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.  PURPOSE
The purpose of this directive is to establish guidelines for a Career Development Program.
II. DISCUSSION

This directive shall apply to all Sheriff's personnel. A well-designed and administered Career Development
Program is in existence to benefit the individual and the Office. The program will promote productive, efficient and
effective job performance and improve individual job satisfaction.

[ll. POLICY AND PROCEDURE
A.Career Development Program
The Monroe County Sheriff's Office Career Development Program is comprised of the following:

. Tuition Reimbursement Program

. Salary Incentive Monies

. Career Counseling

. Temporary Assignment Requests

. Training following Promotion

. Management and Supervisory Training
. In-Service Training Program
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B.Tuition Reimbursement Program
Undergraduate Studies
Higher education allows personnel to gain a more thorough understanding of society, to communicate more
effectively and to engage in the exploration of new ideas and concepts. Personnel are encouraged to achieve

a Bachelor's Degree from an accredited college or university.

1. Persons applying for the Tuition Reimbursement Program for undergraduate studies must:



a. Have been a full-time member of the Sheriff's Office for a minimum of one year.

b. Provide documentation that the individual qualifies for admission to pursue undergraduate studies, for
credit, at an accredited college or university.

c. Have adocumented work history of successful performance in their position. The Office reserves the right
to deny assistance to those members who are not performing in their job satisfactorily, either prior to the
request, or as a result of the request. A member whose latest overall evaluation is less than ‘satisfactory’
may be eligible for tuition reimbursement for course work related to specific areas of ‘weak performance’.
A copy of the members last two performance appraisals shall be included with the application.

d. Complete the Tuition Reimbursement Application form.

The minimum time period for employment and MCSO approval must be satisfied prior to beginning instruction
for which reimbursement will be requested.

The information mentioned above shall be forwarded, through the chain of command, to the appropriate
Division Commander for approval. A copy of the approved request shall be forwarded to the Training and
Finance Divisions’ and the original will be retained by the applicant.

Graduate Studies

The Sheriff's Office understands the value of higher education and recognizes the public benefit of employing
highly skilled, well educated individuals. Given the complexity and/or the scope of management
responsibilities required of certain positions, the Office must determine a public benefit exists for a particular
member to obtain a Master degree.

1. Persons applying for the Tuition Reimbursement Program for graduate studies (Master degree only) shall:

a. Have been a full-time member of the Sheriff's Office for a minimum of two years.

b. Be recommended by their supervisor. The member’s supervisor shall explain the benefit of a graduate
level curriculum to both the member and the Office in their recommendation. The course of study to be
pursued by the member must be directly related to their work and current activities or some future possible
assignment with the Sheriff's Office.

c. Have a documented work history of successfully performing progressively responsible positions. The
Office reserves the right to deny assistance to those members who are not performing in their job
satisfactorily, either prior to the request, or as a result of the request. A copy of the members last two
performance appraisals shall be included with the application.

d. Complete the Tuition Reimbursement Application form. The minimum time period for employment and
approval by the Sheriff must be satisfied prior to beginning instruction for which reimbursement will be
requested.

The information mentioned above shall be forwarded to the Director of Training. The application will be
reviewed for completeness and presented to the Training Advisory Committee (TAC). The TAC will provide
the Sheriff with a recommendation on the request for Master level tuition reimbursement. A copy of the
approved request will be forwarded to the Training and Finance Divisions’ and the original will be retained by
the applicant.

Reimbursement Procedures

1. Members receiving any other type of educational financial aid or assistance may be eligible for partial
reimbursement of tuition costs that not covered by other means.

2. Upon successful completion of an approved course, reimbursement will be made at the rates outlined
below:
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Grade of an A — member will be eligible for 100% tuition reimbursement.

Grade of an B — member will be eligible for 75% tuition reimbursement.

Grade of an C — member will be eligible for 50% tuition reimbursement.

Grade of an Pass (for courses graded as pass/fail) — member will be eligible for 50% tuition
reimbursement.
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Only the cost of the actual course tuition will be reimbursed. Late fees, refundable deposits, books, travel, and
other incidental expenses are not reimbursable. Members who are mandated to attend a course for performance
related issues will be reimbursed 100% upon registering for the course.

The agency will reimburse members a maximum of $450 per credit hour for undergraduate courses and a

maximum of $500 per credit hour for graduate studies.
(Effective 5-15-2009)

3. Requests for reimbursement shall be submitted to the finance division. The request must include an
official record of the grade earned, a receipt for the tuition paid, a copy of the approval for reimbursement,
and a copy of all grants or other funding mechanisms the member received in connection with the
payment of the tuition. Members will only receive reimbursement for the actual costs incurred after grants
and other funding mechanisms are deducted. Reimbursement requests must be made within 30 days of
the completion of the course.

4. Members who request permission to participate in this program agree to remain with the Office for a
period of one year from the course completion date for undergraduate studies and three years for
graduate studies. Members who separate employment without satisfying the agreed period of employment
will be charged on a pro-rata basis for the reimbursed tuition. These costs will be deducted from the
employees final paycheck.

5. The tuition reimbursement program is contingent upon available funds. Applicants will be notified prior to
the program ceasing.

6. Members who have successfully met the requirements necessary to obtain an Associate, Bachelor, or
Master degree, whether through the Office’s reimbursement program or the member’s own initiative, will
be granted leave with pay on their graduation day. Should the graduation fall on a regularly scheduled
day off, the member will be granted a day off within the same payroll period the graduation occurs in.
Requests for leave under this section shall be submitted to the Sheriff, via the chain of command.

7. Members approved for tuition reimbursement prior to the implementation of this revision are not subject to
this policy.

Tax Liability
1. Members receiving tuition reimbursement should be aware that a portion of that reimbursement may be

taxable as income under IRS rules. Such rules may vary from year to year. Finance will report all

reimbursement according to IRS rules.
(updated 08/04/03)

C. Salary Incentive Monies
Law Enforcement and Correctional deputies will be paid educational incentive monies according to Florida Law

(Section 943.22, F.S.). Sheriff's personnel are encouraged to pursue the educational incentive monies
available by statute. 943.22 Salary Incentive Program for full-time officers.
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1. For the purpose of this section, the term:

a. "Accredited college, university, or community college" means a college, university, or community college
which has been accredited by one of the previous mentioned regional accreditation commissions.

b."Bachelor's degree" means graduation from an accredited college or university.

c. "Community college degree or equivalent” means graduation from or completion of at least sixty (60)
semester hours or ninety (90) quarter hours at an accredited college, university, or community college.

2. A basic salary incentive shall be paid to any law enforcement officer who was entitled to such payment under
this paragraph as it existed immediately prior to October 1, 1984.

a. Any full-time officer who has a community college degree or equivalent shall receive the sum of $30 per
month in the manner provided for in paragraph (h).

b. Any full-time officer who receives a bachelor's degree shall receive an additional sum of $50 per month in the
manner provided for in paragraph (h).

c. Any full-time officer who completes 480 hours of approved career development program training courses on
or before June 30, 1984 shall receive the sum of $120 per month. Any full-time officer who is entitled to full
or proportional career development salary incentive payments, on or before June 30, 1985 shall continue to
receive such payments. On or after July 1, 1985, any officer who completes a combination of 480 hours of
approved advanced and career development training courses shall receive the sum of $120 per month. The
commission, by rule, may provide for proportional shares for courses completed in eighty (80) hour units in
each program in a manner provided for in paragraph (h).

d. The maximum aggregate amount, which any full-time officer may receive under this section, is $130 per
month. No education incentive payments shall be made for any law enforcement or correctional position for
which the class specification requires the minimum of four (4) year degree, or higher. No contributions shall
be required and no benefits shall be paid under the provisions of the Florida Retirement System with regard
to any payment made under the provisions of this section.

e. Nothing in this section may be construed to permit or require retroactive salary incentive payment.
f. No employing agency shall use, or consider as a factor, any salary incentive payment for the purpose
of circumventing payment of any salary or compensation plan which provides normal pay increases

periodically to its officers.

g. The Florida Department of Law Enforcement has established rules as necessary to provide effectively for the
proper administration of the salary incentive program, which shall include, but not be limited to:

1) Proper documentation, and verification of any claimed training or education requirement.

2) Proper documentation and verification that the employing agency has provided in its salary structure and
salary plans salary incentive payments for full-time officers as required in this section.

3) Proper documentation and verification that training received for purposes of salary incentive payment is
job related.

h. Each employing agency shall annually submit reports to the Florida Department of Law Enforcement
containing information relative to compensation of full-time officers employed by it.
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i. The employing agency shall be responsible for the correct salary incentive payment to full-time
officers. The Florida Department of Law Enforcement may, in a post-audit capacity, review any
action taken and order the correction of any error committed by an employing agency.

3. If an officer holding concurrent certification is transferred or reassigned within the same employing agency from
one position to another pursuant to F.S. 943.1395(2) and maintains full-time status in the new position, that
officer shall continue to be eligible to receive salary incentive payments previously earned under the provisions
of this section. However, no such officer shall receive aggregate salary incentive payments in excess of the
maximum aggregate amount established in paragraph (2)(e).

4. No individual filling a position in the Senior Management Service as defined in Florida Statute 110.402 is
eligible to participate in the salary incentive program authorized by this section.

D. Career Counseling
1. When an employee conducts an Annual Performance Evaluation he/she shall discuss with the employee:
a) Their career goals
b) The impact of the performance rating on those career goals

c) Actions, training and career pathing, the employee can pursue.

2. This counseling shall be documented by the employee and rating supervisor signing on the Performance
Evaluation form in the space provided.

3. Training - Commanders and directors conducting career counseling activities are to issued and read the
Supervisors Career Counseling Self Study Guide.

E.The Training Section shall schedule approved training. Approved training consists of:
1. Annual in-service training.

2. Advanced training courses certified by the Florida Criminal Justice Standards and Training Commission
(FCJSTC) and conducted at Regional Training Centers.

3. Specialized training programs conducted by reputable training institutes.

4. Career development courses established by the Florida Criminal Justice Standards and Training Commission. -
A copy of these courses are available from the Career Development Counselor or Training Unit.

5. Assist the Institute of Criminal Justice with Basic Recruit Training.
F. Temporary Assignment Requests
Personnel may request, via the chain of command, temporary assignments to specialized areas within the
office, such as Investigations, Crime Prevention, Staff Inspections, etc. The assignment will be for a minimum
of one (1) month to allow an individual first-hand knowledge of the duties and responsibilities of a desired
assignment.
G.Personnel may request, via the chain of command, temporary assignment to a semi-permanent shift in order to

attend classes at local schools or institutions. Efforts shall be made to assist personnel who desire to further their
education.
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H. Training following Promotion - As personnel are promoted, it shall be the responsibility of the member’s
immediate supervisor to insure that the skills necessary to perform at the level of promotion are provided prior to
promotion or immediately following the promotion.

I. Management and Supervisory training shall be a key element in the Career Development Program. It shall be a
major factor in enhancing a Member's overall potential for upward mobility. Such training may take place through
the Florida Criminal Justice Standards and Training Commission, Career Development Courses of Mid-
Management and Line Supervision.

J. In-Service Training Program
The Training Director or his designee and the Human Resources Director shall develop, maintain and

administer proficiency in-service training programs to keep Members up-to-date on the duties and
responsibilities of the job presently being performed.
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