient operation of the Town, should a employee have an issue that is subject to 


this Grievance Procedure and also concurrently have an issue that is subject to the Appeal 


Procedure, the Town Manger may, in his/her discretion, after the employee’s timely 


submittal of appropriate forms, order all matters to be decided pursuant to the Town’s 


Appeal Procedure in one proceeding by so notifying the Town employee.  Issues relating 


to employee performance evaluations, compensation/classification, and informal 


disciplinary actions (including counseling) are not matters subject to grievance under the 


provisions of this policy. 


 


2.   Grievance Procedure 


Step One-Informal Level - An employee who has a problem or complaint subject to the 


Grievance Procedure must first immediately try to settle the matter through discussion 


with the immediate supervisor.  If, after this discussion, the employee does not believe 


the problem has been satisfactorily resolved, the employee may discuss the matter with 


the next level of supervisor or the department director.  Employees are obliged to make 


good faith efforts to resolve any dispute informally at the lowest possible level before 


proceeding up the chain of command or proceeding to the next steps in the Grievance 


Procedure.  The employee must act expeditiously at all times to comply with the time 


lines set forth in this Grievance Procedure. 


 


Step Two-Written Grievance - If the grievance is not resolved at the informal level, the 


employee may proceed to the second step of the procedure by writing the grievance, 


using the Town of Florence Employee Grievance Form.  No writing shall be considered a 


grievance under this procedure unless it is submitted on the Town’s form, is fully 


completed, and is submitted to the department director to whom the employee’s 


department reports, within fifteen (15) working days following the incident about which 


the employee wishes to complain.  The employee’s written grievance must contain, at a 


minimum, the following information: 


  A.  An identification of the policy, regulation, administrative rule, state laws or 


federal laws that the employee believes the Town, through its managers or 


supervisory personnel, violated, misinterpreted, or misapplied; 
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  B. How the employee was negatively affected by the alleged violation or 


interpretation; and 


  C.  The employee’s requested relief or remedy. 


Upon receipt of a written grievance as defined by this section, the department director 


shall respond to the employee’s written grievance in writing within five (5) working days 


of receipt of the grievance. 


 


The employee may proceed to Step Three of this Grievance Procedure only under the 


following circumstances: 


A.  The department director did not grant the employee’s relief requested and the 


employee is dissatisfied with the department director’s response; or 


  B.  The department director did not provide the employee with a written response 


within five (5) working days of the employee’ grievance. 


 


Step Three-Town Manager Decision - An employee who is eligible to proceed to Step 


Three of the Grievance Procedure (as set forth in Step Two) may submit a copy of his or 


her original written grievance, as well as the department director’s written response (if 


any) to the Town Manager within five (5) working days of the department director’s 


written response.  The papers should be submitted to the Town Manager with a cover 


memo explaining that these documents are submitted to the Town Manager pursuant to 


Step Three of the Grievance Procedure.  The employee may state in the cover memo the 


reason(s) the employee is dissatisfied with the department director’s response to the 


grievance, if applicable, but may not add any additional or extraneous matters that were 


not considered by the department director in rendering his or her decision on the 


grievance. 


  


Upon receipt of an employee’s grievance pursuant to this procedure, the Town Manager 


may, in his/her sole discretion, decide to: 


  A.  Rule on the employee’s grievance; or conduct further investigation and then rule 


on the employee’s grievance; or 


  B.  Hold a meeting with the employee and/or any other person to gather more facts 


before ruling on the employee’s grievance; or 


  C. Appoint a Hearing Officer to conduct a hearing to consider the grievance and 


make a recommendation to the Town Manager; or 


  D.  Take some other action on the grievance as he/she, in his/her sole discretion, 


deems appropriate under the circumstances. 


 


The Town Manager shall issue a written decision on the grievance.  The decision of the 


Town Manager on any grievance is final and binding for all purposes. 


 


Employees who habitually misuse or abuse the Grievance Procedure, or who repeatedly attempt 


to invoke the Grievance Procedure for matters that are not subject to grievance may, at the 


discretion of the Town Manager, be barred from using the procedure for a period of time as may 
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be deemed appropriate by the Town Manager under the facts of any particular case, and/or be 


subject to disciplinary action as provided in these rules. 


 


 


Section 1002 - Appeal Procedure 


 


1.  Purpose - The purpose of the Town’s Appeal Procedure is to provide an internal 


mechanism by which employees may challenge a decision imposing a disciplinary 


suspension of more than two (2) days, a disciplinary demotion or disciplinary dismissal.  


The Appeal Procedure is designed to provide due process for all employees who are 


deemed to have a significant property interest in their employment with the Town of 


Florence.  Employees who are considered to be “at will” by either the nature of their 


employment relationship with the Town or because they are terminated during the initial 


probationary period are not eligible to utilize this procedure to appeal a dismissal from 


the Town service. 


 


This Appeal Procedure provides the exclusive remedy for any challenge that an employee 


was suspended for more than two (2) days, demoted or dismissed in violation of Town 


rules, ordinances, personnel policies or state or federal law.  Therefore, any claim that an 


employee may wish to raise challenging a disciplinary action suspension of more than 


two (2) days, disciplinary demotion or disciplinary dismissal must be raised by following 


the procedures set forth in this policy, or it will be deemed waived.  The decision made 


pursuant to this procedure is final and binding resolution of any issues raised for all 


purposes. 


 


2. Matters Subject To Appeal - The only matters which may be appealed pursuant to this 


procedure are decisions imposing a disciplinary suspension (without pay) of more than 


two (2) days, disciplinary demotion or disciplinary dismissal (hereafter referred to as 


“appealable disciplinary actions”).  Other matters which the employee contends 


constructively constitute a disciplinary suspension, disciplinary demotion or disciplinary 


dismissal must also be appealed pursuant to this procedure.  Issues relating to employee 


performance evaluations and classification/compensation are not matters subject to 


appeal under the provisions of this policy. 


 


3. Appeal Procedure – An eligible employee who wishes to commence an appeal of an 


appealable disciplinary action must submit a written request for an appeal to the Town 


Manager.  Once an employee has been notified that he/she has been suspended without 


pay for more than two (2) days, has received a disciplinary demotion, or disciplinary 


dismissal, this Appeal Procedure must be invoked within ten (10) calendars days of the 


imposition of an appealable disciplinary action or the employee waives his/her right to 


appeal and any other remedy which may otherwise be available. 
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The employee must file a written request for an appeal of the appealable disciplinary 


action on the Town’s Employee/Former Employee Appeal Form, setting forth the 


following items: 


A. Identification of the action that the employee contends was an appealable               


disciplinary action, including the effective date of the action; 


B.  The reason(s) that the employee contends the imposition of the disciplinary action 


at issue was not appropriate in this case, by reference to facts, documents, other 


evidence or legal arguments; and 


C.  The employee’s relief requested. 


 


Upon receipt of the written appeal request, the Town Manager shall appoint a Hearing 


Officer, who shall determine all administrative and scheduling issues relating to the 


appeal, and who will preside at the hearing.  The Hearing Officer shall be responsible for 


scheduling the appeal hearing, and shall set a date and time for the hearing which is no 


later than sixty (60) calendar days after submittal of a valid Appeal Form.  The Hearing 


Officer or his/her designee will notify the Town and the appellant of the scheduled date, 


time and place for the hearing.  ARS Section 38-1101 relating to appeals of disciplinary 


actions by law enforcement officers is herewith incorporated by reference and shall 


supersede the provisions of this article as appropriate. 


  


No less than ten (10) calendar days prior to the date set for the appeal hearing, the 


appellant and the Town shall submit to the Hearing Officer a list of witnesses to be 


requested, exhibits and other evidence which the employee and the Town intend to 


present at the hearing.  Exhibits which are documentary in nature shall be attached.  The 


appellant and the Town shall provide each other copies of the information at the same 


time the information is submitted to the Hearing Officer. 


 


At the hearing, the Town shall be represented by the Town Attorney or designee.  The 


appellant may represent him/herself, or be represented by an attorney licensed to practice 


law in the State of Arizona, at the employee’s sole cost.  The appellant shall appear 


personally at the hearing.  Ordinarily the hearing will not exceed four hours in length, 


with the Town and the appellant each being allowed two hours to present their cases, 


including opening remarks, examination and cross-examination of witnesses, and closing 


statements.  The Town or the employee may petition the Hearing Officer for additional 


time based on the complexity of the facts of the case, the number of witnesses needed, or 


any other legitimate reason, and the Hearing Officer may grant additional time, with both 


parties receiving the same time extensions. 


 


The hearing shall be conducted in closed session, unless the appellant requests in writing 


that the hearing be open to the public and the Hearing Officer grants such request.  If the 


employee elects to have a public hearing, this option must be requested prior to the start 


of all proceedings, or the right to have a public hearing is deemed waived.  A record of 


the hearing proceedings shall be made, either by audio or videotape or by a court 


reporter, at the sole discretion of the Town.  The hearing shall be informal with the 
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technical rules of evidence not applying to the proceedings except the rule of privilege 


recognized by law.  After each party has made a brief opening statement, testimony and 


evidence shall be presented with cross-examination by the opposing party.  After 


completion, each side shall briefly sum up its respective case and the hearing is 


concluded. 


  


The Hearing Officer shall issue a statement of findings and a recommendation to the 


Town Manager within fifteen (15) days of the hearing.  The Hearing Officer may 


recommend the disciplinary action be upheld, reversed, or may recommend some other 


(lesser or greater) disciplinary action be applied.  Within ten (10) calendar days of 


receiving the Hearing Officer’s recommendation, the Town Manager shall issue his/her 


decision to accept, reject or accept with modification, the Hearing Officer’s 


recommendation.  The Town Manager’s decision is final and binding. 


 


All time limits herein listed may be extended by order of the Hearing Officer, and/or by 


mutual agreement of the appellant and the Town. 


 


 


Section 1003 - Final and Binding-Exclusive Remedy 


 


Any contention that the Town has failed to comply with any obligation it has made to an 


employee through its ordinances, personnel rules, or any other written or verbal commitments, 


must be raised pursuant to the Town’s Grievance and Appeal Procedures, as set forth in these 


policies.  Further, any contention that the Town has violated state or federal law in connection 


with any disciplinary suspension of more than two (2) days, disciplinary demotion or disciplinary 


dismissal must be raised in a timely manner pursuant to the Appeal Procedure, or it is deemed 


waived.  The final decision rendered pursuant to the exhaustion of the Grievance and/or Appeal 


Procedure on any matter is a final and binding resolution of the issue for all purposes.  Any 


failure of an employee to pursue any step of the grievance or appeal renders the last decision by 


the Town the final decision. 


 


 


Section 1004 - Special Provisions-Sexual Harassment 
 


Because of the nature of the offense and the individuals sometimes involved, special procedures 


are established to deal with problems involving sexual harassment.  The Town of Florence 


prohibits sexual harassment by all employees at all levels.  Sexual harassment is defined as being 


unwelcome sexual advances, requests for sexual favors or other verbal or physical conduct of a 


sexual nature when: a) submission to such conduct is made either explicitly or implicitly a term 


or condition of an individual’s employment, or b) submission to or rejection of such conduct by 


an individual is used as the basis for employment decisions affecting such individual, or c) 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. 
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An employee who feels that he/she is being subject to sexual harassment from anyone outside of 


Town employment should report such treatment to his/her supervisor.  The supervisor shall take 


all necessary steps to remedy the situation and to report the complaint to the Human Resources 


Director.  Any employee who feels he/she is being subject to sexual harassment from another 


Town employee or from a supervisor shall report the conduct and/or any incident to the 


department director, Town Manager or Human Resources Director.  An investigation will be 


initiated and all such complaints will be treated in the strictest confidence except as necessary to 


investigate the allegation.  After the investigation has been completed, the Town Manager will 


direct appropriate disciplinary action be administered to any employee found in violation of this 


policy. 
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ARTICLE XI - LEAVING THE TOWN SERVICE 


 


 


Section 1101 - Resignation 
 


An employee wishing to leave the Town service in good standing shall file with his/her 


department director at least ten (10) working days before leaving the service, a written 


resignation stating the effective date. 


 


The resignation shall be forwarded to the Personnel Officer for processing and upon receipt, the 


Personnel Officer shall prepare all appropriate release documents.  Failure to comply with the 


provisions of this article shall be entered into the employee’s personnel file and may be cause for 


denial of future employment with the Town.  Department directors may waive the notice 


requirement.  The effective date of the resignation is the last day the employee actually works, 


except in the case where the resigning employee has been on an approved leave of absence in 


which case the effective date of the resignation shall be the date the written notice is filed.  Pay 


in lieu of notice for up to two weeks of regular pay may be awarded to regular full-time 


employees who have completed the initial probationary period, at the discretion of the Town 


Manager. 


 


Employees leaving the Town service shall turn in all Town property and clear all debts to the 


Town prior to receipt of the final paycheck.  An exit interview will be scheduled for each 


employee resigning in good standing from the Town service as a way of obtaining comments and 


suggestions for improvements to the Town service. 


 


 


Section 1102 - Retirement 
 


Eligible employees who retire from the town service shall file with the department director at 


least ten (10) working days prior to the effective date of retirement, a written notice stating the 


effective date of the retirement. 


 


Employees leaving the Town service shall turn in all Town property and clear all debts to the 


Town prior to receipt of the final paycheck.  An exit interview will be scheduled for each 


employee retiring from the Town service as a way of obtaining comments and suggestions for 


improvements to the Town service. 


 


 


Section 1103 - Reduction In Force 
 


The Town Manager may direct a reduction in force through layoff because of material changes 


in duties or organization, or shortage of work or funds.  Whenever possible, employees to be laid 


off will be given a two-week notice.  To determine which employee(s) are to be laid off, the 







 


 
 -42- 


Town Manager may take into consideration length of continuous, regular service to the Town 


employee skills, certifications, training and job knowledge, employee job performance as 


determined by performance evaluations, and other factors as may be deemed appropriate. 







