
Town of Lake Hamilton 
Town Council Regular Meeting Agenda – October 3, 2023 

Time: 6:00 P.M. 
Location: Town Council Chambers 

100 Smith Avenue  
MAYOR MICHAEL KEHOE – VICE MAYOR CORA ROBERSON 

COUNCIL MEMBERS, PATRICK SLAVENS, LARRY TOMLINSON, MARLENE WAGNER 

1. CALL TO ORDER 

2. INVOCATION 

3. PLEDGE OF ALLEGIANCE 

4. ROLL CALL 

5. PROCLAMATION/ PRESENTATIONS 

6. CONSENT AGENDA 

Note: Members of the Council may remove items from the Consent Agendas if they wish to discuss them. Requests for removal need to be 
made known to the Mayor under the Approval of the Order of Business at the beginning of the meeting.  

A. September 5, 2023, Regular Meeting Minutes-pages 1-5 
B. September 6, 2023, Budget Hearing- pages 6-7 
C. September 19, 2023, Final Budget Hearing -pages 8-9 

7. PUBLIC COMMENT Your Town Council welcomes and invites citizens to comment on items (Non-Agenda Items) of community 
interest/concern or to bring forth areas of personal attention which may not have been fully addressed by Town Staff after prior contact to 
Town Hall, the Council may immediately act on any item or may request it be placed on a future agenda for further consideration. 
Comments are limited to three (3) minutes and address them to a single item or area of interest.  

8. OLD BUSINESS  
A. Public Hearing and Second and Final Reading of Ordinance O-23-11 Comprehensive Place Amendment 

for 19.63 acres, Parcel Number: 27-28-22-000000-033010-pages 10-12 

B. Public Hearing and Second and Final Reading of Ordinance O-23-12 Rezoning of 19.63 acres, Parcel 
Number: 27-28-22-000000-033010-pages 13-17 

C. Public Hearing and Second and Final Reading of Ordinance O-23-13 Red light Cameras-pages 18-20 

D. Consider agreement with Altumint, ref: Automatic Traffic Enforcement-pages 21-34 

9. NEW BUSINESS 
A. Public Hearing and First Reading of Ordinance O-23-14 Annexation of 626.82 acres, Parcel Numbers: 

272815-822500-000010, 272815-000000-042010, 272815-000000-041010, 272815-000000-031020, 
272815-000000-031020, 272815-000000-031040, 272815-000000-042050, 272815-000000-042020, 
272814-000000-023150, 272815-000000-021010, 272815-000000-021020, 272815-000000-011010, 
272815-000000-021030, 272815-000000-021030, 272815-000000-042020, 272815-000000-042020, 
272815-000000-024020, 272815-000000-024030, 272815-000000-041020, 272815-000000-041030, 
272815-000000-034000, 272815-000000-022010, 272815-000000-011020, 272815-000000-013040, 
272815-000000-013050, 272815-000000-014010, 272815-000000-014020, 272815-000000-032010, 
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272815-000000-032020, 272815-000000-032030, 272810-000000-024010, 272814-000000-033020, 
272815-000000-013060, 272815-000000-012030, 272815-000000-013010, 272815-000000-031010-
pages 35-39 

B. Resolution R-23-20 Employee Policies Handbook-pages 40-88 

C. Pennoni Addendum 1 Supplemental Agreements to 22-006 and 22-007-pages 89-100 

D. Consider approval of Building at Wastewater Treatment Facility -pages 101-105 

E. Water Treatment Pump-pages 106-109 

F. RFP #2023-01 Banking Services-pages 110-151 

G. Residential Waste Billing Rate Error-pages 152-154 

H. Ball Field Rental/ 1300 Detour Road-pages 155-165 

I. Evaluation of Town Clerk-pages 166 

10. STAFF REPORTS 
TOWN ADMINISTRATORS REPORT- pages 167-169 
TOWN CLERK REPORT- pages 170-171 
TOWN ATTORNEY REPORT 
TOWN COUNCIL COMMENTS 

ADJOURNMENT  

Any opening invocation that is offered before the official start of the Town Council meeting shall be the voluntary offering of a private person, to and for the benefit of 
the Town Council. The views or beliefs expressed by the invocation speaker have not been previously reviewed or approved by the Town Council or the town staff, and 
the Town is not allowed by law to endorse the religious or non-religious beliefs or views of such speaker. Persons in attendance at the Town Council meeting are invited 
to stand during the opening ceremony. However, such invitation shall not be construed as a demand, order, or any other type of command. No person in attendance at 
the meeting shall be required to participate in any opening invocation that is offered or to participate in the Pledge of Allegiance. You may remain seated within the 
Town Council Chambers or exit the Town Council Chambers and return upon completion of the opening invocation and/or Pledge of Allegiance if you do not wish to 
participate in or witness the opening invocation and/or the recitation of the Pledge of Allegiance.  

Any person desiring to appeal any decision made by the Town Council, with respect to any matter considered at such meeting or hearing, will need a record of the 
proceedings, and for such purposes, must ensure that a verbatim record and transcript of the proceeding is made in a form acceptable for official court proceedings, 
which record includes the testimony and evidence upon which the appeal is to be based. It shall be the responsibility of the person desiring to appeal any decision to 
prepare a verbatim record and transcript at his/her own expense, as the Town does not provide one. (F.S. 286.26.105) 

ATTN: PERSONS WITH DISABILITIES. In accordance with the American with Disabilities Act and Section 286.26, Florida Statutes, persons needing 
special accommodations to participate in this proceeding, please contact the Town Clerks Office at 863-439-1910, at least forty-eight (48) hours prior to the meeting, 
provide a written request to the Office of the Town Clerk. If you are hearing or speech impaired, please contact the Florida Relay Service by dialing 7-1-1 or 1-800-
955-8771 (TTY) / 1-800-955-8770 (Voice).  



 

TOWN OF LAKE HAMILTON 
MINUTES 

TOWN COUNCIL REGULAR MEETING  
TUESDAY, SEPTEMBER 5, 2023 

6:00 PM 

The Town Council of Lake Hamilton held a Regular Meeting on Tuesday September 5, 2023, at 
100 Smith Ave., Lake Hamilton, FL  33851. 

CALL TO ORDER 
Mayor Kehoe called the meeting to order at 6:00 p.m.   

INVOCATION 
The invocation was given by Cora Roberson. 

PLEDGE OF ALLEGIANCE 
Pledge of Allegiance led by all. 

ROLL CALL 
Roberson, Tomlinson, Slavens, Wagner, and Kehoe were present. 
Staff: Administrator Hunnicutt, Clerk Sandoval Soto, Attorney Maxwell, Chief Teague, and 
Planner Kirby were present.  

SCHEDULED PRESENTATIONS 
Chief Teague announced the new police officers, and they were officially pinned. Christopher 
Votour, Jose Ortiz Gonzalez, and Emmanuello Jules. Chief Teague gave a presentation and 
presented an award to officer Bret Summerlin for life saving measures for his quick actions and 
saving a life.  
Culpepper’s Cardiac Foundation gave a presentation and overview of what their foundation does 
and presented an AED to the Police Department as a donation for their new police vehicle.  

CONSENT AGENDA  
Motion made by Roberson and a second by Slavens to approve consent agenda items a, b, c, and 
d. No public comments were received. Motion Passed 5-0.

RECOGNITION OF CITIZENS 
Keith Pence was signed in to address council regarding the irrigation meter for his home which 
will be connected to sewer. Administrator Hunnicutt addressed the situation and noted that the 
cost for the meter is around $1000, and it would be up to the council if they wanted to waive that 
fee. He noted he would get with Patrick tomorrow and get the exact cost amount to provide Mr. 
Pence with that information. Mr. Pence also questioned about the wastewater rates and 
Administrator Hunnicutt noted that those rates were approved and posted on the website. There 
was a discussion regarding alleys and manholes regarding the septic to sewer project and 
Administrator Hunnicutt noted that there will be discussion later in the meeting regarding 
liquidated damages against the contractor.  
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OLD BUSINESS 
Public Hearing and Second and Final Reading of Ordinance O-23-07 Rezoning of 1 acre, 
Parcel Number: 27-28-26-828012-000020, Garden of Eden Subdivision 
Attorney Maxwell read the title for the record.  
An ordinance of the Town of Lake Hamilton, Polk County, Florida, rezoning (1) acre parcel of 
land located on the west side of the 200 block of church street 500 feet north of Lake Hatchineha 
Road from R1 residential to R3 residential rezoning district; repealing all ordinances in conflict 
herewith; providing severability; and providing for an effective date. 
Senior Planner Kirby stated that staff recommends approval on 2nd reading of the ordinance.  
Motion made by Slavens and a second by Wagner to approve on second and final reading 
Ordinance O-23-07, Rezoning of 1 acre, Parcel Number 27-28-26-828012-000020.  
No public comments were received. A roll call vote was taken. Roberson aye, Tomlinson aye, 
Slavens aye, Wagner aye, Kehoe aye. Motion passed 5-0.  

Public Hearing and Second and Final Reading of Ordinance O-23-08, Annexation of 19.63 
acres, Parcel Number: 27-28-22-000000-033010 
Attorney Maxwell read the title for the record.  
An ordinance of the Town council of the Town of Lake Hamilton, Polk County, Florida 
extending the corporate limits of the town so as to include additional territory lying contiguous 
and adjacent to the present boundaries of the Town of Lake Hamilton, Florida; describing said 
additional territory; repealing all ordinances in conflict herewith and providing for applicability; 
providing for severability; and providing an effective date.  The property location is 662 feet east 
of Detour Road on the south side of Lake Hatchineha Road containing 19.63 acres. 
Senior Planner Kirby presented the Ordinance and noted that staff recommends approval and that 
after the annexation is approved, it will need to be added to the future land use and zoning maps.  
Motion made by Roberson and a second by Wagner to approve on second and final reading 
Ordinance O-23-08 Annexation of 19.63 acres, parcel number 27-28-22-000000-033010.  
No public comments were received. A roll call vote was taken. Tomlinson aye, Slavens aye, 
Wagner aye, Kehoe aye, Roberson aye. Motion passed 5-0.  
 
NEW BUSINESS 

Public Hearing and First Reading of Ordinance O-23-11 Comprehensive Plan Amendment 
for 19.63 acres, Parcel Number: 27-28-22-000000-033010 
Attorney Maxwell read the title for the record.  
An ordinance of the Town of Lake Hamilton, Polk County, Florida amending the comprehensive 
plan for Town of Lake Hamilton, Florida; said amendment being known as amendment 23821 
amending the current and future land use map classification from agriculture lands to PUD for a 
19.63 parcel of land located adjacent to the east side of Detour Road and adjacent to the south 
side of Lake Hatchineha Road; repealing all ordinances in conflict herewith and providing for 
applicability; providing for severability, and providing an effective date. 
Senior Planner Kirby presented the Ordinance to Council and noted that staff recommends 
approval. Keith Pence asked where the parcel was located, and Mayor Kehoe gave details on the 
location. This will be added to the Weiberg West Subdivision.  
Motion made by Roberson and a second by Slavens to approve on first reading, Ordinance O-
23-11 Comprehensive Plan Amendment for 19.63 acres, Parcel number 27-28-22-000000-
033010.  
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No further comments were received. A roll call vote was taken. Slavens aye, Wagner aye, 
Roberson aye, Tomlinson aye, Kehoe aye. Motion passed 5-0.  

Public Hearing and First Reading of Ordinance O-23-12 Rezoning of 19.63 acres, Parcel 
Number: 27-28-22-000000-033010 
Attorney Maxwell read the title for the record.  
An ordinance of the town council of the Town of Lake Hamilton, Polk County, Florida rezoning 
a 19.63-acre parcel of land located 662 feet east of Detour Road and on the south side of Lake 
Hatchineha agricultural to PUD known as Weiberg 5; amending the Lake Hamilton Weiberg 5 
PUD to include such 19.63 parcel of land; providing for severability and providing for 
corrections of scrivener’s errors; providing for conflict and effective date. 
Senior Planner Kirby noted that staff has reviewed the request for rezoning and recommends 
approval for parcel to be rezoned.  
Motion made by Slavens and a second by Roberson to approve on first reading, Ordinance O-
23-12 Rezoning of 19.63 acres, Parcel number 27-28-22-000000-033010.
No public comments were received. A roll call vote was taken. Wagner aye, Roberson aye,
Tomlinson aye, Slavens aye, Kehoe aye. Motion passed 5-0.

First Reading of Ordinance O-23-13 Red light Cameras 
Attorney Maxwell read the title for the record. 
 An ordinance of the Town Council of the Town of Lake Hamilton, Polk County, Florida, 
amending the Town of Lake Hamilton code of ordinances by adding article iii, red light 
infractions, to chapter 30 of the Lake Hamilton code of ordinances; adopting findings; providing 
for use of traffic infraction detectors in accordance with state legislation; repealing inconsistent 
ordinances; providing for severability; and providing an effective date. 
Chief Teague was present for any questions. Slavens noted his concerns that there were 
ramifications for the people in implementing the ordinance. Chief Teague noted that it is for 
traffic safety. He also noted that it would cost more if someone were pulled over for running a 
red light and they would be subject to points on their license. The red-light infraction is more of 
a civil citation. He noted that crashes are getting severe. He stated that it was more for saving 
lives than a revenue generator and their goal is to have zero. He gave an overview of the process 
and noted that an officer has to review each one before the citation is sent out. There was 
discussion regarding other intersections and where there will be future red lights at in the Town.  
Motion made by Wagner and a second by Roberson to approve on first reading Ordinance O-
23-13 for red light cameras.
No further comments were received. A roll call vote was taken. Roberson aye, Tomlinson aye,
Slavens aye, Wagner aye, Kehoe aye. Motion passed 5-0.
Resolution R-2023-16 Travel Expense Policy
Attorney Maxwell read the title for the record.
A resolution of the town council of the Town of Lake Hamilton, Florida, establishing a formal
policy for travel and travel expenses by elected officials and employees of the town; providing
for conflicts; and providing an effective date.
Administrator Hunnicutt presented the Resolution and noted that he was reviewing the current
travel policy and he made minor changes including an increase for reimbursement of meals.
Roberson stated she believed the meals should be more because the cost of the meals are high.
Administrator Hunnicutt noted that he did some research on what other towns have in place and
this is what he suggests which is the IRS standards.
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Motion made by Slavens and a second by Wagner to approve Resolution R-2023-16 travel 
expense policy.  
No further comments were received. A roll call vote was taken. Tomlinson aye, Slavens aye, 
Wagner aye, Roberson aye, Kehoe aye. Motion passed 5-0.  

Resolution R-2023-17 Credit Card Policy 

Attorney Maxwell read the title for the record.  
A resolution of the town council of the Town of Lake Hamilton, Florida, establishing a formal 
policy for credit card usage in the performance of town business by elected officials and town 
employees; providing for repeal of prior conflicting policies; and providing an effective date. 
Administrator Hunnicutt presented the Resolution and he noted that this was to establish criteria 
for credit card use and the Attorney has reviewed the policy.  
Motion made by Roberson and a second by Wagner to approve Resolution R-2023-17 credit 
card policy. 
No further comments were received. A roll call vote was taken. Slavens aye, Wagner aye, 
Roberson aye, Tomlinson aye, Kehoe aye. Motion passed 5-0.  

LDR Sec. 16-489 Boat Slips and Docks 

Administrator Hunnicutt presented this agenda item and noted that he has never seen a request 
like this where the town is requesting a bond. He noted that there are no issues with the plans 
from the building official. Mayor Kehoe noted that there are two codes like this that are almost 
identical. Attorney Maxwell noted that it could be because they are doing work on or around 
public property and the bond ensures no damages to the town. Curt Campbell, the requester was 
present and noted that he has never had to do a surety bond while doing the same work in Polk 
County. Mayor Kehoe noted that the permit still has to be issued. There was further discussion as 
to what the Ordinance states regarding requirements of bonds.  
Motion made by Slavens and a second by Wagner to approve the permit for 3350 Crump Road 
regarding the boat dock with a $0 cash surety bond/ bond waived.  
No further comments were received. Motion passed 5-0.  

Staff Reports- 
Town Administrator- Administrator Hunnicutt noted that they are ready to move forward with 
liquidated damages and asked if the council was okay with moving forward. Attorney Maxwell 
noted that they are able to hold 5 percent and the liquidated damages come into play at the end. 
Both contractors have exceeded their time limits for substantial completion. The engineers are 
recommending moving forward as well as it will be a good protection for the Town. There was 
council consensus to move forward. Administrator Hunnicutt furnished the council with a master 
project list. He noted roads will continue to be an issue and are competitive through grants. He 
noted that he spoke with someone with the TPO and Lake Hamilton has to have someone attend 
those meetings in order to get projects on the list. Councilmember Wagner noted she used to go 
to the meetings as Mayor and she volunteered to attend meetings in the future. Administrator 
Hunnicutt noted that he will be out on Friday for a committee meeting for the FLC and noted that 
the Council should be briefed on what is going on in the meetings. He recommended bringing 
back liaison reports to the council.  
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Town Clerk- Clerk Sandoval Soto reminded the council of the RLC diner and if anyone else 
wanted to RSVP, to do so by the 7th.  
COUNCIL COMMENTS:   
Vice-Mayor Roberson noted that she attended the FLC conference and also the ethics training 
that was provided and received her certificate. She gave an overview of issues that were 
presented at the conference regarding chemicals that can get into the ground and into the water 
systems, and affordable housing. She introduced the president of the Community Revitalization 
board who was present at the meeting.  

Tomlinson noted that someone hit a valve on the corner of 2nd Street and Bryant Ave. Following 
was a discussion about the intersection of Scenic Hwy and Bryant Ave.  

Mayor Kehoe noted that S&S Towing has a canon for sale for $600 that could be used for 
Veterans Park. He is trying to get them to donate it to the Town. He noted that October is the 
evaluation month for the Town Clerk, and he handed those to Council with the instructions 
enclosed. The item will be presented at the October meeting and there will be copies of all 
evaluations included.  

ATTORNEY COMMENTS: 
Wagner questioned the Attorney about making changes to the Charter. She noted that 
annexations and municipal boundaries changes, qualifying dates and abolitions of 
departments could be done, but any other issue would have to go out for referendum.  

ADJOURNMENT: 
Motion made by Slavens and a second by Roberson to adjourn the regular at 7:42 PM. Motion 
passed 5-0. 

ATTEST: __________________________________ 
Michael Kehoe, Mayor 

_____________________________ 
Brittney Sandoval Soto, Town Clerk __________________________________ 

Steven Hunnicutt, Town Administrator 
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TOWN OF LAKE HAMILTON 

MINUTES 
SPECIAL MEETING  

WEDNESDAY, SEPTEMBER 6, 2023 
5:05 PM 

The Town Council of Lake Hamilton held a Special Meeting on Wednesday, September 6, 2023, 
at 5:05 PM, at 100 Smith Ave., Lake Hamilton, FL  33851. 

CALL TO ORDER 
Mayor Kehoe called the meeting to order at 5:05 P.M.   

INVOCATION 
The invocation was given by Vice Mayor Roberson.  

PLEDGE OF ALLEGIANCE 
Pledge of Allegiance was recited by all. 

ROLL CALL 
Roberson, Tomlinson, Slavens, Tomlinson, Wagner and Kehoe were present. Attorney Maxwell, 
Administrator Hunnicutt, Clerk Sandoval Soto, Fiscal Coordinator Pettus were present.  
SPECIAL COUNCIL MEETING BUSINESS 

Mayor Kehoe opened the public hearing at 5:06 PM  
Mayor Kehoe read the following for the record.  
I will now open the first public hearing to consider levying the Millage Rate and to adopt a 
balanced budget for the 2023-2024 fiscal year. 
Review the Budget and Discuss the Percentage Increase in Millage over  the RBR and the 
Reason for the Increase in Ad Valorem Tax Revenue 
The taxing authority’s name is Town of Lake Hamilton. 
The Town of Lake Hamilton taxing authority is considering levying a millage rate of 8.4276 
mills, which represents a 13.09% increase over the previous year’s rolled back rate of 7.4518 
mills.  
The reason for the increase is to fund increased costs in the General Fund and for Capital 
Improvements.  
Mayor opened up the floor for any comments.  
Administrator Hunnicutt read the budget message and summarized the budget. The proposed 
millage rate is 8.4276. The Town will need reserves of 18% of the budget would equal 3.9 
million dollars which will be allocated over time to build the reserves back up. Mayor Kehoe 
noted that the millage rate has been the same for the past 10 years.  
Vice-Mayor Roberson questioned about the Building Official and Building Inspector positions. 
Administrator Hunnicutt noted that they are still using the Building Official and Building 
Inspector from Winter Haven and they have been ongoing with trying to find someone that can 
do both. There is a tough market at the moment as private providers are paying high wages for 
Officials and inspectors and the Town has to compete with those prices.  
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Public Hearing and First Reading of Resolution R-2023-18 to Adopt the 2023-2024 Millage 
Rate 
Attorney Maxwell read the title for the record.  
A resolution of the town council of the Town of Lake Hamilton, Florida; adopting the millage 
rate for fiscal year 2023-2024 beginning at 12:01 am on October 1, 2023, and ending September 
30, 2024; providing for conflicts; providing for severability; and providing for an effective date. 

Mayor Kehoe noted for the record that there was no one from the public present at the meeting. 
Motion made by Slavens and a second by Wagner to approve on first reading Resolution R-
2023-18 to adopt the 2023-2024 Millage Rate for the Town of Lake Hamilton at 8.4276.  
No public comments were received. Roberson aye, Tomlinson aye, Slavens aye, Wagner aye, 
Kehoe aye. Motion passed 5-0.  

Public Hearing and First Reading of Resolution R-2023-19 to Adopt the 2023-24 Budget 
and CIP 
Attorney Maxwell read the title for the record.  
A resolution of the town council of the Town of Lake Hamilton, Florida; adopting a budget for 
fiscal year 2023-2024 beginning at 12:01 am on October 1, 2023, and ending September 30, 
2024; reflecting the revenue generated together with the sources of the revenue; delineating the 
expenditures by department of activity; providing for conflicts; providing for severability; and 
providing for an effective date. 
Motion made by Roberson and a second by Wagner to approve on first reading Resolution R-
2023-19 to adopt the 2023-2024 annual budget and CIP for the Town of Lake Hamilton at 
$22,852,026.00.  
No public comments were received. Tomlinson aye, Slavens aye, Wagner aye, Roberson aye, 
Kehoe aye. Motion passed 5-0.  
Mayor Kehoe reminded the Council that the 2nd hearing would be on September 19th at 5:05 PM. 
Administrator Hunnicutt reminded Council about the retreat on October 25th at 9:00 am and to 
bring their thoughts and ideas for the future of Lake Hamilton. 

ADJOURNMENT: 
Motion made by Roberson and a second by Tomlinson to adjourn the special meeting at 5:21 
PM. 
No public comments were received.  
Motion passed 5-0.  

ATTEST: __________________________________ 
Michael Kehoe, Mayor 

_______________________________ 
Brittney Sandoval Soto, Town Clerk  __________________________________ 

Steve Hunnicutt, Town Administrator 
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TOWN OF LAKE HAMILTON 

MINUTES 
SPECIAL MEETING  

TUESDAY, SEPTEMBER 19, 2023 
5:05 PM 

The Town Council of Lake Hamilton held a Special Meeting on Tuesday, September 19, 2023, at 
5:05 PM, at 100 Smith Ave., Lake Hamilton, FL  33851. 

CALL TO ORDER 
Mayor Kehoe called the meeting to order at 5:05 P.M.   

INVOCATION 
The invocation was given by Vice Mayor Roberson.  

PLEDGE OF ALLEGIANCE 
Pledge of Allegiance was recited by all. 

ROLL CALL 
Roberson, Slavens, Tomlinson, Wagner and Kehoe were present. Tomlinson was absent. 
Attorney Maxwell, Administrator Hunnicutt, Clerk Sandoval Soto, Fiscal Coordinator Pettus 
were present.  
SPECIAL COUNCIL MEETING BUSINESS 

Mayor Kehoe opened the public hearing. 
Mayor Kehoe read the following for the record.  
I will now open the second and final public hearing to consider levying the Millage Rate and to 
adopt a balanced budget for the 2023-2024 fiscal year. 
The taxing authority’s name is Town of Lake Hamilton. 
The Town of Lake Hamilton taxing authority is considering levying a millage rate of 8.4276 
mills, which represents a 13.09% increase over the previous year’s rolled back rate of 7.4518 
mills.  
The reason for the increase is to fund increased costs in the General Fund and for Capital 
Improvements.  

Public Hearing and Second and Final Reading of Resolution R-2023-18 to Adopt the 2023-
2024 Millage Rate 
Attorney Maxwell read the title for the record.  
A resolution of the town council of the Town of Lake Hamilton, Florida; adopting the millage 
rate for fiscal year 2023-2024 beginning at 12:01 am on October 1, 2023, and ending September 
30, 2024; providing for conflicts; providing for severability; and providing for an effective date. 
Mayor Kehoe noted that the millage rate has not increased for the past ten years.  
Motion made by Wagner and a second by Slavens to approve on second and final reading of 
Resolution R-2023-18 to adopt the 2023-2024 millage rate for the Town of Lake Hamilton at 
8.4276.  
No further comments were received. A roll call vote was taken. Roberson aye, Slavens aye, 
Wagner aye, Kehoe aye. Motion passed 4-0. 
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Public Hearing and Second and Final Reading of Resolution R-2023-19 to Adopt the 2023-
24 Budget and CIP 
Attorney Maxwell read the title for the record.  
A resolution of the town council of the Town of Lake Hamilton, Florida; adopting a budget for 
fiscal year 2023-2024 beginning at 12:01 am on October 1, 2023, and ending September 30, 
2024; reflecting the revenue generated together with the sources of the revenue; delineating the 
expenditures by department of activity; providing for conflicts; providing for severability; and 
providing for an effective date. 
Mayor Kehoe opened the floor for comments. Keith Pence asked what the Resolution was for, 
and Mayor Kehoe addressed Mr. Pence and stated it was to adopt the budget for the Town for 
operating revenues and expenditures.  
Motion made by Slavens and a second by Wagner to approve on second and final reading 
Resolution R-2023-19 to adopt the 2023-2024 Annual Budget and CIP for the Town of Lake 
Hamilton at $22,852,026.  
No further comments were received. A roll call vote was taken. Slavens aye, Wagner aye, 
Roberson aye, Kehoe aye. Motion passed 4-0.  
New Acquisition (Donated Police Vehicles) 
Administrator Hunnicutt presented the agenda item and noted that the Orlando Police 
Department donated 2 vehicles to the Town that are K-9 equipped. They are both 2017 Tahoe’s 
and staff recommends approving the donations. Slavens questioned the life expectancy left in the 
vehicle and Administrator Hunnicutt estimated about 2 years.  
Motion made by Wager and a second by Roberson to accept the 2 2017 Chevrolet Tahoe’s that 
were donated from the Orlando PD.  
No further comments were received. Motion passed 4-0.  
Administrator Hunnicutt handed out retreat packets for the council that included a guideline of a 
timetable. He noted that it would include Council and few top staff. There will be a lot of items 
that need to be addressed and he put out a survey on Facebook on what the residents would like 
to see to improve. He will bring back the results of the survey to the retreat.  

ADJOURNMENT: 
Motion made by Wagner and a second by Roberson to adjourn the special meeting at 5:16 PM. 
No public comments were received.  
Motion passed 5-0.  

ATTEST: __________________________________ 
Michael Kehoe, Mayor 

_______________________________ 
Brittney Sandoval Soto, Town Clerk  __________________________________ 

Steve Hunnicutt, Town Administrator 
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ORDINANCE 0-23-11 

AN ORDINANCE OF THE TOWN OF LAKE HAMILTON, 
POLK COUNTY, FLORIDA AMENDING THE 
COMPREHENSIVE PLAN FOR TOWN OF LAKE 
HAMILTION, FLORIDA; SAID AMENDMENT BEING 
KNOWN AS AMENDMENT 23821 AMENDING THE 
CURRENT AND FUTURE LAND USE MAP 
CLASSIFICATION FROM AGRICULTURE LANDS TO PUD 
FOR A 19.63 PARCEL OF LAND LOCATED ADJACENT TO 
THE EAST SIDE OF DETOUR ROAD AND ADJACENT TO 
THE SOUTH SIDE OF LAKE HATCHINEHA ROAD; 
REPEALING ALL ORDINANCES IN CONFLICT 
HEREWITH AND PROVIDING FOR APPLICABILITY; 
PROVIDING FOR SEVERABILITY, AND PROVIDING AN 
EFFECTIVE DATE.  

WHEREAS, a petition to rezone territory into the Town of Lake Hamilton has been filed 
requesting the Town rezone certain property herein described; and 

WHEREAS, the Town of Lake Hamilton deems it expedient and practical to amend the 
Town’s comprehensive plan, and 

WHEREAS, the property herein is part of the unified corporate area with respect to 
municipal services and benefits. 

NOW THEREFORE BE IT ENACTED BY THE TOWN COUNCIL OF THE 
TOWN OF LAKE HAMILTON, FLORIDA, AS FOLLOWS: 

SECTION 1. 

That the Town Council of the Town of Lake Hamilton does hereby amend the Towns 

comprehensive plan. 

SECTION 2. CODIFICATION. 

The provisions of this Ordinance shall not be codified, but the Annexed Property shall be 
incorporated and included in all appropriate maps of the Town Limits of the Town of 
Lake Hamilton, Florida, by the Town Administrator, and the Town Administrator is 
hereby directed to take any and all appropriate actions relative to land use planning 
pertaining to the Annexed Property pursuant to this Ordinance. 

SECTION 2.  CONFLICTS.   

If the event of a conflict with any other Town ordinances or part of ordinances, the 
provisions of this Ordinance shall control.  

010



Ordinance O-23-11 
Page 2 of 3 

SECTION  3.  SEVERABILITY. 

If any section, subsection, sentence, clause, phrase, word or other part o5 this Chapter is 
for any reason declared unconstitutional or invalid by any court of competent jurisdiction, 
such part shall be deemed separate, distinct and independent and the remainder of this 
Chapter shall continue in full force and effect.  

SECTION  4.  EFFECTIVE DATE.  

This ordinance shall take effect as provided by state law within (10) ten days of adoption.  

INTRODUCED AND PASSED on first reading by the Town Council of the Town of 
Lake Hamilton, Florida, meeting in regular session this 5th day of September 2023. 

PASSED AND ADOPTED on second reading by the Town Council of the Town of 
Lake Hamilton, Florida, meeting in regular session this 3RD  day of October 2023. 

TOWN OF LAKE HAMILTON, FLORIDA 

MICHAEL KEHOE, MAYOR 

ATTEST: 

_____________________________________ 

BRITTNEY SANDOVAL SOTO, TOWN CLERK 

APPROVED AS TO FORM: 

________________________________________ 
HEATHER MAXWELL, TOWN ATTORNEY 

Record of Vote Yes No 
Roberson 
Tomlinson 
Slavens 
Wagner 
Kehoe 
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ORDINANCE O-23-12 

AN ORDINANCE OF THE TOWN COUNCIL OF THE 
TOWN OF LAKE HAMILTON, POLK COUNTY, FLORIDA 
REZONING A 19.63 ACRE PARCEL OF LAND LOCATED 
662 FEET EAST OF DETOUR ROAD AND ON THE SOUTH 
SIDE OF LAKE HATCHINEHA AGRICULTURAL TO PUD 
KNOWN AS WEIBERG 5; AMENDING THE LAKE 
HAMILTON WEIBERG 5 PUD TO INCLUDE SUCH 19.63 
PARCEL OF LAND; PROVIDING FOR SEVERABILITY 
AND PROVIDING FOR CORRECTIONS OF SCRIVENERS 
ERRORS; PROVIDING FOR CONFLICT AND EFFECTIVE 
DATE. 

WHEREAS, a petition to rezone territory into the Town of Lake Hamilton has been filed 
requesting the Town rezone certain property herein described; and 

WHEREAS, the Town of Lake Hamilton deems it expedient and practical to rezone said 
territory as the same is in conformity with overall plans for extending boundaries of the Town; 
and welfare, and 

WHEREAS, the property herein is part of the unified corporate area with respect to 
municipal services and benefits. 

NOW THEREFORE BE IT ENACTED BY THE TOWN COUNCIL OF THE 
TOWN OF LAKE HAMILTON, FLORIDA, AS FOLLOWS: 

SECTION 1. 

That the Town Council of the Town of Lake Hamilton does hereby rezone one parcel 

consisting of a total of 19.63 acres, described as follows: 

Parcel Number: 272822-000000-033010: 

Section 22, Township 28 South, Range 27 East, Polk County, Florida. 

SECTION 2. CODIFICATION.  

The provisions of this Ordinance shall not be codified, but the Annexed Property shall be 
incorporated and included in all appropriate maps of the Town Limits of the Town of 
Lake Hamilton, Florida, by the Town Administrator, and the Town Administrator is 
hereby directed to take any and all appropriate actions relative to land use planning 
pertaining to the Annexed Property pursuant to this Ordinance. 

SECTION 2.  CONFLICTS.   
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If the event of a conflict with any other Town ordinances or part of ordinances, the 
provisions of this Ordinance shall control.  

SECTION  3.  SEVERABILITY. 

If any section, subsection, sentence, clause, phrase, word or other part o5 this Chapter is 
for any reason declared unconstitutional or invalid by any court of competent jurisdiction, 
such part shall be deemed separate, distinct and independent and the remainder of this 
Chapter shall continue in full force and effect.  

SECTION  4.  EFFECTIVE DATE.  

This ordinance shall take effect as provided by state law within (10) ten days of adoption.  

INTRODUCED AND PASSED on first reading by the Town Council of the Town of 
Lake Hamilton, Florida, meeting in regular session this 5th day of September 2023. 

PASSED AND ADOPTED on second reading by the Town Council of the Town of 
Lake Hamilton, Florida, meeting in regular session this 3RD day of October 2023. 

TOWN OF LAKE HAMILTON, FLORIDA 

MICHAEL KEHOE, MAYOR 
ATTEST: 

________________________________________ 
BRITTNEY SANDOVALSOTO, TOWN CLERK 

APPROVED AS TO FORM: 

________________________________________ 
HEATHER MAXWELL, TOWN ATTORNEY 

Record of Vote Yes No 
Roberson 
Tomlinson 
Slavens 
Wagner
Kehoe 

014



Ordinance O-23-12 
Page 3 of 5 

EXHIBIT “A” 
POLK COUNTY, FLORIDA 

LEGAL DESCRIPTION 

METES AND BOUNDS LEGAL DESCRIPTION 

Parcel ID: 272822-000000-033010 
Address: 0 Lake Hatchineha Road. 
Lake Hamilton, FL 33851 

  Legal Descriptions 

Parcel ID 27-28-22-000000-033010 

At the Northwest Corner of said Section 22, run thence along the North boundary thereof, N.89*22’14”E., a 
distance of 662.29 feet; thence departing said North boundary, S. 00*39’24’E., a distance of 39.71 feet to the 
Northeast corner of CLASCO RIDGE ESTATES, according to the plat thereof, as recorded in Plat Book 83, 
Page 17, of the Public Records of said County. 
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   “EXHIBIT “B” 
Location Map 
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 NOTICE OF PUBLIC HEARING 
CASSIDY GROUP 5 REZONING 

All persons are hereby notified that the Town Council for the Town of Lake Hamilton, Florida, 
will hold a Public Hearing on Tuesday, September 5, 2023, at 6:00 p.m. or as soon thereafter 
as the matter may come before the Council at the Town of Lake Hamilton Townhall, 100 Smith 
Avenue, Lake Hamilton, Florida, to consider comments from the public regarding Ordinance O-
23-12, which proposes to amend the Towns current zoning pursuant to Chapter 171 of the Florida
Statutes, by rezoning one parcel of property located 662 feet east of Detour Road on the south side
of Lake Hatchineha Road in Section 22, Township 28 South, Range 27 East, Polk County, Florida.

Ordinance 0-23-12 can be viewed at the office of the Town Clerk at Lake Hamilton Town Hall, 
100 Smith Avenue, Lake Hamilton, Florida between the hours of 8:00 am and 5:00 pm, Monday 
through Friday. 

Please be advised that if you desire to appeal from any decisions made as a result of the above 
Hearing or Meeting, you will need a record of the proceedings and in some cases a verbatim record 
is required.  You must make your own arrangements to produce this record. (Florida Statutes 
286.0105) 

In accordance with the Americans with Disabilities Act and F. S. 286.26, persons with disabilities 
needing special accommodations to participate in these proceedings please contact Steven 
Hunnicut, Town Administrator at 863-439-1910 within two (2) working days of your receipt of 
this notification. 

017



ORDINANCE O-23-13 

AN ORDINANCE OF THE TOWN COUNCIL OF THE 
TOWN OF LAKE HAMILTON, POLK COUNTY, FLORIDA, 
AMENDING THE TOWN OF LAKE HAMILTON CODE OF 
ORDINANCES BY ADDING ARTICLE III, RED LIGHT 
INFRACTIONS, TO CHAPTER 30 OF THE LAKE 
HAMILTON CODE OF ORDINANCES; ADOPTING 
FINDINGS; PROVIDING FOR USE OF TRAFFIC 
INFRACTION DETECTORS IN ACCORDANCE WITH 
STATE LEGISLATION; REPEALING INCONSISTENT 
ORDINANCES; PROVIDING FOR SEVERABILITY; AND 
PROVIDING AN EFFECTIVE DATE. 

WHEREAS, the running of red lights continues to be a safety hazard affecting every 
citizen and traveler in the Town of Lake Hamilton; and 

WHEREAS, the Town wishes to bolster its efforts to reduce the frequency of red light 
running in the Town of Lake Hamilton by using traffic infraction detectors in accordance with 
State law. 

NOW THEREFORE, BE IT ENACTED BY THE TOWN COUNCIL OF THE 
TOWN OF LAKE HAMILTON, FLORIDA, as follows: 

Section 1.  Recitals Adopted.  

The foregoing findings are true and correct and are made a part hereof and are incorporated 
herein by reference. 

Section 2. 

The Code of Ordinances of the Town of Lake Hamilton, Florida, is hereby amended to add 
Article III, Use of Traffic Infraction Detectors, to Chapter 30, Traffic and Vehicles, and 
shall read as follows: 

Article III. Use of Traffic Infraction Detectors 

Sec. 30-20.  Purpose and intent.  

The Town of Lake Hamilton is hereby authorized to use traffic infraction detectors 
consistent with and pursuant to State law, including Chapter 316, Florida Statutes to detect, 
process and penalize red light violations under the Florida Uniform Traffic Control Law. 
The use of traffic infraction detectors shall be deemed a supplemental means of enforcing 
the Florida Uniform Traffic Control Law and nothing herein shall be construed or operate 
to preclude the enforcement of the Florida Uniform Traffic Control Law by any other 
means provided by law. 

Sec. 30-21.  Designation of local hearing officers. 
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For red light violations being enforced under the provisions of this Article, the Town of 
Lake Hamilton’s Code Enforcement Special Magistrate is hereby designated to serve as 
the Town’s red-light camera hearing officer for the purpose of conducting hearings 
requested by alleged violations wishing to contest a notice of violation received pursuant 
to the provisions of the Florida Uniform Traffic Control Law.  

SECTION 3.  Repeal of Conflicting Ordinances.   

All ordinances or parts of ordinances in conflict herewith are hereby repealed to the extent 
of such conflict. 

SECTION 4.  Severability.   

If any word, sentence, clause, phrase, or provision of this Ordinance, for any reason, is held 
to be unconstitutional, void, or invalid, the validity of the remainder of this Ordinance shall 
not be affected thereby. 

SECTION 5.  Effective Date. 

 This Ordinance shall become effective immediately upon its passage. 

INTRODUCED AND PASSED ON FIRST READING by the Town Council of the 
Town of Lake Hamilton, Florida, meeting in Regular Session this 5th day of September 2023. 

INTRODUCED, PASSED AND DULY ADOPTED ON SECOND READING by the 
Town Council of the Town of Lake Hamilton, Florida, meeting in Regular Session this __ day of   
__________ 2023. 

TOWN OF LAKE HAMILTON, FLORIDA 

_________________________________________ 
MICHAEL KEHOE, MAYOR 

ATTEST: 

___________________________________ 
BRITTNEY SANDOVAL SOTO, TOWN CLERK 

APPROVED AS TO FORM: 

____________________________________ 
HEATHER MAXWELL, TOWN ATTORNEY 
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Record of Vote Yes No 
Roberson 
Tomlinson 
Slavens 
Wagner
Kehoe 
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Town of Lake Hamilton 
Town Council 

Agenda Summary Report 

TO:  Lake Hamilton Town Council 

FROM: Michael Teague, Police Chief 

AGENDA ITEM: Consider agreement with Altumint, ref: Automatic Traffic Enforcement. 

DATE: October 3, 2023 

SUMMARY: Numerous complaints have occurred for traffic violations on Hwy 27, a survey of 
Main Street was completed which did show 82 red light runners traveling south on Hwy 27, and 
68 red light runners traveling north on Highway 27 in a 24-hour time which for an entire year does 
equal 54,750 individuals a year are running this intersection. If you look at just 70 percent of the 
violations that would be 37,253 a year.  

CONSENT AGENDA      OLD BUSINESS    NEW BUSINESS       

ATTORNEY REVIEW: YES: NO: N/A:   

FINANCIAL IMPACT: YES: NO: If Yes, Please Explain:  

RECOMMENDATION:  Staff recommends approving the contract with altumint for 
Automatic Traffic Enforcement.  

ATTACHMENTS: Agreement attached 
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P h o t o  En fo rce m e n t  Se rvice s  Ag re e m e n t
Town of Lake Hamilton, Florida 

This Photo Enforcement Services Agreement (the “Agreement”) is made and entered into this [__] day of 
July, 2023 (the “Effective Date”), by and between Altumint, Inc., a Maryland corporation with offices at 
4600 Forbes Boulevard, Suite 203, Lanham, MD 20706 (“Altumint”), and the Town of Lake Hamilton, 
Florida with an office at 100 Smith Ave, Lake Hamilton, FL 33851  (“Client”). 

1. Ba c k g ro u n d
Whereas, Altumint is in the business of providing automated traffic violation detection, imaging and 
administrative services to authorized municipalities and government agencies using Altumint’s 
proprietary systems (as more specifically described herein below, the “Services”); and 

Whereas , Client is an authorized municipality or government agency with a need for such Services; 
and 

Whereas, Client desires to contract, pursuant to the terms and conditions of this Agreement, with 
Altumint for the provision of such Services. 

Now, therefore, for good and valuable consideration, the sufficiency of which is hereby acknowledged, 
Client and Altumint agree as follows: 

2. Se rv ic e s
During the Term of this Agreement, and in consideration of the Fees specified in Schedule A (“Altumint 
Fees”), Altumint shall use reasonable commercial efforts to provide the Services to Client in accordance 
with the terms and conditions of this Agreement. Services shall include the following: 

a . De t e c t io n  a n d  Re c o rd in g  o f P o t e n t ia l Tra ffic  Vio la t io n s  
Altumint will make available to Client certain traffic violation detection systems, which work 
in conjunction with a photographic, video, or electronic camera and may also include certain 
equipment provided by third parties, to produce photographs, video or digital images of 
vehicles potentially violating traffic laws, and which may include, but are not limited to, 
portable, mobile and or fixed site camera systems (“Monitoring System”) to detect and record 
potential traffic violations at the service locations(s) selected by Client (“Recorded Events”). 
Client agrees to operate the Monitoring System in a manner consistent with the terms and 
conditions of this Agreement. The Client also agrees to operate all Monitoring Systems in 
compliance with applicable and prevailing laws of the state and/or local jurisdiction. 

b . In it ia l Va lid a t io n  o f Re c o rd e d  Ev e n t s
Altumint will promptly perform a preliminary review of Recorded Events data for the sole 
purpose of attempting to filter Recorded Event data that is of insufficient quality for further 
use. For example, and without limitation, Altumint may filter Recorded Events data in which 
no motor vehicle registration plate information or only partial information is reasonably 
discernible from the Recorded Event. Client will have the sole and exclusive responsibility for 
the final review of Recorded Events data not filtered by Altumint and the authorization and 
issuance of a citation thereafter. 
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c . Mo t o r  Ve h ic le  Re c o rd s  
Altumint will promptly retrieve applicable Motor Vehicle Administration (“MVA”) records from 
Florida and other states’ databases for motor vehicles photographed in Recorded Events 
using registration plate information from such vehicles, where such information is reasonably 
discernible from the Recorded Event. Client agrees to provide Altumint with the required 
authorizations and applicable access codes for Altumint to effectuate such retrieval of MVA 
records. The retrieval of MVA records by Altumint is solely for the purpose of presenting such 
information to Client and Client shall be responsible for confirming the accuracy of and 
matching the information to the subject motor vehicle in each instance. Altumint agrees that 
it will use all MVA databases in accordance with any use limitations and restrictions imposed 
by the owner of the database, any government or Client. 

d . Ac c e s s  t o  W e b s it e
After Altumint has completed is preliminary review of Recorded Events data, Altumint shall 
post Recorded Events data not filtered by Altumint to Altumint’s proprietary VioView™ 
software via the internet to allow for Client’s review of Recorded Events on Altumint’s website 
and authorization and issuance of citations. Availability of the website and VioView software 
will be generally twenty-four (24) hours per day, seven (7) days per week; provided, however, 
that such availability is subject to change without advance notice as a result of system 
maintenance, unplanned downtime, and other factors and circumstances beyond Altumint’s 
control. Altumint will not be responsible for any such reasonable unavailability or downtime. 
Client’s use of the website and VioView software is governed by the terms of this Agreement 
and the Terms of Service posted on the website. 

e . P a y m e n t s  b y  Ma il a n d  On lin e
Citation payments may be made by check, money order, or credit card. Altumint, directly and 
or through Altumint’s third party processor, will process payments made by mail and, at no 
additional cost to Client, provide the capability for individuals receiving citations to view and 
pay citations online by credit card. All citations and delinquent notices will expressly state that 
all payments of fines are to be made payable to Client at the designated physical or website 
address. All payments of citations will be deposited into the Lockbox Account described in 
Section 8 below. Payments of citations will be tracked using the system of record, VioView 
Financial Tracking System (“VioView FTS”). 

f. Cit a t io n s  a n d  De lin q u e n t / Fin a l No t ic e s , P r in t in g , a n d  Ma ilin g
Altumint, directly or through Altumint’s printing services provider, at no additional cost to 
Client, will print and mail a citation issued by Client or Client’s Approving Authorities (as 
defined in Section 3(f) below), and one delinquent (or one Final) notice for outstanding 
citation (collectively, “Notices”) to the registered owner/lessee/other of motor vehicles 
bearing State of Florida plates and out-of-state plates to whom a citation has been approved 
by Client. Such Notices will be in a fixed, standardized format pre-approved by Client. 
Delinquent or Final notices will include notification of any Related Fees as defined on 
Schedule A of this Agreement. Client will be responsible for ensuring that the format and 
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content of Notices comply with all applicable laws, rules and regulations. Citations will be 
mailed to the individual and address specified on the issued citations, which shall be the 
name, and address of the registered owner/lessee/other of the vehicle as shown on the 
vehicle registration records. Delinquent or Final Notice(s) will be mailed to the address on the 
issued citation, unless and updated address becomes available to Altumint. 

g . He a r in g s  
Altumint will make available, at Altumint’s expense, a qualified expert representative to 
attend and provide testimony for the initial court hearing for citations provided that Altumint 
received at least thirty (30) days prior written notice of each such hearing. Altumint is not 
responsible for the outcome of any such hearing. In the event of additional expert testimony 
requests Client will reimburse Altumint for costs incurred in making such expert available to 
testify, including reasonable travel, lodging and related expenses and time at the expert’s 
then-current hourly rate. 

h . Ma in t e n a n c e  a n d  Su p p o r t  
Altumint will, in a timely and prompt manner, maintain and service the Monitoring System 
and assist Client personnel who operate the Monitoring System. Altumint will be on call to 
correct any malfunction that renders the Monitoring System inoperable during enforcement 
hours. Any and all maintenance records shall be considered Confidential Information (defined 
hereafter) and shall not be disclosed to Client or anyone else, except as provided in the 
Confidentiality Section of this Agreement. 

i. Tra in in g
Altumint, at no additional charge to Client, will be responsible to train Client to operate the 
Monitoring System. This includes training new operators as staffing assignments may change 
at the sole discretion of the Client. 

j. Se rv ic e  Lo c a t io n s
Altumint shall provide to Client, without charge, technical advice as to the feasibility of 
proposed Service Locations. 

k . Cit ize n  In q u ir ie s  
Altumint shall provide, and include on citations, a telephone number to which recipients of 
citations may call Monday-Friday, 8:00 a.m. to 5:00 p.m. (ET), excluding legal holidays, to speak 
with a knowledgeable attendant to make inquiries and receive prompt informed answers to 
questions regarding such citations, billing and payment procedures and status of payments 
and hearing dates. Altumint may employ the services of a customer service call center; Client 
specifically agrees that such call center’s representatives may access and view any and all 
information relevant and/or necessary for the provision of the Services described hereunder. 

l. He a r in g  Do c k e t s
Unless agreed otherwise by the parties, on not less than a monthly basis, Altumint, in 
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consultation with Client, shall prepare and submit to the applicable hearing officer or Court 
all paperwork and other documentation necessary for scheduling of hearings on all citations 
then ripe for review or adjudication. Altumint shall only send a notice to appear at a hearing 
for recipients of citations who have made a timely hearing request. 

m . Co lle c t io n s  Su p p o r t
Altumint acknowledges that Client may place the collection of unpaid citations issued 
pursuant to the terms and conditions of this Agreement and past due debt owed to Client 
resulting from past due citations and Related Fees with a third party, for purposes of filing 
collection actions against any motorist and/or debtor who fails to pay amounts due and 
owning under any citations. Client shall be solely responsible for any and all court costs, filing 
fees, collection fees, attorney fees and other expenses incurred. In association with contractual 
agreements referenced hereunder, Altumint is hereby authorized to provide a third party 
with whom the Client contracts to provide debt collections services, with any and all 
information relevant and/or necessary for the collection of unpaid citations, including 
personal information of the recipients of the citations, but Client is not obligated to use the 
third party provided by Altumint. Altumint’s obligations to cooperate and provide information 
to any third party whom the Client contracts to provide debt collections services shall 
continue throughout the term of the Agreement and for a period of twenty-four (24) months 
following the termination of this Agreement. Client agrees to pay Altumint an additional 
Processing and Administration Fee set forth in Schedule A for providing information and 
administrative services for the collections effort performed by a third party. 

3. Clie n t ’s  Re s p o n s ib ilit ie s
Client acknowledges that certain aspects of the Service require the participation and cooperation of 
Client, without which Altumint’s performance of the Services may be significantly impaired or delayed. 
Client is responsible for the following: 

a . Se rv ic e  Lo c a t io n
Client will select the location(s) at which the Monitoring System will detect and record 
potential violations (“Service Location(s)”). After the commencement of service at a Service 
Location, Client may elect to change the Service Location by notifying Altumint, but Altumint 
reserves the right to decline a request to change a Service Location that in Altumint’s opinion 
is technically infeasible. Client may not use the Services for any purpose not allowed by law. 

b . P re s e rve  t h e  Mo n it o r in g  Sy s t e m
Client acknowledges that the Monitoring System used to detect and record Recorded Events 
consists of valuable personal and intellectual property of Altumint. Client agrees to use its 
best efforts to safely operate, protect and preserve the Monitoring System during the term of 
this Agreement, including, but not limited to, restricting movement of and access to the 
Monitoring System by anyone other than Client and Altumint personnel. 

c . O p e ra t e  t h e  Tra ffic  Mo n it o r in g  Sy s t e m
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After installation, the Client has the sole responsibility to operate the traffic Monitoring 
System, subject to equipment maintenance and the functions outlined in this Agreement as 
the responsibility of Altumint. 

d . Co m p le t e  O p e ra t o r  Tra in in g
Client will complete training by Altumint in the procedures for setting up and operating the 
Monitoring System. Altumint, at no additional cost to Client, will issue upon request a signed 
certificate to Client on completion of training. 

e . Ma in t a in  Da ily  Se lf-Te s t  Lo g
Client will maintain a daily self-test log when applicable to record the Monitoring System’s 
self-test results. 

f. De s ig n a t e  Cit a t io n  Ap p ro v in g  Au t h o r it ie s
Client shall select and designate certain sworn officers or other duly authorized approving 
authorities (“Approving Authorities”) who shall review Recorded Events, identify traffic 
violations, and lawfully authorize and issue citations for such identified violations using the 
VioView™ software and website. Client has sole responsibility for ensuring that the 
designated approving authorities are duly and lawfully authorized to receive and view MVA 
records and issue citations for the pertinent traffic violations. Altumint will assign those 
authorities a login-ID for accessing VioView™ software and website. The parties agree that 
Altumint shall not be the Approving Authority. 

g . Sa fe g u a rd  Lo g in  In fo rm a t io n
Client will receive one (1) login-ID to VioView per Approving Authority. Client acknowledges 
that VioView login-IDs allow full access to Recorded Event data, including but not limited to, 
information derived from MVA records, and allows the ability to authorize and issue citations. 
Client shall be solely and exclusively responsible for safeguarding VioView login-IDs and 
ensuring that unauthorized individuals do not gain access to VioView. Altumint will also 
provide Client one (1) VioView FTS login-ID for the exclusive use by individuals authorized by 
Client to view citations and financial information. It shall be the Client’s responsibility to 
safeguard the VioView FTS login-ID as issued. Client will immediately notify Altumint of any 
compromise or suspected compromise of any login-ID within its knowledge. Use of VioView 
FTS is governed by the terms of service posted on the VioView website. 

h . Co lle c t io n  o f Cit a t io n  P a y m e n t s  b y  Clie n t
Client shall not collect citation payments in any manner that is inconsistent with the 
provisions of this Agreement. Client shall instruct individuals to either pay online or mail all 
such payments to the Lockbox Account described in the Distribution of Funds Section. 

4. Cre d it  Ca rd  P ro c e s s in g
Altumint will provide the capability for individuals receiving citations to pay their citations by credit 
card at no additional charge to Client. Altumint will provide individuals receiving citations access to its 

026



Florida – Photo Enforcement Services Agreement Page | 6 

website via the internet to view and pay citations online. Altumint is solely responsible for the 
functionality, security and maintenance of the payment system and will ensure that it conforms to all 
federal, local, and state laws, rules and regulations, as well as any and all banking rules and regulations 
that pertain to all forms of credit card payment. Credit card processing costs will be paid by Altumint; 
Altumint is authorized to charge a reasonable credit card convenience fee to individuals who pay by 
credit card and such credit card convenience fees are not considered revenue under this Agreement 
and will be retained in full by Altumint. If Altumint charges a credit card convenience fee, Altumint shall 
disclose said fee on the payment portal of its website. 

5. Sys t e m  O w n e rs h ip , Op e r a t io n , Ma in t e n a n c e , a n d  Mo d ific a t io n s
a) Altumint does not convey any equipment or system to Client. Equipment or system or any part

of the equipment or system provided or used by Altumint in connection with the provision of
Services under this Agreement is and shall remain the exclusive property of Altumint. In the
event Altumint determines, in its sole discretion, that Client is not utilizing all or any part of the
Monitoring System in a sufficient manner, Altumint may recall all or any of its Monitoring System
and Client agrees to make such recalled portion of the Monitoring System immediately available
for retrieval by Altumint.

b) Monitoring System or equipment replacement, repairs, upgrades or modifications which, in the
reasonable opinion of Altumint, are required as a result of neglect, misuse, theft or loss while in
the Client’s Possession, including without limitation a repair arising from in in connection with
the use of software other than software provided by Altumint, shall be made at the sole expense
of Client, including but not limited to, the actual cost of the repair or replacement of said system,
along with labor (at Altumint’s then-current hourly rate), shipping, and travel expenses, as
applicable. Otherwise, all such Monitoring System or equipment replacement, repairs, upgrades
or modifications shall be made at the sole expense of Altumint.

c) Upgrades to Altumint’s Monitoring Systems and/or reinstallations and/or modifications of
hardware or software which are requested in writing by the Client but reasonably not deemed
necessary or required for proper system operation by Altumint, shall be made at the sole expense 
of Client. This includes, but is not limited to, the actual cost of the upgrades, modification, or
replacements of said system, hardware or software, along with shipping expenses, travel
expenses if required, and labor costs at Altumint’s then-current hourly rate. Altumint must
provide to the Client a detailed accounting of these costs and expenses and the cost and
expenses must be pre-approved by Client in writing and conform to Client’s billing practices prior 
to Altumint undertaking the upgrade(s).

6. So ft w a re  Tra in in g  a n d  Su p p o r t
Throughout the Term of this Agreement, Altumint at no additional cost to Client, agrees to provide 
training for Altumint’s VioView and VioView FTS software and website. Altumint will provide a 
reasonable number of reference manuals describing the features and operations for VioView and 
VioView FTS. Altumint will endeavor to provide updates to VioView and VioView FTS software within a 
reasonable time after they become generally available; provided, however, that Altumint has no 
obligation under this Agreement to update or modify its software in any way. Throughout the Term of 
this Agreement, reasonable technical assistance will be available by telephone at no charge to Client 
during the hours of 8:00 a.m. to 5:00 p.m. (ET), Monday through Friday (with the exception of all state and 
nationally recognized holidays). 
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7. Alt u m in t  Fe e s
a) Fees . In exchange for the Services described in this Agreement, Client agrees to pay Altumint

the Fees set forth on Schedule A. Fees will be calculated based on documentation and reports
extracted from VioView FTS. Client agrees that, subject to reconciliation and audit as hereinafter
provided, such documentation from VioView FTS is a fair and accurate basis for the calculation
of the fees due under this Agreement and such documentation shall be relevant and material in
any dispute between the parties with respect to fees due hereunder. Altumint and Client will
have access to VioView FTS reports. Altumint will use these reports to calculate fees due to
Altumint.

b) Cost Neutrality . Altumint, and not Client, shall be responsible for all ongoing costs of the
program. Specifically, Client shall not pay any “upfront” or capital costs for the Monitoring System.
In the event that the total monthly fees set forth in Schedule A exceed the gross revenues of fines
collected in a given month, the remaining unpaid fees shall “rollover” and be added to the
following month’s fee total. Upon the termination or expiration of this Agreement, to the extent
any unpaid rollover amounts would otherwise be owed to Altumint, such amounts shall be
forgiven and no payment will be owed by Client.

c) Fee Increases. Fees may be increased at the end of each contract year by the lesser of: (i) three
percent (3%); or (ii) the increase in the Consumer Price Index over the preceding eighteen (18)
months. Altumint shall provide thirty (30) days written notice prior to any such increase.

8. Dis t r ib u t io n  o f Fu n d s
As an administrative convenience to the Client and to ensure accurate and complete tracking of 
program funds, Altumint will establish, at no additional cost to the Client, a bank account with lockbox 
service (“Lockbox Account”) for the purpose of accepting deposits of violation payments, including 
credit card payments and returned check processing costs. Within the Lockbox Account, Client 
violation payments are applied to open citations and reconciled on a weekly basis. Furthermore, on a 
monthly basis, on Friday, or the following business day in the event that Friday falls on a bank holiday, 
commencing the month following the first payment receipt, Client expressly authorizes Altumint to 
distribute to Client funds deposited net of the Fees set forth in Schedule A, and distribute the remainder 
of the funds to Altumint for services provided. Altumint, at no additional cost to Client, agrees to 
maintain such bank account for a minimum of twelve (12) months after the date of termination of this 
Agreement. 

9. Co n fid e n t ia lit y
Client and Altumint agree not to disclose information related to performance of the Services under this 
Agreement, including but not limited to the information identified in Sections 2(c) and 2(f) of this 
Agreement, to anyone except as required by law (including the Florida Sunshine Act), or by mutual 
agreement. 

10. Te rm , Co m m e n c e m e n t  o f Se rv ic e , a n d  Te rm in a t io n

a . Te rm
The term of this Agreement shall start on the “go-live” date and remain in effect for a period of five
(5) years (the “Initial Term”). Upon the expiration of the Initial Term, this Agreement will
automatically renew for two years (each two years being a “Renewal Term”), and collectively
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with the Initial Term is referred to as the “Term”) upon the same terms and conditions. If either 
Client or Altumint elects not to renew, it must notify the other party in writing at least ninety (90) 
days prior to the commencement of the applicable Renewal Term.  

b . Te rm in a t io n  fo r  De fa u lt  
Either party shall be entitled to terminate this Agreement in the event of a failure by the other 
party to perform any of its material obligations under this Agreement if such breach is not cured 
within thirty (30) days after receipt of notice thereof from the non-defaulting party or within ten 
(10) days after receipt of such notice if such breach relates to the non-payment of Fees or other
amounts owed hereunder or a breach by Client which materially compromises the security
of the Services or Confidential Information.

c . Te rm in a t io n  fo r  Re a s o n  O t h e r  Th a n  fo r  De fa u lt
Notwithstanding subsection (a) above, should changes in law or regulation mean that Client 
is no longer authorized to operate and/or contract for the Services or the purposes of this 
Agreement be frustrated for reasons not attributable to the Client or Altumint, then Client 
may terminate this Agreement upon sixty (60) days prior written notice to Altumint and 
declare the effective date of such termination. Upon termination under this subsection 
the Client and Altumint shall reconcile amounts owed and/or to which each is entitled under 
this Agreement up to the date of termination of this Agreement. 

d . Effe c t  o f Te rm in a t io n
In the event of any termination of this Agreement, Client will suspend operations of the 
Monitoring System and return to Altumint such Monitoring System upon providing or 
receiving a notice of termination. Client will return to Altumint within ten (10) working days 
of the termination date all manuals, documentation and all other property and materials of 
Altumint provided to Client hereunder. Altumint and Client for a period of twenty-four (24) 
months after the termination date will continue the collection and distribution of revenue in 
accordance with this Agreement. Furthermore, Altumint shall operate with a third party with 
whom the Client contracts to provide debt collections services in connection with their 
collection efforts relating to any citations for a period of twenty-four (24) months after the 
termination date. 

e . Su s p e n s io n  o f Se rv ic e s  
The Client and Altumint reserve the right to suspend immediately any Services if continuation 
of such Services creates an unsafe condition. Upon notification from Altumint or the Client, in 
writing, Altumint and Client will suspend such Services until the parties agree to and resolve 
the condition(s) that led to the suspension. Altumint shall be obligated to continue the 
processing of Recorded Events prior to the notice of suspension or termination of Services, and 
Client shall continue the processing of all citations based upon such Recorded Events. 

f. Su rv iv a l o f Ce r t a in  Te rm s
The provisions of Sections 7, 8, 9, 11, 12, 13, 18 and 20 shall survive any suspension or revocation 
or operations or termination of this Agreement. No termination of this Agreement by either 
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party for any reason shall serve to cancel, waive or otherwise affect any fees due to Altumint or 
Client hereunder resulting from Recorded Events having accrued on or before the effective 
date of any such termination. 

11. Re p re s e n t a t io n s  a n d  W a rra n t ie s
Client represents and warrants that: 

a) Client is a tax-exempt entity under the rules of the Internal Revenue Service and will provide
Altumint a copy of its tax-exempt status upon request.

b) Client will comply with all applicable laws, rules, and regulations in the use of the Services and in
the performance of its obligations under and connection with this Agreement.

Altumint represents and warrants that it will perform the Services with care, skill, and diligence, in a 
commercially reasonable and professional manner, and shall be responsible for the professional quality 
and technical accuracy of the Services furnished under this Agreement. Altumint shall comply with all 
applicable laws, rules and regulations fulfilling Altumint’s obligations under this Agreement. 

Altumint owns and has the right to use, and make available for use by Client, VioView, VioView FTS and 
any similar software for the purposes of providing Services under this Agreement, and that such use will 
not violate or infringe upon the title or rights of use of such software by others. 

No  O t h e r W a rra n t ie s  
EXCEPT AS EXPRESSLY PROVIDED ABOVE, ALTUMINT MAKES NO OTHER WARRANTIES, 
EXPRESS OR IMPLIED, INCLUDING WITHOUT LIMITATION ANY WARRANTY CONCERNING 
MERCHANTABILITY OR FITNESS FOR ANY PARTICULAR PURPOSE OR ANY WARRANTY 
REGARDING THE PRODUCTIVITY OF THE SYSTEM OF ALTUMINT. 

12. In s u ra n c e  a n d  Lim it a t io n  o f Lia b ilit y
Altumint shall purchase and maintain during the entire term of this Agreement, comprehensive 
general liability insurance and workers' compensation insurance with limits of not less than the 
following: (a) Personal injury liability insurance with a limit of $1,000,000 each occurrence/$2,000,000 
aggregate; Property damage liability insurance with limits of $500,000 each occurrence/$1,000,000 
aggregate. Such insurance shall include completed operations and contractual liability coverage; (b) 
Automobile fleet insurance $1,000,000 for each occurrence/aggregate; property damage $500,000 for 
each occurrence/aggregate; and (c) Altumint shall comply with the requirements and benefits 
established by the State of Florida for the provision of Workers' Compensation Insurance. Altumint shall 
provide workers' compensation insurance meeting the statutory limits for Florida and Employers' 
Liability limits of $500,000.  

Altumint covenants to maintain insurance, in these amounts, which will insure all activities undertaken 
by Altumint on behalf of the Client under this Agreement. Upon commencement of this Agreement, 
and thereafter as requested by Client, Altumint shall provide Client with a certificate or certificates 
evidencing the coverages required by this Section. 

ALTUMINT’S MAXIMUM CUMULATIVE LIBILITY TO CLIENT ARISING FROM OR IN CONNECTION WITH 
THIS AGREEMENT WILL NOT EXCEED THE AMOUNT OF THE TOTAL FEES PAID TO ALTUMINT BY 
CLIENT HEREUNDER FOR THE TWELVE (12) MONTHS PRIOR TO A CLAIM ARISING. IN NO EVENT WILL 
ALTUMINT BE LIABLE TO CLIENT FOR ANY PUNITIVE, INCIDENTAL, INDIRECT OR CONSEQUENTIAL 
DAMAGES OF ANY KIND IN CONNECTION WITH THIS AGREEMENT, EVEN IF ALTUMINT HAS BEEN 
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INFORMED IN ADVANCE OF THE POSSIBILITY OF SUCH DAMAGES. 

13. In d e m n ific a t io n
Altumint shall hold Client harmless from any liability arising from Altumint’s performance of this 
Agreement and Client shall hold Altumint harmless from any liability arising from Client’s performance 
of this Agreement. Nothing in this paragraph waives any immunity provided by laws or rights under 
the Florida Tort Claims Act as those relate to third-party claims against Client. This paragraph does not 
affect the obligations of Client under Distribution of Funds in Section 8. 

14. Co m p lia n c e  w it h  La w s
Altumint and Client each agree to comply with all applicable laws governing this Agreement and the 
performance of its terms, including laws governing the confidentiality of information, and agree that 
the Services shall be used only for the permitted purposes. Altumint and Client further agree that, 
unless authorized by Client, the information provided by Client and/or MVA databases including the 
names and addresses and associated information of persons and entities that have received a citation, 
shall remain confidential and shall not be sold or shared with any other non-law enforcement agency, 
company or entity for any purpose, including but not limited to marketing, sales, and/or solicitations. 

15. Fo rce  Ma je u re
Altumint shall not be liable for any delays or failures in the system of Altumint or otherwise in the 
performance of the Services, which delays, or failures are directly or indirectly caused by vandalism, 
flood, storm, lightning, earthquake, tornado, other Acts of God, or war, riot, sabotage, strike, utility outage 
or other factors or circumstances beyond Altumint’s reasonable control. 

16. In d e p e n d e n t  Co n t ra c t o rs
With respect to each other, Altumint and Client are independent contractors, and neither party, nor 
their respective officers, agents, employees, shall be deemed to be employees by the other party for any 
purpose. Further, Altumint and Client shall not be deemed to be partners, agents, joint ventures, or 
anything other than independent contractors. 

17. As s ig n m e n t
Neither Altumint nor Client is permitted to assign this Agreement without the prior written consent of 
the other party, except that Altumint may assign this Agreement to a third party that purchases all, or 
substantially all, of Altumint’s assets in one or a series of related transactions provided that such third 
party agrees in writing to honor Altumint’s obligations pursuant to this Agreement. 

18. Go ve rn in g  La w
This Agreement and the rights and obligations of the parties and their successors and assigns 
hereunder shall be interpreted, construed, and enforced in accordance with the laws of the State of 
Florida without regard to its choice and/or conflict of laws provisions. Any legal action resulting from, 
arising under, out of or in connection with, directly or indirectly, this Agreement shall be commenced 
exclusively in the state or federal courts in the State of Florida. All parties to this Agreement hereby 
submit themselves to the jurisdiction of any such court and agree that service of process on them in any 
such action, suit or proceeding may be affected by the means by which notices are to be given under 
this Agreement. In the event of litigation by a party hereto to enforce its rights hereunder, the prevailing 
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party shall be entitled to recover its reasonable attorney's fees, costs, and disbursements. 

19. No t ic e s
All notices, requests, demands and other communications required or permitted hereunder shall be in 
writing and shall be deemed to have been duly given if delivered by hand or mailed, express, certified 
or registered mail, return receipt requested, with postage prepaid, or sent priority next day delivery by 
a nationally recognized overnight courier service that regularly maintains records of items picked up 
and delivered to the parties at the addresses first set forth above or to such other person or address as 
a party shall notify the other in writing. Notices delivered personally shall be deemed communicated as 
of the date of actual receipt, mailed notices shall be deemed communicated as of the date three (3) 
business days after mailing, and notices sent by courier shall be deemed communicated as of the date 
two (2) business days after pick-up. 

20. Re t e n t io n  o f Re c o rd s  b y  Alt u m in t
Altumint will store recorded images associated with issued citations and related citation information 
(“Event Records”) developed for the Client in the course of providing Services under this Agreement in 
accordance with the following rules per HB 657 enacted July 1, 2023:  

a) Any recorded video or photograph obtained through the use of a speed detection system must
be destroyed within 90 days after the final disposition of the recorded event.

b) Altumint will provide the county or municipality with written notice by December 31 of each
year that such records have been destroyed in accordance with this subsection.

Altumint is neither a government agency, a “custodian,” nor an “official custodian of a “public record’” as 
those terms are defined under the Florida Sunshine Law (or any successor or other applicable statutes), 
the federal Freedom of Information Act, or any other jurisdictions’ public records information access 
statutory scheme, and Altumint is not an “authorized individual who has physical custody and/or control 
of a public record.” Client has not hired Altumint, nor does Altumint serve, in any capacity as a custodian 
of Client's records, including but not limited to any records identified in this Agreement or in this 
Section. 

21. En t ire  Ag re e m e n t
This Agreement contains the entire agreement between the parties as to the subject matter herein 
and supersedes and replaces all prior contemporaneous agreements, oral and written, between the 
parties hereto. This Agreement may be modified only by a written instrument signed by both parties.  

22. Se ve ra b ilit y
If any provision of this Agreement shall for any reason be held to be invalid, illegal, unenforceable, or in 
conflict with any law of federal, state, or local government having jurisdiction over this Agreement, such 
provision shall be construed so as to make it enforceable to the greatest extent permitted, such 
provision shall remain in effect to the greatest extent permitted and the remaining provisions of this 
Agreement shall remain in full force and effect. 

23. Co u n t e rp a r t s
This Agreement may be executed in counterparts of each which shall be deemed an original and all of 
which taken together shall constitute one and the same agreement. Delivery of an executed 
counterpart of this Agreement by .pdf or similar electronic file shall be equally as effective as delivery 
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of a manually executed counterpart of this Agreement. 

IN WITNESS WHEREOF, the duly authorized representatives of the parties hereto have affixed their 
signatures below: 

Altumint, Inc. 

By: _____________________________  
Name: _______________________  
Title: ________________________  

Town of Lake Hamilton, Florida 

By: _____________________________  
Name: ___________________________ 
Title: ____________________________ 
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24. Sc h e d u le  A
P HOTO  SERVICES ENFORCEMENT AGREEMENT 

TOWN OF LAKE HAMILTON 
AND 

ALTUMINT, INC. 

1. Service Location: Redlight enforcement zones as directed by CLIENT.
2. Fee due to ALTUMINT : For the provisioning, deployment, operation, maintenance & service

of each Monitoring System, along with our full suite of back-office processing services such
as postage, printing, payment processing, certified mailing, court docket preparation,
registration holds, customer service agents, reporting, etc. CLIENT shall pay ALTUMINT Fees
as follows:

Monitoring 
System 

Number of 
Systems 

Monthly Rental Fee for 
Each Monitoring System 

Fixed Violation 
Processing Fee 

RedHawk™ 2 $3,500 No additional charge 
for the first 250 total 
mailed violations each 
month. Each additional 
violation is $8 per 
registered vehicle 
owner lookup  

3. Collections Administrative Fee : CLIENT shall pay ALTUMINT an additional Processing and
Administrative Fee of $10 for each violation payment made through a collections agency.

In order to ensure fairness in payment for services based on the amount of work required to 
operate the speed monitoring system, ALTUMINT and CLIENT will re-evaluate the pricing in 
Schedule A six months after the go-live date and adjust as appropriate. 
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Town of Lake Hamilton 
Town Council 

Agenda Summary Report 

TO:  Mayor, Town Council, Town Attorney, Town Administrator 

FROM: Chris Kirby, Town Planner 

AGENDA ITEM: Ordinance 0-23-14   Group 9 Detour Road Annexation 

DATE: September 25, 2023 

SUMMARY:          1st reading of Ordinance 0-23-14 is an annexation advertised as Group 9 

Detour Road consisting of multiple parcels totaling 630 acres. 

ATTORNY REVIEW: YES: NO: N/A:   

FINANCIAL IMPACT: YES: NO: If Yes, Please Explain: 

RECOMMENDATION:      Staff has reviewed and subsequently recommends approving 

Ordinance 0-23-14 for the 1st reading of the Group 9 Detour Road annexation. 

ATTACHMENTS:     a) Public Notice 

b) Ordinance 0-23-14 with Exhibit A
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ORDINANCE O-23-14 

AN ORDINANCE OF THE TOWN COUNCIL OF THE TOWN OF 
LAKE HAMILTON EXTENDING THE CORPORATE LIMITS OF 
THE TOWN SO AS TO INCLUDE ADDITIONAL TERRITORY 
LYING CONTIGUOUS AND ADJACENT TO THE PRESENT 
BOUNDARIES OF THE TOWN OF LAKE HAMILTION, 
FLORIDA; DESCRIBING SAID ADDITONAL TERRITORY; 
REPEALING ALL ORDINANCES IN CONFLICT HEREWITH 
AND PROVIDING FOR APPLICABILITY; PROVIDING FOR 
SEVERABILITY; AND PROVIDING AN EFFECTIVE DATE.  
THE PROPERTY LOCATION IS 1,800 FEET EAST OF DETOUR 
ROAD ON THE NORTH AND SOUTH SIDE OF KOKOMO 
ROAD, 1,300 FEET EAST OF DETOUR ROAD ON THE NORTH 
SIDE OF LAKE HATCHINEHA ROAD CONTAINING 626.82 
ACRES. 

WHEREAS, a petition integrate territory into the Town of Lake Hamilton has been filed 
requesting the Town to extend its corporate limits to include certain property herein described; 
and 

WHEREAS, the Town of Lake Hamilton deems it expedient and practical to incorporate 
said territory as the same is in conformity with overall plans for extending boundaries of the 
Town; and welfare, and 

WHEREAS, the property herein described is contiguous and adjacent to the corporate 
limits of the Town of Lake Hamilton, and the property will become a part of the unified 
corporate area with respect municipal services and benefits. 

NOW THEREFORE BE IT ENACTED BY THE TOWN COUNCIL OF THE 
TOWN OF LAKE HAMILTON, FLORIDA, AS FOLLOWS: 

SECTION 1 

That the Town Council of the Town of Lake Hamilton does hereby annex into the 
corporate limits of the Town of Lake Hamilton, Florida, 35 parcels owned by the GLK 
Real Estate, LLC and consisting of a total of 626.82 acres, described as follows: 

Parcel Number: 272815-822500-000010, 272815-000000-042010, 272815-000000-
041010, 272815-000000-031020, 272815-000000-031020, 272815-000000-031040, 
272815-000000-042050, 272815-000000-042020, 272814-000000-023150, 272815-
000000-021010, 272815-000000-021020, 272815-000000-011010,  

272815-000000-021030, 272815-000000-021030, 272815-000000-042020, 272815-
000000-042020, 272815-000000-024020, 272815-000000-024030, 272815-000000-
041020, 272815-000000-041030, 272815-000000-034000, 272815-000000-022010, 
272815-000000-011020, 272815-000000-013040, 272815-000000-013050, 272815-
000000-014010, 272815-000000-014020, 272815-000000-032010, 272815-000000-
032020, 272815-000000-032030, 272810-000000-024010, 272814-000000-033020, 
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272815-000000-013060, 272815-000000-012030, 272815-000000-013010, 272815-
000000-031010 

Section 22, Township 28 South, Range 15 East, Polk County, Florida. 

The town boundaries of the Town of Lake Hamilton are hereby redefined to include 

the parcels of land described above and in accordance with Exhibit “A” hereto attached 

and made a part of the Ordinance. 

SECTION 2. CODIFICATION 

The provisions of this Ordinance shall not be codified, but the Annexed Property shall 
be incorporated and included in all appropriate maps of the Town Limits of the Town 
of Lake Hamilton, Florida, by the Town Administrator, and the Town Administrator 
is hereby directed to take any and all appropriate actions relative to land use planning 
pertaining to the Annexed Property pursuant to this Ordinance. 

SECTION 3.  CONFLICTS 

If the event of a conflict with any other Town ordinances or part of ordinances, the 
provisions of this Ordinance shall control.  

SECTION  4.  SEVERABILITY 
If any section, subsection, sentence, clause, phrase, word or other part of this Chapter 
is for any reason declared unconstitutional or invalid by any court of competent 
jurisdiction, such part shall be deemed separate, distinct and independent and the 
remainder of this Chapter shall continue in full force and effect.  

SECTION  5.  EFFECTIVE DATE  
This ordinance shall take effect as provided by state law within (10) days of adoption.  

INTRODUCED AND PASSED on first reading by the Town Council of the Town of Lake 

Hamilton, Florida, meeting in regular session this 3rd day of October 2023.  

PASSED AND ADOPTED on second reading by the Town Council of the Town of Lake 

Hamilton, Florida, meeting in regular session this 7th day of November 2023. 

TOWN OF LAKE HAMILTON, FLORIDA 

           MICHAEL KEHOE, MAYOR 
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ATTEST: 

________________________________________ 
BRITTNEY SANDOVAL SOTO, TOWN CLERK 

Approved as to form: 

________________________________________ 
HEATHER MAXWELL, TOWN ATTORNEY 

Record of Vote Yes No 
Roberson 
Tomlinson 
Slavens 
Wagner
Kehoe 
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EXHIBIT A 

Group 9 Annexation 
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Town of Lake Hamilton 

Personnel Policy Handbook 

Revised & Effective as of 
August 2023 
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SECTION 1. GENERAL PROVISIONS 

  
1.01 Purpose 
A.  The purpose of these Personnel Policies is to provide a general guide for the personnel 

administration of the Town of Lake Hamilton. 
 
B. It is the intent of these policies to assure fair treatment of all of the Town’s employees 

in all aspects of personnel administration. These policies shall be carried out without 
regard to an employee's political affiliation, race, color, creed, national origin, religion, 
marital status, handicap, age or gender and with proper regard for an employee's 
privacy and rights as a citizen. 

 
C. Employees shall have the right to form, join, and participate in, or to refrain from 

forming, joining or participating in any employee organization of their own choosing in 
accordance with State law. 

 
1.02 Positions Covered 
A. Unless otherwise specified to the contrary, these Personnel Policies cover all Town 

employees. Except for the terms and conditions specified in Section 3. Standards of 
Conduct, persons occupying the positions of Mayor and Vice Mayor, Board and 
Council Member, Town Attorney, and seasonal, temporary, volunteer and reserve 
positions, are not governed nor are they covered by the provisions and procedures 
contained within these Personnel Policies. 

 
B. Department Directors are covered by all provisions of these Personnel Policies except 

overtime, compensation rules and procedures. 
  
C. The Town Council may authorize extending the benefits of the Career Service or may 

authorize filling any positions in the manner in which positions in the Career Service are 
filled. 

 
D. Personnel employed under the provisions of government programs or grants approved 

by the Town Council or the Town Administrator shall be considered as non-covered 
positions. Methods of appointment, rights and benefits will be determined by the Town 
Administrator, unless otherwise specified by the governmental agreement. 

 
1.03 Administration 
A. The Town Administrator shall be responsible for the administration and direction of the 

Town's personnel program. 
 
B. Department Directors will be responsible for the proper and effective administration of 

these personnel policies within their respective departments. Routine matters 
pertaining to enforcement may be delegated. 

 
C. The Town retains all management rights including, but not limited to, the following: 
 

1) To determine the organization of the Town. 
 

2) To determine the purpose of each of its departments. 
 

3) To exercise control and discretion over the organization and efficiency of operations. 
 

4) To set standards for services to be offered to the public. 
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5) To manage and direct the employees of the Town and to determine the number of 
personnel to be employed. 

 
6) To hire, examine, classify, promote, train, transfer, assign, schedule and retain 

employees. 
 

7) To suspend, demote, discharge or take other disciplinary action against 
employees. 

 
8) To increase, reduce, change, modify or alter the composition and size of the work 

force, including the right to relieve employees from duties because of lack of work, 
lack of funds or other reasons. 

 
9) To determine the location, methods, means and personnel by which operations are 

to be conducted including the right to contract and sub- contract existing and future 
work. 

 
10) To establish, change or modify the number, types and grades of positions or 

employees assigned to an organization, unit, department, division or project. 
 

11) To establish, change or modify duties, tasks, responsibilities or requirements within 
job descriptions in the interest of efficiency, economy, technological change or 
operating requirements. 

 
12) To require all employees to have periodic physical examinations, which may 

include psychological, drug and controlled substance testing, etc., at the Town's 
expense. 

 
1.04 At-Will Employment 
A. All Town of Lake Hamilton employees are at-will employees. Said employees have the 

right to resign employment with the Town at any time, with or without cause, and with 
or without warning/notice. Additionally, the Town of Lake Hamilton may, with or without 
cause, and with or without notice terminate one’s employment with the Town as long 
as the Town does not violate any applicable federal or state law. 

 
B. This handbook is not a contract or legal document, nor is it an invitation to contract. 

The at-will nature of employment with the Town may only be modified in writing, and 
signed by the employee or their representative and an authorized Town of Lake 
Hamilton representative. The provisions in the handbook have been developed at the 
discretion of management and, except for the policy of employment-at-will, may be 
amended or canceled at any time, at the sole discretion of the Town. 

 
1.05 Amendments 
A. The Town Administrator shall present to the Town Council rules, regulations and 

changes as necessary for the administration of the personnel system. 
 
B. Amendment, changes or revisions of the Personnel Policies as approved by the Town 

Council shall be distributed to all Town employees. 
 
1.06 Department Policies 
A. Department operating policies and procedures serve as supplements to these policies. 

In the event of conflict in any section, the Town Personnel Policies shall prevail. 
 
B. Department policies and procedures will be in writing and approved by the Town 

Administrator or designee for conformance to the Personnel Policies. 
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SECTION 2. DEFINITION OF TERMS 
 
Active Pay Status – authorized paid leaves, holiday or time worked. 
 
Anniversary Date – the date on which an employee begins employment and the same date in 
following years. This also is the date from which vacations and sick leave are computed. 
 
Applicant – individual who has completed and submitted an application for employment with 
the Town. 
 
Appeal – an application for review of a disciplinary action submitted by an employee. 
 
Appointment – offer and acceptance by a person to a position either as a full-time, part-time, 
temporary, seasonal, or internship employee. 
 
Career Service Employee – a full-time employee who has successfully completed an initial 
probationary period. A Career Service Employee is subject to and receives all benefits and 
rights as provided by the Personnel Policies. 
 
Chronically – is considered three (3) occurrences within a ninety (90) day period. 
 
Class – group of positions that are sufficiently alike in general duties and responsibilities to 
warrant the use of the same title, class descriptions and pay range. 
 
Class Description – written description of a class consisting of a class title, a general 
statement of the major function of work, illustrative duties and the qualifications for the class. 
 
Class Title – title in the classification plan that describes the general nature of work of the 
position. 
 
Classification – grouping positions in classes. 
 
Classification Date – date an employee entered, transferred, or was promoted to the current 
position. This is the date from which length of service in classification is computed for 
determination of probationary periods. 
 
Classification Plan – official system of grouping positions into classes. 
 
Compensation – the standard rates of pay which have been established for the respective 
classes of work, as set forth in the compensation plan. 
 
Compensation Plan – the official schedule of pay assigning rates of pay to each class title. 
 
Compensatory Time – an arrangement by which eligible employees are entitled to time off 
in lieu of overtime pay. 
 
Continuous Service – employment which is uninterrupted except for authorized leaves of 
absence, suspension or separation due to reduction in work force. Authorized paid leaves of 
absence are included as part of continuous service. 
 
Demotion – assignment of an employee from one class to another which has a lower 
maximum rate of pay. 
 
Department Director – refers to the employee who oversees a specific department, unless 
otherwise indicated. 
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Dismissal/Discharge – the involuntary separation of an employee from the Town for cause. 
 
Electronic Messaging Device (EMD) – includes all town of Lake Hamilton personal 
computers, electronic mail systems (e-mail), voice mail systems, paging systems, electronic 
bulletin boards, Internet service providers, fax machines, laptop or mobile computing terminals 
(MCT) and any part of the Town’s computer network. EMD devices are designed and intended 
for conducting business of this organization and are restricted to that purpose. 
 
Employee – an individual who regularly works for the Town on a non-exempt or exempt 
status. 
 
Exempt Status – employees who are in an exempt status category under the Fair Labor 
Standards Act and are not eligible for overtime pay. 
 
Grade – designation for a job classification in the pay plan. 
 
Habitually – occurring three (3) times within a ninety (90) day period. 
 
Furlough – a temporary reduction of work hours and/or workweek. 
 
Immediate Family- includes spouse, children, step-children, parent, step-parents, 
grandmother, grandfather, step-grandmother, step-grandfather, brother, sister, step-siblings, 
half-siblings, father-in-law, mother- in-law, son-in-law, daughter-in-law, legal guardian or any 
relative living in the same household (this definition is for purposes of Sick Leave and Funeral 
Leave only). 
   
Insubordination – the unwillingness on the part of an employee to submit to the authority 
vested in supervisors, Department Directors and the Town Administrator as outlined in the 
Personnel Policies. 
 
Leave – approved type of absence from work as provided by these policies. 
 
May – the word "may" shall be interpreted as permissive. 
 
Evaluation – a report relative to the job performance of employees made by the supervisor. 
 
Pay Increase – increase established in the pay plan which may be granted to an employee 
based on job performance. 
 
Non-Covered Position – employees and positions which are exempt from specific provisions 
of the Personnel Policies, including the Career Service employment appeal provisions. 
 
Non-Exempt Status – An employee who is eligible to receive overtime pay pursuant to the 
Fair Labor Standards Act. 
 
Overtime – time worked in excess of the regularly scheduled work periods for those persons 
not working on an exempt basis. 
 
Pay Range – salary which is assigned to a classification title, expressed as a pay range 
number. 
 
Position – groups of duties and responsibilities assigned and budgeted requiring the full- time 
or part-time employment of one (1) person. 
 
Probationary Employee – full time employee serving a trial period prior to regular 
appointment in that position. 
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Probationary Period – period of time provided to allow the Department Director an 
opportunity to evaluate an employees' performance and to decide whether or not the 
employee is to be retained. 
 
Promotion – assignment of an employee from one class to another which has a higher 
maximum rate of pay. 
 
Reduction in Force (Layoff) – reduction of the number of employees due to the lack of funds, 
shortage of work, the abolition of a position or other causes which do not reflect discredit on 
the service of the employees. 
 
Relative – father, mother, son, daughter, brother, sister, grandmother, grandfather, uncle, 
aunt, first cousin, nephew, niece, husband, wife, father-in-law, mother-in-law, son-in-law, 
daughter-in-law, brother-in- law, sister-in-law, stepfather, stepmother, stepson, stepdaughter, 
stepbrother, stepsister, step grandmother, step grandfather  half-brother, half-sister (State 
Statute definition). 
 
Resignation – act of voluntarily withdrawing from Town employment. 
 
Retirement – the action or fact of leaving one's job and ceasing to work. 
 
Sexual Harassment – unwelcome sexual advances of whatever nature, requests for sexual 
favors or other verbal or physical conduct of a sexual nature. 
 
Shall/Will – these terms are interpreted as being mandatory. 
 
Step – series of pay progressions within a grade. 
 
Supervisor/Manager – refers to the immediate supervisor/manager of an employee, unless 
otherwise indicated. 
 
Suspension – relief from work without pay under the Personnel Policies by their Department 
Director or other supervisor authorized to enforce disciplinary action. 
 
Time Worked   leave all work requested, suffered, permitted or allowed within the hours an 
employee is authorized or required, known or reasonably believed by the Town to be on duty 
at a Town facility or at a prescribed work place. Time worked includes travel time, training and 
meeting time, wait time, on-call time, preparatory and concluding time and must be equal to 
or greater than fifteen (15) minutes. 
 
Trainee – an appointed employee undergoing a training period to learn the job duties or to 
attain education or certification. 
 
Transfer – action in which the employee moves from one budgeted position to another with no 
resulting title change, or if a title change does take place, there is no change in the pay range. 
 
Work Day – scheduled number of hours an employee is required to work per day. 
 
Work Schedule – the normal scheduled day or days assigned to an employee by the 
Department Director or any other schedule approved by the Town Administrator. 
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SECTION 3. STANDARDS OF CONDUCT 
 

3.01 General Policy 
A.  It is the intent of the Town to have a mutually beneficial relationship with each 

employee. Employees are encouraged to develop skills and seek formal training that 
will enhance their personal development and add to the overall expertise of the 
organization.  

 
B.   The Town of Lake Hamilton has established a system of personnel management to 

assist in providing superior service to the community. 
 
C.  The Town advocates the concept that the quality of public service can reach maximum 

efficiency through a Personnel Management System based on merit principles. 
 
D.  It is the policy of the Town to expect compliance from employees with all Personnel 

Policies, state statutes and federal regulations in the performance of duties. An 
employee who violates any of the Personnel Policies shall be subject to disciplinary 
action. 

 
E.   An employee of the Town of Lake Hamilton represents  the  Town  in  all  his/ her  

dealings  with  the  public.  Being a representative involves a degree of duty and 
obligation regarding public and private conduct which is not common to other classes 
of employees. A Town employee’s appearance, attitude, and behavior all announce to 
our customers, both internal and external, what may be expected from the Town's 
government. 

 
3.02 Equal Employment Opportunity 
A.   The Town is firmly committed to equal employment opportunity and does not 

discriminate in any employment-related decisions on the basis of race, color, religion, 
national origin, gender, age, handicap or marital status, sexual orientation, gender 
identity, and genetic information.  

 
B.   Any complaint of violation of the equal opportunity policy may be handled through the 

grievance procedure refer to Section 12.     
 
C.   Handicapped persons will be given full consideration for employment in all 

departments. 
 
3.03 Smoke-Free Workplace 
A.   The Town is committed to a smoke-free workplace and prohibits smoking at all Town 

buildings unless otherwise stated by law.   
 
3.04 Harassment/Sexual Harassment 
A.   The Town shares a common belief that each employee should be able to work in an 

environment free of discrimination, and any form of harassment, based on race, color, 
religion, age, gender, pregnancy, national origin, handicap or marital status, sexual 
orientation, gender identity, and genetic information.   

 
B.   To help ensure that no Town employee feels that they are being subjected to 

harassment and in order to create a comfortable work environment, the Town prohibits 
any offensive physical, written or spoken conduct, including conduct of a sexual nature. 
Some examples include: 

 
1) Unwelcome or unwanted advances, including sexual advances. 
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2) Unwelcome requests or demands for favors, including sexual favors. 
 

3) Verbal or visual abuse or kidding that is oriented toward a prohibited form of 
harassment, including that which is sex-oriented and considered unwelcome. 

 
4) Any type of sexually oriented conduct or other prohibited form of harassment that 

would unreasonably interfere with work performance. 
 

5) Creating a work environment that is intimidating, hostile, abusive or offensive 
because of unwelcomed or unwanted conversations, suggestions, requests, 
demands, physical contact or attentions, whether sexually oriented or other 
prohibited form of harassment. 

 
C. Normal, courteous, mutually respectful, pleasant, non-coercive interactions between 

employees, including men and women, that are acceptable to both parties are not 
considered to be harassment, including sexual harassment. 

 
D. If an employee believes that he/she is being subjected to any of  these forms of 

harassment, or believes that he/she is being discriminated against because other 
employees are receiving favored treatment in exchange, for example, sexual 
favors, he/she must bring this to the attention of his/her supervisor. The very nature 
of harassment makes it virtually impossible to detect unless the person being 
harassed registers his/her discontent with the appropriate department’s 
representative. If the employee feels that the supervisor cannot resolve the problem, 
or should the supervisor be the subject of the complaint, then the employee may 
register his/her discontent with another supervisor or he/she may seek a higher - level 
authority that he/she believes would be appropriate. 

 
E. A record of the complaint and the findings will become a part of the file and will be 

maintained separately from the employee's personnel file. 
 
F. It is understood that any person elected to utilize this complaint resolution procedure 

will be treated courteously, the problem handled swiftly and confidentially, and the 
registering of a complaint will in no way be used against the employee, nor will it have 
an adverse impact on the individual's employment status. 

 
3.05 Workplace Violence 
A.   The Town of Lake Hamilton is committed to maintaining a safe environment for all staff 

and citizens and will not tolerate any form of workplace violence committed by or 
against persons on our premises. Any observed or reported form of workplace violence 
will be taken seriously and thoroughly investigated. Any confirmed offender will be 
dealt with severely according to disciplinary guidelines and established law 
enforcement procedures. 

 
1) Work place violence includes, but is not limited to, the following: 

 
a. harassment 
b. stalking 
c. physical violence 
d. use of weapons of any kind 
e. direct or implied threat of physical violence towards any member of the staff, 

citizens, visitors or any other persons on the premises of the Town of Lake 
Hamilton. 

 
2) This below list of behaviors, while not inclusive, provides examples of conduct that 
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is prohibited by this policy: 
 

a. causing physical injury to another person; 
b. making threatening remarks; 
c. aggressive or hostile behavior that creates a reasonable fear of injury to 

another person or subjects another individual to emotion distress; 
d. intentionally damaging employer property or property of another employee; 
e. committing acts motivated by, or related to sexual harassment or domestic 

violence; 
f. acts of violence toward co-workers outside the workplace: 

 
3) Any potentially dangerous situation must be reported immediately to a supervisor 

or manager, the Lake Hamilton Police Department and Human Resources. 
Reports or incidents warranting confidentiality will be handled appropriately and 
confidentiality will be maintained to the farthest extent. All supervisors, managers 
and/or Department Directors are required to report any claim or suspicion of any 
workplace violence type behavior to Human Resources. 

 
3.06 Conflict of Interest 
A.  Employees who may be in a position to influence actions and decisions regarding the   

Town's administration shall refrain from relationships which may adversely affect the 
exercise of their independent judgment in dealing with suppliers. 

 
B.   An outside personal economic relationship which affords present or future financial 

benefits to an employee, his/her family or individuals with whom he/she has business 
or financial ties may be a conflict of interest requiring evaluation by the Town 
Administrator. 

 
C.   An employee having an outside personal economic relationship under the conditions 

specified above shall file a sworn statement to this effect with the Town Administrator. 
 
D.  If the employee is in doubt as to whether a conflict of interest exists, it is that employee's 

responsibility to seek clarification from the Town Administrator. 
 
E.   The Town Administrator shall determine whether a relationship could cause a potential 

conflict of interest. 
 
F.   It is improper for any employee to use his/her position with the Town to obtain or 

attempt to obtain any special preferences, privileges or exemptions for himself/herself 
or for others. 

 
G.  No employee shall disclose information gained by reason of his/her official position, 

nor shall the employee use such information for personal gain or benefit. 
 
3.07 Political Activity 
A.   Employees MAY: (limited to non-working hours) 
 

1) Register and vote as they choose. 
 

2) Assist in voter registration drives. 
 

3) Express their opinion about candidates and issues. 
 

4) Contribute money to a political organization or attend political fund- raising 
functions. 
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5) Wear or display political badges. 

 
6) Attend political rallies and meetings. 

 
7) Join a political club or party. 

 
8) Sign nominating petitions. 

 
9) Campaign for/against referendum questions, constitutional amendments, 

etc. 
 

10) Become a candidate for an elective political office. 
 

11) The employee may use vacation and/or unpaid leave, or work after duty 
hours during a campaign other than one for a Town office. 

 
12) Any employee who wishes to accept or seek election to a Town office shall 

resign from Town employment upon formal declaration of candidacy. 
 

13) An employee wishing to qualify for any other elective office shall submit 
written notification to the Town Administrator, who will determine whether 
a conflict of interest exists. Should the employee win such election, and a 
conflict of interest was determined, he/she will resign from the employment 
effective on the date of election. Should the employee lose the election, 
he/she will be permitted to retain his/her employment. 

 
B.  Employees MAY NOT: 
 

1)   Use official authority or influence for the purpose of interfering with an election 
or nomination for office, coercing or influencing another person's vote or 
affecting the result thereof. 

 
2)  Directly or indirectly coerce, attempt to coerce, command or advise a  

State or local officer or employee to pay, lend or contribute anything of value to 
a party or candidate. 

 
3)  Interfere in any other way with the personal right of any officer or employee. 

 
3.08 Employment of Relatives 
A.  In order to encourage a diverse and representative work force and to avoid the risks 

of conflicts between family obligations, family loyalties and Town business, the Town 
discourages but does not automatically prohibit members of the same family from 
working for the Town. 

 
B. Each situation involving employment of a family member must be reviewed on its own 

merits. As a general guideline, however, employees should know that the Town will 
not allow the employment of a family member in any situation where a conflict of 
interest exists or where there is a substantial likelihood that a conflict of interest will 
arise; including but not limited to such things as: 

 
1) Relative working under the direct supervision of another. 

 
2) One relative being responsible for the job merit evaluation of another. 
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3) One relative being directly involved in job actions with regard to another. 
 

4) One relative is subject to learning confidential information about the other. 
 

5) The relationship creates friction among co-workers or other Town employees, 
adversely affecting Town operations. 

 
6) Or where one relative involves himself/herself in the work related problems of the 

other. 
 

7) It is the obligation of all affected employees to immediately advise the Town 
Administrator if a change in his/her situation occurs or is anticipated which will 
result in his/her becoming related to another employee so that the effect, if any, of 
the relationship to and on Town operations may be fully evaluated and appropriate 
action taken. 

 
8) Family members under this section shall include any relative as defined in Section 

2, Definition of Terms. 
 
3.09 Outside Employment 
A. Employees are discouraged but not restricted from engaging in other employment 

during their off-duty hours. However, Town employment shall be considered their 
primary employment. No employee may engage in outside employment which would 
interfere with the interest of the Town. 

 
B. Any employee desiring to pursue outside employment shall request approval from their 

Department Director. 
 
C. The Department Director may reject the request if it is deemed to affect Town 

employment. Any notice to engage in outside employment previously granted under 
these Personnel Policies may be canceled or terminated at any time by the Town upon 
giving sufficient written notice to the employee concerned. 

 
C. Employees sustaining injuries while engaged in outside employment are ineligible to 

receive benefits under Town Worker's Compensation as a result of a disability due to 
outside employment. 

 
D. Equipment, facilities, vehicles or property of the Town shall not be used by employees 

for outside employment. 
 
3.10 Release of Information 
A. It is the intent of the Town to ensure that all information released is true and accurate. 

Unless release of information is a normal part of their job duties, an employee shall 
direct such inquiry to the Town Clerk who is the records custodian of the Town. 

 
B. Information concerning subjects under discussion or consideration often change in 

content and meaning before becoming an accomplished fact. 
 
C. All employees shall be courteous, friendly and helpful at all times to those members of 

the public who seek information. 
 
3.11 Solicitation and Distribution 
A. Employee contributions to charitable organizations are voluntary. Coercion of an 

employee to make contributions will not be permitted. 
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B. Employees are prohibited from conducting or promoting private business for gain 
during duty hours or within any Town facility. 

 
C. Employees are prohibited from soliciting any other Town employee on behalf of any 

labor unions, labor organization or employee organizations during the working hours 
of any employee subject to the solicitation. (see Section 447.509, Florida Statutes)  

 
D. Distribution of literature for Town sanctioned programs such as recreational activities 

is not restricted by this policy. 
 
3.12 Employee Debts 
A.   An employee's financial transactions are the employee's personal affair. The Town will 

not act as a collection agent. However, should complaints concerning an employee's 
failure to meet financial obligations result in interference with the employee's job 
performance or occasional loss of time and effort on the part of other Town employees, 
the employee concerned shall be informed. Should the condition continue, the 
employee may be subject to disciplinary action. 

 
3.13 Use of City Property 
A.  Employees shall not use Town property, equipment or vehicles except in the 

performance of official duty, nor shall they permit its use by an unauthorized person, 
either on or off duty, except as authorized by the Town in writing.  

 
3.14 Use of City Vehicles 
A. Employees may be allowed to use vehicles to go to and from work and for valid    

educational purposes with the permission of the Town Administrator or the Town 
Administrator’s designee. 

 
B. Employees are required to obey all traffic regulations while in a Town vehicle and will 

be responsible for any traffic citations or red light camera fines. 
 
C There shall be no use of cell phones or laptop computers while the vehicle is in motion. 
 
D.  Use of the Town vehicle for personal reasons is prohibited, unless authorized by a 

Department Director or the Town Administrator for reasons beneficial to the Town. 
 
E. Non-Town employees are not authorized to ride in a Town vehicle, unless on official 

Town business with authorization from the Town Administrator. Police and Fire 
Fighters, Town advisory members, and normally scheduled volunteers are authorized 
if approved by the Department Director. 

 
F. The employee assigned to the vehicle shall be responsible for the appearance and 

maintenance of the vehicle. 
 
3.15 Dress and Appearance 
A. Employees’ personal appearance and hygiene are important to both employees and 

the Town.  Employees are expected to maintain a good personal appearance and to 
give consideration to neatness and cleanliness.  Employees should always dress in a 
manner befitting the job, with due consideration to the needs of the Town, other 
employees, and safety. 

 
B. An employee’s clothing should always uphold customary acceptable attire for the 

workplace, an office, and meeting with customers, clients, and the public. Clothing that 
is not allowed to be worn by employees while working includes, but is not limited to, 
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the following:  
 

1) Tattered jeans or shorts 
 

2) Shirts with language or graphics that are vulgar, sexually explicit, or may otherwise 
be offensive slogans, graphic illustrations, or other references to alcohol or tobacco 
products, any form of gambling 

 
3) Attire that is revealing, tight or provocative 

 
4) Flip-flops or any type of loose footwear 

 
5) Sweat suits 

 
6) Body piercings and/or tattoos that have slogans or images that are demeaning or 

feature profanity or other messages, that are distracting; that do not promote or 
enhance a safe and productive workplace 

 
C.  Such standards shall be based on the type of work performed by the employees, the 

physical work environment and the extent of public contact required by the job. Work 
clothes and uniforms provided for many departments generally set the standard for 
their functions. 

 
D.  Town Logo shirts are appropriate for both field and office staff. 
 
E. Those employees furnished uniforms and shoes will be required to wear them 

correctly. Those who wear hats will wear only Town approved hats. 
 

1) Employees issued uniforms are required to return all uniforms upon severance of 
employment with the Town of Lake Hamilton. Cost of uniforms not returned will be 
deducted from the employees final pay check.  

 
F.  Employees that do not adhere to these guidelines could be sent home without pay. 
 
3.16 Personal Business 
A. Conducting personal business while on official duty should be kept to a minimum. If it 

is necessary for the employee to make telephone calls or meet with persons not 
employed by the Town, the discussions should be held during breaks or meal period. 
Exceptions will be allowed only in cases of an emergency. 

 
3.17 Acceptance of Gifts 
A. Employees shall not accept anything of value, including a gift, loan, reward, promise of 

future employment or services that: 
 

1) Would cause a reasonably prudent person to be influenced in the discharge of 
official duties; or 

 
2) Are based upon any understanding that the judgment of the employee in carrying 

out his/her employment responsibilities would be influenced thereby. (see Section 
112.313(2), Florida Statutes) 

 
3.18 Electronic Communications 
A. It is the intent of the Town of Lake Hamilton to provide Electronic Communication 

Devices (ECD) to employees who have a demonstrated need. While using the ECD, it 
is understood that the employee is representing the Town at all times, and will use the 

056



18 
 

ECD professionally, productively and responsibly. Employees will follow the generally 
accepted rules of network etiquette and adhere to the following requirements: 

 
1) ECD is for Town business purposes only. The ECD will not be used in any way that 

could disrupt the productivity of the Town or the use of the Town’s computer 
network. Personal use, other than for pre- approved educational purposes, is not 
allowed. Downloading, viewing or interaction with sexually explicit or pornographic 
sites is strictly forbidden. Access to chat groups or bulletin boards, unless for a 
direct business purpose, is prohibited. 

 
2) Using Town owned ECD for texting is allowed, however if the contents of the 

message is work related or deemed to be public record then it must be forwarded 
to the recipient’s Town email address in order for it to be archived. If there are any 
problems forwarding the text message, contact the IT Department for assistance. 

 
3) Illegal activities are forbidden. Employees do not maintain any right to privacy in 

Town owned) (ECD) equipment or its contents, including personally owned 
software. 

 
4) Employees shall not download or install on their ECD any file (e.g., sound and 

video files, files attached to e-mail messages), software or other materials from the 
Internet or other external sources without taking prescribed steps to preclude 
infection by computer viruses. 

 
5) Transmission of electronic messages and information on communications media 

provided for Town employees shall be treated with the same degree of propriety 
and professionalism as official written correspondence. All electronic messages 
and information on Town communications media are subject to the statutory 
restrictions as provided in the public records laws of the State of Florida. 

 
6) Use of personal Internet access accounts, software or providers on Town 

electronic Messaging Device(s) is (are) prohibited. Employees may use only 
assigned access Internet service accounts. To avoid breaches of security, 
employees shall log off any ECD which has access to the agency’s computer 
network, electronic mail system, the Internet or sensitive information whenever they 
leave their workstation. 

 
7) Use of a Personal Identification Number (PIN) or other form of lock on a Town 

owned mobile device must be provided to the IT Department. No lock may be used 
that is unknown to the Town. 

 
8) Attempts to subvert Internet security to impair functionality of the Internet or to 

bypass restrictions set by the Town is strictly forbidden. 
 

9) Employees shall observe the copyright and licensing restrictions of all software 
applications and shall not copy software from internal or external sources unless 
legally authorized. 

 
10) Violation of this policy will result in disciplinary action as provided in Section 11, 

Disciplinary Action. 
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SECTION 4. EMPLOYMENT POLICIES 
 
4.01 Appointing Authority 
A.  Town Administrator has the authority of appointment and removal of subordinate 

positions. Such authority may be delegated to a Department Director. 
 
4.02 Position Control 
A. All positions in the Town are established and maintained through a personnel budget 

each fiscal year. The establishment of new or additional positions can be authorized 
by the Town Council subject to adequate justification on need and availability of funds. 

 
4.03 Types of Appointments 
A. Full-Time – Employees who are required to work the full amount of hours in a week that 

are scheduled for employees of the division. Employees in this category may be 
eligible to receive full Town benefits, subject to the eligibility requirements and other 
terms of each plan or program as discussed in the benefits section of this handbook. 

 
(a) General Employment – 40 Hrs. Per week 
(b) Police – 42.00 Hrs. Per week 
 

 
B. Part-Time – Employees who work 32 hours or less scheduled hours per week. 

Employees in this category are ineligible for benefits. 
 
C. Temporary – Employees appointed for special projects, grants, programs, or other 

work that is anticipated to be comparatively short or for a definitely limited duration.  
Employees in this category are ineligible for benefits. 

 
D. Seasonal – Employees hired specifically for seasonal work will be laid off at the close 

of the season for which they were appointed. Employees in this category are ineligible 
for benefits. 

 
E. Internships – Programs offered at various educational institutions whereby the Town 

may employ a limited number of students on a part-time basis. Employees in this 
category are ineligible for benefits. 

 
4.04 Application Procedures 
A. When departments submit requests for persons to fill vacancies, the requests shall 

include the title of the position and other pertinent information as may be needed to 
locate qualified applicants. Requests for personnel should be made reasonably far in 
advance of actual need when circumstances permit. 

 
B. Upon being notified of a vacancy, the employee delegated the authority to so notify shall 

prepare a notice and advertisement, where appropriate, outlining the qualifications for 
the position. Jobs will be posted until filled or closed. 

 
C. The Town Administrator, in conjunction with the Department Director concerned, will 

select the best qualified applicant. 
 
D. When a vacancy has been filled, the remaining applications become inactive after three 

(3) months. 
 
E. Employment with the Town shall be based on merit, which includes considerations of 

qualifications such as ability, skill, experience, training and other merit factors. 
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F. As part of the pre-employment procedure, references provided by applicants or 
reference sources may be checked. 

 
4.05 Transfers 
A. An employee may be transferred from a classification in one department to the same 

or equivalent classification in another department. Two (2) weeks’ notice shall be given 
prior to the transfer, unless otherwise agreed upon by both Department Directors. 

 
4.06 Promotions 

A. Employee is promoted when he/she is selected for a higher level position with 
the  Town.           

 
4.07 Demotions 
A. A demotion is the assignment of an employee from one class to another which has a 

lower maximum rate of pay. The Town may demote an employee from one class to 
another which has a lower maximum rate of pay in the following instances: 

 
1) In lieu of lay-off when a position is to be abolished or an employee with prior rights 

returns to the position. 
 

2) In lieu of dismissal when an employee is not performing satisfactorily or when a 
health examination conducted by the Town's approved medical facility discloses 
that the employee is not physically qualified to perform the duties of the position. 

 
3) When an employee fails to perform satisfactorily during the probationary period 

following promotion. 
 

4) The Town shall furnish the employee a written statement containing the reasons 
for the demotion. 

 
4.08 Reinstatements 
A. An employee who has resigned in good standing or whose position has been abolished 

may be rehired, if a vacancy exists, to the same or similar position by the same 
department from which the employee left. 

 
B. An employee may be reinstated at the same pay rate as previously received or may 

revert to a lower rate within the pay range at the discretion of the Town Administrator. 
 
C. For the purposes of pension benefits, the applicable provisions of the retirement plan 

in effect will apply. 
 
4.09 Probationary Period 
A. The probationary or working test period is utilized to observe the new employee's work, 

to secure the most effective adjustment of a new employee to the position and to reject 
any employee whose performance does not meet the required work standards. 

 
B. The employment of a person shall be subject to a one (1) year probationary period. 

The probation shall commence from the initial date of employment. An employee within 
the probationary period may be discharged, without cause, by the Town Administrator 
or by the Department Director for which the employee works. If the employee is not 
discharged before completion of his/her probationary period, the employee shall be 
confirmed in his/her position and shall be a regular employee of the Town. 

 
C. Where the completion of minimal educational requirements or other qualifications are 
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required upon the initial employment of an employee, the probationary period may be 
extended until all of the educational requirements or other qualifications for the position 
have been met. 

 
D. If an employee is promoted to a higher position, his/her promotion shall not be deemed 

regular until he/she has completed and served in such capacity for a probationary 
period of six (6) months following the date of the promotion. If the employee is not 
confirmed in the position to which he/she was promoted, the employee may revert to 
the position held prior to such promotion or equivalent position if one is available. 

 
E. During the probationary period the employee's supervisor will notify the employee if 

their performance is not satisfactory and test period requirements are not being met. 
 
F. If a newly hired probationary employee has been found to be unqualified to perform or 

will not properly perform the duties of the position, the employee shall be dismissed by 
the Department Director at the time of such determination. The Department Director 
must coordinate this action with the Town Administrator and furnish written notice that 
the employee does not have the right of administrative appeal. (See Section 11.05, 
Appeals) 

 
G. If an employee who is serving a probationary period incurred as a result of a promotion 

and is found to be unqualified to perform the duties of the higher position, every effort 
will be made to return the employee to the position and status held immediately prior 
to the promotion. If the employee's former position is filled, the employee may be 
transferred to a vacant position with the same job classification, subject to the approval 
of the Department Director. If no vacant position exists the employee will be 
terminated. 

 
H. A regular employee who accepts a vacant position of equal classification in another 

department will be required to serve a three (3) month probationary period following 
the date of transfer. In the event an employee fails to successfully complete the 
probationary period, every effort will be made to return the employee to the position 
and status held immediately prior to the transfer. If the employee's former position is 
filled, the employee may be transferred to a vacant position with the same job 
classification, subject to the approval of the Department Director. If no vacant position 
exists the employee will be terminated. 

 
4.10 Hours of Work 
A. The Town Administrator, in conjunction with Department Directors, shall establish 

hours of work in accordance with the needs of the Town and the public. 
 
B. Employees working on a shift basis will work the hours as determined by departmental 

policy. 
 
C. Lunch periods will be scheduled at the discretion of the Department Director. 
 
D. A work break, not to exceed fifteen (15) minutes, will be allowed during the first half of 

the work shift and another during the second half. Work breaks must be utilized when 
scheduled and cannot be accumulated or used for early departure from work. Work 
breaks, on rare occasions, can be accumulated during a work day with the approval of 
the Department Director. 

 
E. Non-Exempt employees are prohibited from working off the clock, starting work early, 

finishing work late, working through bona fide meal periods, taking work home or 
performing extra work without the express approval of their supervisor. Such work shall 
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be documented and paid accordingly. Failure to accurately report hours may result in 
disciplinary action up to and including termination. Department Directors may adjust 
work hours during the work week to accomplish the objectives and requirements of the 
department.  

 
F. Exempt Employees – who work one (4) hours in a day will be paid for the entire day. 

The employee must get approval from their direct supervisor.   
 
4.11 Timekeeping 
A. All employees are required to keep a formal record of their time worked. Such records 

will be kept using the method selected by the Human Resources Department to 
document time. 

 
B. Altering, falsifying, tampering with time records, or recording time on another 

employee’s time record may result in disciplinary action, up to and including 
termination of employment.  

 
4.12 Overtime and Compensatory Time 
A. Overtime must always be approved before performed and can be authorized or 

directed only when it is the most practical and economical way of meeting workloads or 
deadlines. 

 
B. Employees will be required to work overtime when necessary unless excused by his/her 

supervisor. 
 
C. Employees in designated non-exempt classifications will be paid overtime in 

accordance with provisions of the Fair Labor Standards Act. However, when working 
under a State or Federal Disaster Declaration, exempt classifications are authorized for 
overtime when eligible for reimbursement by another agency. The duration of such 
overtime authorization and the circumstances under which payment will be made will 
be at the discretion of the Town Administrator. When the subject of overtime 
compensation concerns the Town Administrator, then the Town shall determine the 
authorization of such compensation and the duration of the overtime. 

   
D. Time worked, funeral leave, jury duty, vacation, and annual military leave, will be 

counted as time worked for overtime computations. 
 
4.13 Compensatory Time 
A. Exempt employees are not required to be given compensatory time off however, 

managers may elect to informally track substantially excess hours worked by salaried 
employees. Time off may be granted at a later date at full salary. Compensatory time 
is not to be added to vacation or sick leave hours. 

 
B. Non-exempt employees may be eligible for compensatory time off. If determined to be 

in the best interest of the Town, it must be approved by the Town Administrator on a 
case by case basis. Employees will be paid for all hours worked during each work 
week. 

 
4.14 Attendance 
A. Employees are expected to report for duty at the scheduled time and each Department 

Director shall be responsible for the punctual attendance of all persons in their 
department. If an employee is unable to work for any reason, they must notify the 
Department Director prior to the scheduled reporting time. Repeated or unjustified 
absenteeism or lateness is cause for disciplinary action. 
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B. An unreported absence of one (1) consecutive work day may be considered an 
abandonment of the position and, at the Town Administrator’s discretion, may result in 
termination of employment. 

 
4.15 Performance Evaluations 
A. The Town may utilize a program for rating the work performance of employees. Rules 

and procedures for the merit evaluation system will be contained in the appropriate 
manual. 

 
4.16 Employee Training 
A. The Town may establish and develop educational and training programs for 

employees. The purpose of such programs is to increase operational efficiency and to 
assist employees in preparing themselves for positions of increasing difficulty and 
responsibility. 

 
4.17 Physical Examination/Testing Procedures 
A. The Town may require all employees to have an annual physical examination by a 

doctor drug and controlled substance testing. The cost of the examination will be paid 
by the Town. 

 
4.18 Drug Free Workplace Program 
A. The Town has implemented a Drug Free Workplace Program Policy according to the 

requirements of the Department of Labor and Employment Security, Division of 
Workers Compensation 38F-9 and Section 440.102, Florida Statutes, as amended. 

 
4.19 Restricted Duty Assignment 
A. Occasions will arise when an employee is temporarily unable to perform all of their job 

duties as a result of an injury, illness or other debilitating condition. In order to ensure 
consistency and fairness to all employees, it is necessary to establish guidelines for 
restricted duty assignments. Also, in order to ensure the continued service and 
adequate service delivery for the citizens of Davenport, it is necessary to place a 
limitation upon the duration of restricted duty assignments. 

 
B. Employees whose physical abilities have been temporarily diminished as a result of 

an injury, illness or other debilitating condition (e.g., pregnancy) may, at the discretion 
of the Town Administrator, be assigned to restricted duty. 

 
C.  Qualifications for Restricted Duty 
 

1) In order to qualify for restricted duty, an employee must be certified by the Town’s 
Worker’s Compensation Medical Review Officer and/or a licensed physician to be 
temporarily unable to perform all of their job duties as a result of an injury, illness 
or other debilitating condition. 

 
2) Employees certified for restricted duty must be capable of performing all of the 

tasks associated with an available, restricted duty assignment. 
 
D. Application for Restricted Duty 
 

1) Injuries on the Job – a qualified employee who has been injured on the job may 
request a restricted duty assignment following receipt of Return to Work (with 
restrictions) authorization from the Town’s Worker’s Compensation Medical 
Review Officer and, where necessary, the employee’s personal attending 
physician. 
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a. The Department Director shall have the authority to temporarily assign an 

employee to restricted duty when the injury will require restricted duty for a 
period not to exceed three (3) consecutive work days. 
 

b. If an employee’s injury will require more than three (3) consecutive work 
days of restricted duty, the employee shall submit a Request for Restricted 
Duty Assignment form to their Department Director requesting a restricted 
duty assignment. The form should include a brief description of the injury 
and the prognosis for recovery. A copy of the Return to Work authorization 
from the Town’s Worker’s Compensation Medical Review Officer shall be 
attached. The Department Director shall attach a recommendation for a 
restricted duty assignment to the Request for Restricted Duty Assignment 
form as it is routed through to the Town Administrator. The Town 
Administrator shall have the final authority in deciding whether to approve 
a request for extended, restricted duty. An employee may not return to duty 
until the request is approved by the Town Administrator. 

 
2) Injuries/Illnesses/Conditions Arising Off the Job – a qualified employee who is 

suffering from an injury, illness or condition not arising in the line of duty may 
request a restricted duty assignment. 

 
a. The Department Director shall have the authority to temporarily assign an 

employee to restricted duty when the injury will require restricted duty for a 
period not to exceed three (3) consecutive work days. 

 
b. If an employee’s injury will require more than three (3) consecutive work 

days of restricted duty, the employee shall submit a Request for Restricted 
Duty Assignment form and a memorandum to their Department Director 
requesting a restricted duty assignment. The memorandum should include 
a brief description of the injury and the prognosis for recovery. A copy of 
the Return to Work authorization from the employee’s attending physician 
shall be attached. The Department Director shall attach a recommendation 
for a restricted duty assignment to the memorandum and the Request for 
Restricted Duty Assignment form as it is routed through to the Town 
Administrator. The Town Administrator shall have the final authority in 
deciding whether to approve a request for extended, restricted duty. An 
employee may not return to duty until the request is approved by the Town 
Administrator. 

 
E. Administration 
 

1) The Town Administrator shall consider recommendations from the Department 
Director regarding restricted duty assignments. 

 
2) In some cases, employees may be allowed to continue in their primary assignment 

if the efficiency of the division/department will not be affected (Example: An 
employee normally assigned to administrative duties may be allowed to continue 
in that assignment after knee surgery). 

 
3) Department Directors will be responsible for monitoring employees from their 

department who are assigned to restricted duty. 
 
F.         Periodic Medical Evaluations 
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1) At least every thirty (30) days, or more often when necessary, the Town’s assigned 
Worker’s Compensation Medical Review Officer shall evaluate employees who are 
on restricted duty as a result of an on- the-job injury. 

 
2) At least every thirty (30) days, employees who are on restricted duty as a result of 

an injury, illness or condition not arising in the line of duty shall be evaluated by 
their private attending physician and shall submit a new Request for Restricted 
Duty Assignment form. 

 
G.  Duration of Restricted Duty Assignments 
 

1) Restricted duty is only available on a temporary basis to eligible employees. 
 

2) An employee’s eligibility for restricted duty shall expire six (6) months after the date 
of initial injury or onset of the illness or condition. 

 
3) An employee who is on restricted duty and unable to return to full and unrestricted 

duty after six (6) months from the date of initial injury or onset of the illness or 
condition must take an authorized leave of absence (e.g., worker’s compensation 
leave, sick leave, vacation leave, compensatory time, sick leave bank, leave 
without pay, Family and Medical Leave Act, etc.). 

 
4) An employee who is disabled will be reasonably accommodated as required by the 

Americans with Disabilities Act. 
 
H. Requirements to Remain in Authorized Leave Status 
 

1) Employees who are physically unable to perform their normal job duties and who 
do not receive a restricted duty assignment shall be required to remain in an 
authorized leave status (e.g., worker’s compensation leave, sick leave, vacation 
leave, compensatory time, sick leave bank, leave without pay, Family and Medical 
Leave Act, etc.). 

 
2) Employees whose eligibility for restricted duty has expired and who are still 

physically unable to perform their normal job duties shall be required to remain in 
an authorized leave status (e.g., worker’s compensation leave, sick leave, vacation 
leave, compensatory time, sick leave bank, leave without pay, Family and Medical 
Leave Act, etc.). 

 
3) Employees who are eligible for the participation in the Town’s sick leave bank 

should make application through the Town Administrator’s Office, only upon 
exhaustion of all sick, vacation and compensatory time that has been accrued. (see 
Section 8.07, Sick Leave Sharing program) 

 
4) Failure to remain in authorized leave status may result in termination of 

employment. 
 

I. Restrictions while on Restricted Duty 
 

1) Employees on restricted duty will follow the directives (i.e., work related 
restrictions) of the Town’s Worker’s Compensation Medical Review Officer and/or 
their private attending physician during the entire period of restricted duty eligibility. 
Failure to follow medical restrictions may result in denial of restricted duty. 

 
2) Employees on restricted duty shall be evaluated by the Town’s Worker’s 
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Compensation Medical Review Officer and/or their private attending physician and 
shall submit fitness-for-duty certification before returning to full duty. 

 
J. Management Discretion 
 

1) Restricted duty assignments are provided under the sole discretion of the Town 
Administrator and are available on a temporary basis only. 

 
2) Restricted duty assignments may include changes in work responsibilities, work 

hours, work location, work attire, etc. 
 
4.20 Step Pay Plan  
A. The Town may establish and implement a Step Pay Plan that may be amended by 

Resolution. 
 
4.21 Longevity Pay Plan  
A. All full-time employees who have served as such continuously for six (6) or more full 

years shall receive longevity payments to be paid during the month of December in 
accordance with the following schedule: 

 
Years Served Continuously Amount Earned ($) 
6th through 10th year $60.00 
11th through 15th year $120.00 
16th through 20th year $240.00 
21st year + $480.00 

 
B. If the employee is not at work for sixty (60) consecutive calendar days or longer due 

to being on paid sick leave status, any additional time which he/she is absent will not 
be considered in establishing length of service for determining longevity payments. 
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SECTION 5. PAYROLL 
5.01 Pay Schedule and Direct Deposit  
A. Paychecks are distributed on a bi-weekly (every two weeks) basis, normally on 

Thursday. Employees will be notified if a payday is shifted due to holidays, Town 
closings or other circumstances. 

 
B. We encourage all employees to use direct deposit when available. 
 
5.02 Reporting Pay Discrepancies  
A.  Employees are responsible for reviewing their pay records for accuracy and reporting 

any discrepancies in a timely manner to their manager or the Finance Department. 
 
5.03 Deductions 
A.   We are required by law to deduct Federal Withholding Tax, Social Security from your 

paycheck. Other deductions may include premiums for insurance, retirement plan, 
garnishments, etc. At year end the employee will receive a W-2 form showing your 
total earnings and the amount of taxes withheld. If an employee believes that there 
has been an error in pay please contact the Finance Department for assistance. 
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SECTION 6. HOLIDAYS 
 

6.01 Days Observed 
A.  The following, and any other days which the Town Council may declare, are Town 

holidays. They shall be granted with pay to all eligible employees scheduled to work 
on such days. 

 
New Year's Day January 1 
Martin Luther King Jr. Day Third Monday in January 
Good Friday Friday before Easter (Half Day) 
Memorial Day 
Juneteenth                                                                      

Last Monday in May 
June 19 

Independence Day July 4 
Labor Day First Monday in September 
Veteran's Day November 11 
Thanksgiving Fourth Thursday in November 
Friday after Thanksgiving Fourth Friday in November 
Christmas Eve December 24 
Christmas Day December 25 

 
B.  When a holiday falls on a Saturday, the preceding Friday shall be observed as the 

official holiday for that year. When a holiday falls on a Sunday, the following Monday 
shall be observed as the official holiday. 

 
C. Employees in departments working on a shift basis will receive credit for the holiday on 

the actual date of the holiday. 
 
D. The Town Administrator will determine when any department or operation will be 

closed to observe a holiday. 
 
6.02 Eligibility for Holiday Pay 
A. All full-time employees will receive eight (8) hours off with pay for each of the holidays 

earned. (See Section 6.03, Holiday on Work Day) 
 
B.  An employee must be on Active Pay Status (see Section 2, Definitions of Terms) on 

the regularly scheduled working day immediately prior to a holiday and the regularly 
scheduled working day immediately following a holiday in order to qualify for the 
holiday time. 

 
6.03 Holiday on Work Day 
A.  All full-time employees who work on the holiday will be paid holiday pay [eight (8) hours 

straight time] plus time and one-half (1½) worked time. 
 
B. An employee who is scheduled to work on the holiday and calls in sick will be charged 

with sick leave and will be exempt from receiving holiday pay. 
 
6.04 Holiday on Leave Day 
A.   Holidays which occur during vacation or sick leave shall be charged to holiday leave and 

not to vacation or sick leave. 
 
B. When a holiday falls within a leave without pay absence period, the employee shall not 

be paid for the holiday. 
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SECTION 7. VACATION LEAVE 

7.01 Eligibility and Rate of Earning 
A. Vacation leave is computed on the Town’s employment anniversary date for each

employee.

B. Each full-time non-exempt employee will earn (accrue) vacation leave with pay on the
following basis:

Non-exempt employees 

Amount Accrued per month (hours) 
Years Served 
Continuously 

Weeks Earned 
per Year 

Work Week 
40 hour 42.875 hour 56 hour 

0 through 5th year 2.0 6.67 7.15 9.33 
6th through 10th year 3.0 10.00 10.72 14.00 

11th through 15th year 3.5 11.67 12.51 16.33 
16th through 20th year 4.0 13.33 14.29 18.67 

21st year + 4.5 15.00 16.08 21.00 

C. Each full-time exempt employee will earn (accrue) vacation leave with pay on the
following basis:

Exempt employees 

Years Served 
Continuously 

Weeks Earned 
per Year Amount Accrued per month (hours) 

0 through 5th year 3.0 10.00 
6th through 10th year 3.5 11.67 
11th through 15th year 4.0 13.33 
16th through 20th year 4.5 15.00 

21st year + 5.0 16.66 

7.02 Charging Leave 
A. Vacation leave will be charged in increments of no less than o n e  ( 1 )  hour, and

then followed by a minimum of fifteen (15) minute increments.

B. Holidays which occur during the period selected by the employee for vacation leave
shall be charged against holiday leave and not to vacation leave. (See Section 6.04,
Holiday on Leave Day)

C. Leave may be taken as it is earned on a monthly basis, except that new employees
may not take vacation leave until their first (1st) anniversary date.

7.03 Request for Leave 
A. Supervisors will arrange vacation schedules and re-allocate duties on such a basis as

to cause minimum interference with the normal functions and operations of the
department.

B. The request for vacation shall be submitted to the employee’s supervisor and approved
by the Department Director on approved forms in advance (at least two week notice
when possible) of the date requested.

C. Vacation leave may be used only as earned. In emergency or hardship situations, the
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Town Administrator or Department Director may approve an employee’s request for 
leave in advance of having earned such leave. 

 
D.  One (1) year’s earned vacation leave may be carried forward after an employee’s 

anniversary hire date. However, any earned leave in excess of the past two (2) years’ 
accrual will be forfeited at the anniversary hire date. 

 
E. Director’s request for vacation leave will be presented to the Town Administrator for 
approval. 
 
7.04 Use 
A.  Vacation leave may be granted for the following purposes: 
 

1) Vacation. 
 

2) Absences for transacting personal business which cannot be conducted during off-
duty hours. 

 
3) Religious holidays other than those designated by the Town as official holidays. 

 
4) For uncovered portions of absences due to medical reasons once sick leave has 

been exhausted. 
 

5) Any scheduled absence from work not covered by other types of leave provisions 
established by these policies. 

 
6) For the purposes of vacation, no employee will be allowed to use more than one 

hundred and sixty (160) hours of leave consecutively or be absent from work more 
than four (4) consecutive weeks, whichever is greater. 

 
7.05 Unused Vacation Leave 
A.  When termination occurs following the first (1st) employment anniversary date, 

employees will be compensated for vacation leave accumulated for the near whole 
month employed provided that a minimum of two (2) weeks written notice is provided 
to the Town. 
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SECTION 8. SICK LEAVE 
 

8.01 Eligibility and Rate of Earning 
A. Sick leave is provided as a benefit to employees. This benefit allows employees to 

receive compensation while absent from work on medical leave in accordance with the 
provisions of Section 8.04, Use. Specifically, this benefit is intended to assist the 
employee during extended periods of time that an employee is absent from work on 
medical leave. Each employee will earn sick leave on the following basis: 

 
Work week Amount Accrued per month (hours) 

40 hour 8 
42.00 hour 8.4 

56 hour 12 
 
B.  Sick leave may be taken during the employee's probationary period. However, in the 

event the employee resigns or is otherwise terminated before the end of the 
probationary period, any sick leave taken will be reimbursed to the Town by deduction 
from the employee's final pay. 

 
C.  Sick leave will not be granted in advance of accrual. 
 
8.02 Charging Leave 
A. Sick leave will be charged in half-hour (1/2) minimum increments. 
 
B.  Should a holiday occur during sick leave, the holiday shall be charged to holiday leave. 

(See Section 6.04, Holiday on Leave Day) 
 
8.03 Request for Leave 
A. To receive compensation while absent on medical leave, the employee shall notify 

his/her supervisor or Department Director in accordance with department regulations. 
An employee in a unit operating on a twenty-four (24) hour basis must notify the 
department within a time limit established by the department. This provision may be 
waived by the Department Director if the employee submits evidence that it was 
impossible to give such notification. 

 
B.  The Department Director may request a physician's certificate to verify the illness of 

any employee on sick leave. 
 
C.  An employee who has exhausted sick leave, but must be absent due to a use stated in 

Section 8.04, must use vacation leave for the duration of the use or determined by the 
Town Administrator. 

 
D.  An employee who has exhausted vacation leave, but must be absent due to a use 

stated in Section 7.04, must request Leave without Pay in accordance with the 
provisions of Section 9.07 or the employee may be subject to termination. 

 
8.04 Use 
A.  Sick leave may be granted for the following purposes: 
 

1) Personal injury, pregnancy or illness of the employee. 
 

2) Medical, dental, optical or chiropractic examination or treatment when   it is not 
possible to arrange the appointment during off-duty hours. 
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3) Exposure to contagious disease which would endanger others as determined by a 
physician. 

 
4) Illness of a member of the employee's immediate family which requires the 

personal care and attention by the employee. (see Section 2, Definitions of Terms) 
 
8.05 Accrued Leave 
A.   There is no limit on the amount of sick leave an employee may accrue. 
 
8.06 Unused Sick Leave 
A. Employees separating from employment that have satisfactorily completed their initial 

probationary period and complied with Section 10.02, will be paid at the rate of ½ day’s 
compensation for each day of the accrued sick leave not exceeding a maximum of 200 
hours. 

 
B. If an employee dies, all unused sick leave shall be paid to the employee’s surviving 

spouse, beneficiary or the employee’s estate. 
  
8.07 Sick Leave Sharing Program 
A. Employees who have an extended illness or injury, an instance which require them to 

be absent from work for five (5) or more consecutive days, and who have exhausted 
all sick leave, vacation and personal days may be eligible for Sick Leave Sharing. 
Fellow employees may voluntarily transfer up to an annual maximum of sixteen (16) 
hours, or twenty-four (24) hours for police officers (non-exempt), to that employee’s 
account provided the employee receiving the time is on an approved leave authorized 
by the Town Administrator, and has a zero balance in his/her sick and vacation bank. 
Donations in excess of the specified amount may be requested in writing subject to the 
approval of the Town Administrator. The employee donating sick leave must retain a 
minimum of one hundred-twenty (120) hours in his/her account after the transfer is 
made. Donations must be made in increments of no less than one (1) hour. An 
employee who donates sick time to another employee will not be disqualified from 
being considered eligible for the sick-buyback program. Forms used to transfer sick 
leave must be completed and received by the Human Resources Department in order 
for such time to be transferred and paid. This time is provided only for the employee’s 
personal illness or injury. Donations are used on an as needed basis. If the employee 
returns to work before the donation is used it will not be deducted from the donating 
employee. 

  

071



33 
 

SECTION 9. MISCELLANEOUS LEAVES 
 

9.01 Bereavement Leave 
A. All full-time employees may be granted time off with pay, not to exceed twenty-four 

(24) consecutive working hours in the event of a death in their immediate family (see 
Section 2, Definitions of Terms) or the immediate family of their spouse and upon 
approval of the Department Director.  

 
B. The employee may be required to provide proof of death in the immediate family before 

compensation is approved. 
 
C.  If additional time off is necessary to attend a funeral of an immediate family member, 

vacation leave may be used. 
 
D.  If the employee wishes to attend the funeral of someone outside his/her immediate 

family, vacation leave or leave without pay may be granted. 
 
9.02 Court Leave 
A.  An employee attending court as a witness on behalf of a governmental agency or for 

jury duty during their normal working hours shall receive leave with pay at their regular 
rate for the hours they attend court. 

 
B.  All full-time employees subpoenaed to attend court on behalf of the Town are eligible 

for leave with pay. Those employees who become plaintiffs or defendants in personal 
litigation are not eligible for leave with pay, however, vacation leave or leave without 
pay may be granted. 

 
C.  Employees who attend court for only a portion of a regularly scheduled work day are 

expected to report to their supervisor when excused or released by the court. 
 
D.  Employees required to attend court as stated in Section 9.02 and are on scheduled 

vacation leave may be allowed to take additional leave with pay at a later date for that 
court time. 

 
9.03 Conference Leave 
A.  An employee may be granted leave with pay to attend professional and technical 

institutes, conferences or other meetings which contribute to the effectiveness of the 
employee's service. All such leave and travel expenses will be subject to the approval 
by department according to the Town’s adopted travel policy. 

 
9.04 Military Leave 
A.  An employee who is a member of the United States Armed Forces Reserve or the 

National Guard, upon presentation of a copy of the employee's official orders or 
appropriate military certification for periods engaged in annual field training or other 
active duty, shall be entitled to leave without loss of pay, time or efficiency rating. 

 
B.  Such leave with pay shall not exceed seventeen (17) calendar days in any year. 
 
C.  An employee who is a member of the military reserve and has been called into active 

military service, as defined in Section 115.08, Florida Statutes, shall receive the first 
thirty (30) days of leave with full pay. 

 
D. A copy of the official orders or appropriate military certification shall be filed in the 

employee's personnel file. 
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9.05 Civil Disorder or Natural Disaster 
A.  Employees who are members of a volunteer fire department, police auxiliary or reserve, 

civil defense unit or other law enforcement-type organization may be granted leave with 
pay upon approval by the Town Administrator when called on to perform duties in times 
of civil disturbances, riots and natural disasters. 

 
B.  Normally the leave should not exceed two (2) days on any one occasion. 
 
C.   The Town will reimburse the employee for their difference between the Military pay and 

their regular Town pay during the approved period of service. 
 
9.06 Examinations 
A.   An employee may be granted leave with pay for the purpose of taking examinations that 

will upgrade their qualifications. The examination should be related to the employee’s 
present job and approval must be received from the Town Administrator. 

 
9.07 Leave without Pay  
A.  The decision to grant a leave without pay (leave of absence) will be at the discretion 

of the Town Administrator. 
 
B.  The following provisions apply to leave without pay: 
 

1) An employee granted a leave without pay must keep the department informed of 
his/her current activity and current address. 

 
2) An employee who obtains either part-time or full-time employment elsewhere while 

on an authorized leave without pay is required to notify the department in writing 
within three (3) days of accepting such employment. 

 
3)  Failure to comply with all of the leave without pay policy requirements will result in 

the employee being dropped from leave of absence status, in which case he/she 
must return to duty or be discharged. 

 
4)  Any employee granted leave without pay shall contact the Department Director at 

least two (2) weeks prior to the expiration of the leave in order to facilitate the 
reinstatement process. 

 
5)  Failure to return to work at the expiration of the leave shall be considered as a 

resignation. 
 

6) Sick leave, vacation leave or holiday leave will not be earned by an employee for 
the time that the employee is on leave without pay. 

 
C. An authorized leave without pay shall not constitute a break in service, but the time will 

not be credited toward retirement. 
 
D. Employees wishing to continue their insurance coverage must pay both individual and 

family premiums while on leave without pay. 
 
9.08 Maternity Leave/Fall under FMLA(Family Medical Leave Act 
A.   Federal guidelines on gender discrimination provide that maternity related absences 

may be considered and treated as a temporary disability. Disability caused or 
contributed to by pregnancy, miscarriage, abortion, childbirth and recovery therefrom 
is, for all job-related purposes, temporary disability. The sick leave plan shall be applied 
to disability due to pregnancy or childbirth on the same terms and conditions as it is care 
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is r applied to other temporary disabilities. 
  
B.   Maternity leave is a period of approved absence for incapacitation related to pregnancy 

and confinement. Maternity leave will be used under the (FMLA ACT). 
 
C.   The time when an employee should return to work will be determined on an individual 

basis and will generally depend on the physical nature of the work, the needs of the 
Town and the results of professional medical guidance. 

 
D.   An employee will be allowed to continue working so long as the conditions of the 

pregnancy do not adversely impair the employee’s work performance or health as 
determined by the Town with physician, and employee input, and on the needs of the 
Town. 

 
E.   The date on which the employee shall return to work following maternity leave shall be 

based on a medical statement from a certified physician stating that the employee is 
physically and mentally able to perform normal duties of her position with full efficiency. 

 
9.09 Voting Leave 
A.   During a primary or general election, an employee who is registered to vote and  whose 

hours of work do not allow sufficient time for voting shall be allowed the necessary time 
off with pay for this purpose. When the polls are open two (2) hours before or two (2) 
hours after their regularly scheduled work period, it will be considered sufficient time 
for voting. 

 
9.10 Family and Medical Leave Act 
A.   The Town of Lake Hamilton will comply with the Family and Medical Leave Act (FMLA) 

of 1993. 
 
B.   The Town of Lake Hamilton may grant up to twelve (12) weeks of unpaid, job-protected 

leave during each calendar year to eligible employees, in accordance with FMLA. 
 
C.   To be eligible, the employee must have worked for the Town of Lake Hamilton for at 

least twelve (12) months and have worked at least 1,250 hours during the twelve (12) 
month period immediately before the requested leave date. For questions or 
assistance contact the Human Resources Department in writing. 

 
D.   The employee is entitled to FMLA for one of the following reasons: 
 

1) The birth and care of a child [leave completed within one (1) year of birth]. 
 
2) The placement and care of a child with an employee for adoption or foster care 

[leave completed within one (1) year of placement]. 
 

3) The care of a spouse (legally married), child or parent with a serious health 
condition. 

 
4) The serious health condition of the employee. 

 
a. A serious health condition is defined as a condition which requires 

inpatient care at a hospital, hospice or residential medical care 
facility, or a condition which requires continuing care by a licensed 
health care provider. Voluntary cosmetic treatments which are not 
medically necessary are excluded unless inpatient hospital care is 
required. Treatment for substance abuse is included when inpatient 
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is required. 

E. Family and Medical Leave time in excess of twelve (12) weeks may be  requested and
considered on a case by case basis with due consideration being given to individual
circumstances; however, leaves of absence may not exceed beyond a six (6) month
period.

F. Eligible employees may take family and medical leave in consecutive weeks or use the
leave intermittently. Leave for birth or adoption, or foster care of a child must be taken
within one (1) year of the birth or placement of the child, and the Town and the
employee must mutually agree to the schedule before the employee may take the
leave intermittently or work a reduced hour schedule.

G. An employee requesting leave under this policy must submit the request in writing to
his/her supervisor with a copy to the Department Director. Except where leave is not
foreseeable, the employee must give the Town thirty (30) days’ notice of the requested
leave. If it is not possible to give thirty (30) days’ notice, the employee must give as
much notice as is practical.

H. An employee requesting leave for the care of his/her spouse, child or parent with a
serious health condition or for the employee's serious health condition, are required to
supply written certification of the serious health condition stating the date the condition
began, diagnosis and the probable duration of the condition. If the leave is for the
employee's serious health condition, the health care provider must state the employee
is unable to perform assigned job duties.

I. The completed leave of absence request and, if appropriate, the medical authorization
is to be forwarded to the Department Director and Town Administrator for consideration
of approval.

J. Family and Medical Leave may be paid, unpaid or a combination of paid and unpaid. If
the employee has accrued sick leave and/or vacation leave the employee must use
accrued sick leave and/or vacation leave first and then may take the remainder of the
approved FMLA leave as unpaid.

K. An employee who takes leave under this policy will be able to return to the same
position or a position with equivalent status, pay, benefits, and other employment
terms. The position will be the same or one which entails substantially equivalent skill,
effort, responsibility and authority.

9.11 Domestic Violence Leave 
A. As set forth in this policy, the Town of Lake Hamilton will provide eligible employees

with up to three (3) months working days of unpaid leave in a twelve (12) month period
for domestic violence-related reasons.

B. For purposes of the twelve (12) month period under this policy, the Town of Lake
Hamilton uses a calendar year. To be eligible for leave under this policy, the employee
must have been employed by the Town of Lake Hamilton for at least three (3) months.

C. Leave may be taken under the terms of this policy if the employee or a family or
household member of the employee is a victim of domestic violence and the leave is
necessary to:

1) Seek an injunction for protection against domestic violence or an injunction for
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protection in cases of repeat violence, dating violence or sexual violence. 
 

2)  Obtain medical care or mental health counseling, or both, for the employee or 
a family or household member to address physical or psychological injuries 
resulting from the act of domestic violence. 

 
3)  Obtain services from a victim-services organization including, but not limited 

to, a domestic violence shelter or program or a rape crisis center as result of 
the act of domestic violence. 

 
4)  Make the employee’s home secure from the perpetrator of the domestic 

violence or to seek new housing to escape the perpetrator. 
 

5)  Seek legal assistance in addressing issues arising from the act of domestic end 
and prepare for court related proceedings arising from the act of domestic 
violence. 

 
D.  Prior to receiving leave under this policy, the employee must exhaust any available 

paid leave. 
 
E.   Except in cases of imminent danger to the health or safety of the employee or a family 

or household member, advance notice of the need for leave is required. Where 
advance notice is required, the employee is required to provide notice to the Town of 
Lake Hamilton as soon as the need for leave becomes known. Where advance notice 
is not required due to the imminent danger to the health or safety of the employee or 
a family or household member, the employee must inform the Town of Lake Hamilton 
that the leave was taken pursuant to this policy as soon as he/she returns to work. 

 
F.   Documentation supporting the need for the leave under this policy must be submitted 

with the request for leave. In cases of imminent danger to the safety of the employee 
or a family or household member, supporting documentation must be submitted as 
soon as the employee returns to work. 

 
1)   All information relating to leave under this policy shall be considered 

confidential and will not be disclosed to any other individuals unless required 
for legitimate business or otherwise compelled by law. 

 
2)  Leave taken or requested under this policy will not result in any adverse action 

against the employee. Employees who believe they have been subjected to 
retaliation as a result of leave taken or requested under this policy must initiate 
a complaint in the same manner as required by the Town of Lake Hamilton 
harassment and discrimination complaint procedure.  
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SECTION 10. SEPARATIONS 
 

10.01 Types of Separations 
A.   Separations and/or terminations from positions in the Town are designated as one of 

the following types:  
 

1)   Resignation (see Section 2, Definitions of Terms) 
 

2)   Retirement (see Section 2, Definitions of Terms) 
 

3)   Health 
 

4)   Death 
  

5)  Reduction in Force (Lay-Off) (see Section 2, Definitions of Terms) 
 

6) Dismissal or Discharge (see Section 2, Definitions of Terms) 
 
10.02 Resignation 
A.  An employee wishing to resign in good standing shall file a written resignation with the 

Town, stating the resignation date and reason for leaving. The notice must be given 
two (2) weeks prior to the date of separation for non-exempt employees and thirty (30) 
days’ notice for exempt employees. Failure to comply with this provision will result in 
the separating employee forfeiting all unused vacation leave and sick leave and may 
be cause of denying the employee re-employment. 

 
B.   An employee who has submitted a resignation in good standing is eligible for paid 

holidays, but may not take paid sick leave or vacation during the notice period. Earned 
vacation may not be used to extend the termination date beyond the last day worked 
unless approved by the Town Administrator. 

 
10.03 Retirement 
A.   Whenever an employee meets the conditions set forth in the Retirement Plan 

regulations, the employee may elect to retire and receive all benefits earned under the 
Plan. 

 
10.04 Health 
A.  When an applicant is appointed to a position before the final report of a health 

examination is received, and the final report shows that the employee is not physically 
qualified to perform the duties of the position despite reasonable accommodations not 
creating an undue hardship on the Town, the applicant will be separated from Town 
employment. 

 
B. The Town may request that an employee be examined by the Town's designated 

physician. If disability of any kind is discovered which impairs the effectiveness of an 
employee in performing the work or makes continuance on the job a danger to the 
employee or others, the following action shall be taken: 

 
1)  If the disability is correctable, the employee will be allowed a specific time to 

take steps to have the disability corrected. If the employee fails to take steps 
to have the disability corrected within the specified time, the employee shall be 
subject to dismissal. 

 
2)  If, in the opinion of the examining physician, the disability cannot be corrected, 

the Town Administrator will attempt to place the employee in another position 
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which he/she can perform satisfactorily. If that step cannot be accomplished 
successfully, the employee shall be separated either through retirement or 
dismissal. 

 
10.05 Death 
A.   For record keeping purposes, separation shall be effective as of the date of death. All 

compensation and benefits due to the employee as of the effective date of separation 
shall be paid to the beneficiary, surviving spouse or the estate of the employee, as 
determined by law. 

 
10.06 Reduction in Force (lay-off) 
A.   Employees shall be laid off on the basis of the following factors, each weighed equally: 
 

1) Length of service in the class. 
 

2) Length of service with the Town. 
  

3) Performance evaluation for the past three (3) years or for the entire period of 
service where the length of service with the Town is less than three (3) years. 

 
B.   No full-time employee shall be laid-off while another person in the effected class is 

employed on a provisional, part time, temporary or seasonal basis. 
 
C.  Recall will be offered to laid-off employees provided they are physically and otherwise 

qualified to perform the duties of the job. 
 
D.   The Town Administrator shall give the employee to be laid-off written notice of the 

action before the effective date of the lay-off. 
 
E.  When a Department Director believes that an employee is essential to the efficient 

operations of the department due to special skills or abilities and wishes to retain this 
individual, the Department Director must submit a written request to the Town 
Administrator. The decision of the Town Administrator regarding retention or lay-off is 
final. 

 
F.   A laid-off employee shall be paid for all eligible accrued vacation leave credits. An 

employee who is reinstated within one (1) year shall have unused sick leave credits 
restored. 

 
10.07 Dismissal or Discharge 
A.  Employees discharged for disciplinary reasons will not be eligible for rehire and shall 

lose all seniority and reinstatements privileges. 
 
B.   Charges that form the basis for a dismissal of an employee shall be specific and shall 

be documented, including dates and places of incidents, by the supervisor or 
Department Director. 

 
C.   A dismissed or discharged employee will not be eligible to receive unused vacation 

leave or unused sick leave as permitted by these Personnel Policies. 
 
D.   The procedure for dismissal shall be as follows: 
 

1)   During the probationary period following original appointment, a finding 
by the Administrator that a dismissal is for the good of the Town shall be 
final. 
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2)   Town employees who are to be dismissed shall be notified in writing of 

the specific causes for dismissal prior to dismissal. Such notice will 
include the employee's rights of appeal. 

 
E.   The Town Administrator or designee may suspend an employee for disciplinary 

reasons or pending court proceedings concerning actions that may result in dismissal. 
 

1)   An employee may be suspended with or without pay for acts involving 
unsatisfactory performance or conduct prejudicial to the public interest. 

 
2)  An employee may be indefinitely suspended with or without pay if they 

have been indicted for a felony or for a misdemeanor involving moral 
turpitude. The suspension shall be terminated by restoration to the 
Town’s employment or by dismissal upon the decision of the court. If 
the employee is restored to the Town’s employment, full pay for the 
entire period of suspension will be paid and eligibility for merit pay 
increase and accrual of leave credits shall not have been interrupted by 
the suspension. 

 
3)   The employee shall receive written notice, stating the nature and 

reason for the suspension, its duration, and the employee’s rights to 
appeal.  

 
10.08 Exit Interview 
A.   It is the desire of the Town to determine why employees leave the Town’s employment. 

An exit interview program may be established and administered to determine the 
causes of and possible solutions for turnover within the work force. 
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SECTION 11. DISCIPLINARY ACTION 
 

11.01 Intent 
A. It is the intent of the Town that effective supervision and employee relations will avoid 

most matters which necessitate disciplinary action. 
 
B.   Each instance differs in many respects from other situations and the Town retains the 

right to treat each occurrence on an individual basis, without creating a precedent for 
other cases, which may arise in the future. The Town Administrator retains the right to 
suspend any disciplinary action which may be taken as a result of good behavior for a 
specified term. 

 
C.  The following guidelines are not to be construed as limitations upon the retained rights 

of the Town. The policies provide recommended penalties for specific offenses; 
however a more severe or less severe penalty may be issued than that which appears 
in the guidelines if it is justified. 

 
D.  Disciplinary action is intended to correct improper conduct or deficiencies, not to punish 

an offending employee. Disciplinary action shall, therefore, only be severe enough to 
constitute an attempt to bring about correction. Discharge shall be resorted to only 
when other efforts to bring about correction have failed or when the severity of the 
offense warrants such measures. 

 
E.   Depending upon the circumstances, acceptable disciplinary actions may include: (see 

Section 2, Definitions of Terms) 
 

1)  Verbal/Written Warning/Counseling 
 

2)  Suspension 
 

3)  Demotion 
 

4)  Discharge 
 
11.02 Verbal/Written Warning 
A. Whenever employee performance, attitude, work habits or personal conduct at any 

time falls below a desirable level, supervisors shall inform employees promptly and 
specifically of such lapses, provide a written warning and give counsel and assistance. 
If appropriate and justified, a reasonable period of time for improvement may be 
allowed before initiating disciplinary measures. 

 
B. A written warning will be sent to the employee and a copy shall be placed in the 

employee's personnel file. The employee's supervisor usually initiates a written 
warning. 

 
11.03 Suspension 
A.   A suspended employee shall be notified by their supervisor at the time of suspension 

in addition to the specific reason for the action, the expected corrective action and 
his/her rights of appeal. Such notification shall be in writing, dated and hand-delivered 
to the employee. A copy of the suspension shall be forwarded to the employee's 
personnel file. 

 
B. Offenses requiring disciplinary action are divided into two (2) types to reflect degrees of    

severity. In each group and for each guideline, consideration will be given to the 
severity of the offense, the cost involved, the time interval between violations, the 
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length and quality of the employee's service and the abilities of the employee. In each 
case, where the penalty is modified from the recommended guideline, the reason for 
such modification will be noted in writing. 

C. In all cases, the Human Resources Department shall notify the employee of the action
taken and a copy of such notice will be included in the employee's personnel file.

D. In addition to the general types of offenses listed below, infractions of departmental
rules and regulations will subject the employee to disciplinary action.

11.04 Types of Offenses 
The two (2) groups of offenses and guides for recommended penalties are as follows: 

Group I Offenses 

Occurrence Recommended Penalty 
First offense Verbal/written warning 
Second offense Written warning and/or up to 5 days suspension 
Third offense Up to discharge 

1) Operating, using, possessing Town tools, equipment or machines which the
employee has not been assigned or performing other than assigned work.

2) Quitting work, wasting time, loitering or leaving assigned work area during
working hours without permission.

3) Washing up or changing clothes during working hours without specific
permission.

4) Taking more than the specified time for meals or break period.

5) Demonstrating productivity or work quality which is not up to required standards
of performance.

6) Disregarding job duties by loafing or neglecting work during working hours.

7) Reporting to work or working while unfit for duty, either medically, mentally or
physically.

8) Posting or removing any material on official bulletin boards or Town property
without authorization.

9) Distributing written or printed material of any description on Town premises
unless authorized.

10) Failing to report an accident or personal injury in which the employee was
involved while on the job.

11) Engaging in horseplay, scuffling, wrestling, throwing things, malicious mischief,
distracting the attention of others, cat-calls, demonstrations on the job or similar
types of conduct.

12) Knowingly creating or contributing to unsafe and unsanitary conditions or poor
housekeeping.
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13) Failing to pay just debts or failing to make reasonable provision for the future 
payment of such debts, thereby causing loss of time and productivity to the Town 
or to Town staff. 

 
14) Failing to report the loss of a Town identification card immediately to the 

Department Director, where applicable. 
 
15) Failing to keep the department and the personnel office notified of proper address 

and telephone number (if any). 
 
16) Receiving or making an excessive amount of personal phone calls while on 

working time, being on cell phone, or other electronic devices. 
 
17) Failing to report to work on time. 
 
18) Vending, soliciting or collecting contributions for any purpose whatsoever at any 

time on Town premises, unless authorized. 
 
19) Habitually (see Section 2, Definitions of Terms) reporting late to work. 
 
20) Chronically (see Section 2, Definitions of Terms) being absent from work. 
 
21) Failing to work overtime, special hours or special shifts after being scheduled.  
 
22) Engaging in gambling, lottery or any other game of chance at Town work stations 

at any time. 
 
23)  Making or publishing false, vicious or malicious statements concerning any 

employee, supervisor, the Town or its operations. 
 
24) Violating rules or practices which may affect the safety of Town personnel, 

equipment, tools or property. 
 
25) Failing to report a request for information or receipt of a subpoena from an 

attorney for a matter relating to Town business. 
 
26) Violating any or all of the steps outlined in the grievance procedure. 
 
27) Knowingly harboring a serious communicable disease which may endanger 

other employees. 
  

Group II Offenses 
  
Occurrence Recommended Penalty 
First offense Up to discharge 

 
  

1) Wanton or willful neglect in performing assigned duties. 
 

2) Deliberately misusing, destroying or damaging any Town property or property of a 
town employee without proper authorization. 

 
3) Receiving from any person, or participating in any fee, gift or other valuable thing 

in the course of work, when such fee, gift or other valuable thing is given in the 
hope or expectation of receiving a favor of better treatment than that accorded other 
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persons. 
 

4) Knowingly signing the timesheet of another employee, having one's own timesheet 
signed by another employee or unauthorized altering of a timesheet, where 
applicable. 

 
5) Falsifying or altering personal or Town records, including employment applications, 

accident records, work records, purchase orders, time sheets, or any other report, 
record or application. 

 
6) Making false claims or misrepresentations in an attempt to obtain sickness or 

accident benefits or worker's compensation. 
 

7) Insubordination by refusing to perform work assigned or to comply with written or 
verbal instructions of a supervisor. 

 
8) Unauthorized use or display of firearms, explosives or weapons on Town property, 

unless specifically authorized. 
 

9) Theft or removal of any Town property or property by an employee from Town 
locations without proper authorization. 

 
10) Sleeping during duty hours, unless authorized. 

 
11) Being absent from duty for a period of three (3) consecutive working days without 

proper authorization. Fire personnel working on a fifty-six (56) hour basis and have 
two (2) consecutive unauthorized absences from their scheduled shifts work may 
be considered a resignation. 

 
12) Failing to return from an authorized leave of absence. 

 
13) Permitting another person to use an employee's identification card, using another 

person's card or altering an identification card. 
 

14) Incompetence or inefficiency in the performance of assigned duties. 
 

15) Using alcohol and/or controlled substance or being under the influence of same on 
the Town's premises and/or on working time. Possession or sale of alcohol or 
controlled substance on the Town's premises and/or working time. 

 
16) Being found guilty, or pleading guilty or nolo contendere (even where adjudication 

is withheld) to a felony, misdemeanor or misdemeanor involving moral turpitude. A 
crime of moral turpitude includes a criminal conviction or plea of nolo contendere, 
where the criminal act or conduct is contrary to justice, honesty, modesty, 
community morality, or good morals, generally. A crime of moral turpitude thus 
includes, but is not limited to, any crime, the commission of which, reflects 
adversely on a person's reputation, integrity or reliability to which otherwise brings, 
tends to bring or may reasonably be expected to bring, discredit or disrepute upon 
that person or that person's employer. 

 
17) Failure to notify the Town that charges have been filed against the employee by a 

prosecuting official. 
 

18) Using or attempting to use political influence or bribery to secure an advantage of 
any manner. 
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19) Concerted curtailment, restriction of production or interference with work in or about 
the Town's work stations, including but not limited to, instigating, leading or 
participating in any walkout, strike, sit-down, stand-in, slow-down or refusal to return 
to work at the scheduled time for the scheduled shift. 

 
20) Beginning or maintaining an outside personal or business economic relationship 

which affords present or future financial benefits to the employee and may be 
considered a conflict of interest securing advantage of goods, services or influence 
due to the position of the employee with the Town. 

 
21) Failure to meet established standards of work, morality or ethics to an extent that 

the employee is unsuitable for employment with the Town in the position in which the 
employee was serving. 

 
22) Disgraceful personal conduct. 

 
23) Threatening, intimidating, coercing or interfering with fellow employees or 

supervisors at any time, including using abusive language. 
 

24) Leaving assigned post at the end of the scheduled shift without being relieved by 
the supervisor or the relieving employee on the incoming shift, for those units 
operating on a twenty-four (24) hour basis. 

 
25) Neglecting to comply with requirements set forth in departmental rules and 

standards of conduct. 
 

26) Being absent without permission or leave. 
 

27) Provoking or instigating a fight or fighting on Town property. 
 

28) Showing discourtesy to persons with whom the employee comes in contact with 
while in the performance of duties. 

 
11.05 Appeals 
A. The Town Administrator shall hear appeals in cases involving disciplinary actions of 

employees who have satisfactorily completed their probationary period. 
 
B. The appeal shall be made within ten (10) working days after delivery or mailing to the 

employee of the written notice, by filing a written request for a hearing with the Town 
Administrator. 

 
C. The Town Administrator shall set a time and a place for the hearing to be held at the 

earliest possible date. The Town Administrator shall notify the employee and the 
Department Director of the time and place scheduled for the hearing. 

 
D. Hearings before the Town Administrator shall be conducted informally in accordance 

with procedures established by the Town Administrator and shall not be bound by 
formal rules of evidence. 

  
E. The decision of the Town Administrator shall be final. 
 
11.06 Dismissal 
A.  Employees dismissed for cause will receive notification in accordance with the 

procedures in these Personnel Policies. 
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SECTION 12.  EMPLOYEE GRIEVANCE PROCEDURE 
 
12.01 Purpose 
A. This grievance procedure is established to provide full opportunity to employees and to 

bring to the attention of management complaints, grievances or situations that the 
employee feels need either adjustment or information. It is the intent and desire of the 
Town to adjust complaints or grievances informally and both supervisors and 
employees are expected to make every effort to resolve problems as they arise. 
However, it is recognized that there will be grievances which will be resolved only after 
discussion and review. The submission of a grievance by an employee shall in no way 
adversely affect the employee or his/her employment with the Town. 

 
12.02 Definition of a Grievance 
A.   A grievance is a complaint, view or opinion pertaining to employment conditions, 

relationships between employees and supervisors or relationships with or among other 
employees. 

 
B. Disciplinary actions, dismissals, demotions, suspensions, reduction in pay, position 

classifications and allocations shall not be subject to review as grievances. 
 
C. Only full-time employees are eligible to file grievances under this procedure. 
 
12.03 Procedure 
A.   Step One: An aggrieved employee shall present the complaint to his/her supervisor 

within forty-eight (48) hours from the time of problem occurrence. The supervisor shall 
then attempt to resolve the problem. The supervisor shall provide written 
documentation describing the attempt to resolve the problem. 

 
B.  Step Two: If the employee feels the answer received is not satisfactory, he/she will 

reduce to writing the facts and circumstances of the problem and present the written 
statement to their Department Director within five (5) working days. Assistance will be 
provided, if requested, for those employees who have difficulty writing. The Department 
Director will investigate the grievance and notify the employee of his/her decision 
within five (5) working days after receiving the grievance. 

 
C.  Step Three: If the grievance is not resolved by the Department Director, the employee 

may submit the grievance in writing to the Town Administrator within three (3) working 
days after receipt of the Department Director's decision. The Town Administrator will 
consider the grievance, weighing all pertinent information. The Town Administrator 
may appoint a committee to render advice on the particular grievance, if in the opinion 
of the Manager the committee could be of assistance. 

 
1) Within a reasonable period of time after receipt of the grievance, the Town 

Administrator will notify the employee and their Department Director of the decision 
reached. The decision of the Town Administrator shall be final and the employee 
shall have no further right of administrative appeal. 

 
D. Step Four: If the grievance is of such a nature that the employee cannot approach their 

supervisor or the Department Director, than a direct appointment may be made with 
the Town Administrator. 

 
1) This particular step, known as an Open Door Policy, shall not be abused. Effective 

management almost always functions best when the chain of command is followed, 
although it is recognized that certain mitigating circumstances may sometimes 
dictate otherwise. 
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12.04 General Provisions 
A.   The time limits of this grievance procedure may be extended by management due to 

illness, vacations, business trips, emergencies or other reasons. If an extension is 
required, the employee will be notified. 

 
B.   Under this grievance procedure the employee and management have the opportunity 

to call witnesses at Step Two and Step Three levels. 
 
C.   Any grievance shall be considered settled at the completion of any step unless it is 

appealed within the time limits set forth. 
 
D.   It is the intent of these Policies that the majority of grievances will be settled in the early 

stages of the grievance process. 
 
E.  All grievances at their conclusion shall be forwarded to the Town Administrator for 

coordination, analysis and retention. 
 
F.   In some cases, steps in the grievance procedure may be waived at the discretion of 

the Department Director to allow more severe matters to progress more rapidly. 
 
G.   Employees may grieve without fear of retribution. 
 
H.   If, in the opinion of the Town Administrator that conditions warrant, the grieving 

employee may be given anonymity. 
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SECTION 13. BENEFITS 

13.01 Retirement Plan 
A. The Town will maintain a retirement plan on behalf of the Town’s eligible employees.

1) The Town will make regular contributions to the established retirement plan as per
plan previsions.

2) The employee will make additional contributions to the established retirement plan
as per plan previsions.

3) Details of the plan are maintained by the Human Resources department.

13.02 Unemployment Compensation 
A. The Town is registered with the State of Florida Bureau of Unemployment

Compensation. Terminated employees who file a claim and are determined qualified
under the Florida Unemployment Compensation Law may be eligible to receive
unemployment compensation benefits. Further information may be obtained in the
Human Resources office.

13.03 Insurance Benefits 
A. Medical insurance is available for all full-time employees. The Town pays the full cost

of the employee's coverage for full-time employees. Optional coverage for dependents
is paid for by the employee. Life and accidental death insurance are also available for
Town employees. Details are available upon request from Human Resources.

13.04 Tuition Reimbursement 
A. Town of Lake Hamilton encourages employees to further their education and currently

offers tuition reimbursement. Full-time employees in good standing who have
completed their probationary period of employment are eligible.

1) Courses from an accredited university/college must be pre-approved in writing by
the Department Director and Town Administrator.

2) Reimbursement limits per calendar year (January 1 through December 31) per
employee is $1,000 for undergraduate courses or $2,500 for graduate courses.

3) Reimbursement amount is based on the employee’s course grade or rating as
follows: Grades below C or unsatisfactory are not eligible for tuition reimbursement.

Grade Earned Amount Reimbursed (%) 
A or B / Satisfactory 100 

C / Satisfactory 50 

B. Tuition reimbursed approval is based on annual budget and impact of job performance.
Employees seeking degrees that bring value to the Town will receive priority in the
approval process.

C. If employment is terminated within twelve (12) months following the reimbursement,
the employee must repay tuition reimbursement.

D. Tuition reimbursement may be changed or discontinued at any time.
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SECTION 14.  RECORDS AND REPORTS 

14.01 Responsibility 
A. The Human Resources department is responsible for establishing and maintaining

personnel records for employees.

14.02 Records 
A. All personnel records as well as all other records and materials relating to the

administration of the Personnel Management System shall be considered the property
of the Town. The Human Resources or designee will determine the use, maintenance
and disposition of such records and material and whether or not any information
contained therein may be disclosed, in accordance with prevailing laws.

B. Employees should be aware of the importance of keeping their personnel records
current, including notifying the Town of any telephone number changes, beneficiary
changes, number of dependents, marriage or any other change that has not been
previously reported. It is the responsibility of the employee to provide updated
information. Failure to comply may result of loss of employee benefits.

C. The Town should be informed of any special training courses completed by an
employee. Copies of diplomas or certificates should be forwarded to the Human
Resources Department in order for it to be added to the employee's personnel file.

14.03 Records Retention and Disposition 
A. The Town will determine the time limit that any personnel records shall be kept on file

and their final disposition, in accordance with applicable State Statutes.

14.04 Access to Personnel Files 
A. Personnel files are the property of the Town of Lake Hamilton and access to the

information contained within the file may be restricted as allowed by Florida law.
Generally, only supervisors and management personnel of the Town of Lake Hamilton
who have a legitimate reason to review information in a file will be provided access.
Under the Florida Government Sunshine Law, certain information may be provided to
the press or other individuals upon requests. With reasonable advance notice,
employees may review their own personnel files in the Town of Lake Hamilton offices
and in the presence of Human Resources personnel.
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Town of Lake Hamilton 
Town Council 

Agenda Summary Report 

TO:  Lake Hamilton Town Council 

FROM: Michael W. Kehoe, Mayor 

AGENDA ITEM: Evaluation of Town Clerk 

DATE: October 3, 2023 

SUMMARY: Per the Town Clerk’s contract, 
A. (2.2) Employee shall receive a cost-of-living increase based on the CPI annually every October 1st, beginning on
October 1st, 2023, and throughout the term of this agreement. The Consumer Price Index for All Urban Consumers
(CPI-U); U.S. City Average; All items, not seasonally adjusted; standard reference base shall be used. Such cost-of-
living increase shall be capped at 2.5% on any given year.

B. (2.3) In addition to 2.2 above, Council shall consider an annual merit pay adjustment to Employee's salary during
the budget adoption process, as outlined in Chapter 3 of the Lake Hamilton Personnel Policies and Procedures, as
amended from time to time. During this Agreement, if employee's wages are reduced, employee may treat such action
as a termination of this Agreement by employer. Per Chapter 3, Section 3-4, all salary adjustments shall be based upon
budgetary conditions as approved by the Town Council.

CONSENT AGENDA      OLD BUSINESS    NEW BUSINESS       

ATTORNEY REVIEW: YES: NO: N/A:   

FINANCIAL IMPACT: YES: NO: If Yes, Please Explain: Only if the 
Annual Merit Pay adjustment exceeds the amount budgeted in the 2023/2024 Annual Budget by the Town 
Administrator. 

RECOMMENDATION: 

A. Consumer Price Index for All Urban Consumers (CPI-U); is currently at 3.7%, Therefore the CPI is capped
at 2.5% per the contract equaling a salary increase of $ 1,768.00.

B. The Town Clerks Annual Merit Pay adjustment to the Employee's salary shall be determined by the Town
Council.

ATTACHMENTS: Copies of the Town Clerk’s Evaluation’s and score sheet has been provided to the Council 
Members prior to the meeting. 
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BUILDING AND PLANNING SERVICES MEETING SCHEDULE AND PROJECT REPORT 
(As of 09-25-23)  

NOTE: DATES PROVIDED ARE TARGET DATES AND MAY CHANGE DUE TO REVISIONS, RESUBMITTALS AND 
LEGAL REQUIREMENTS. 
TC (Town Commission) – 1st Tuesday of Month (6:00 PM) 
PC (Planning Commission) 2rd Wednesday of Month (10:00 AM)  
TRB (Technical Review Board)  
FR (First Reading), SR (Second Reading), SF (Single Family) ANNEX (Annexation) 
Need to be advertised and distributed. Need to be distributed. 

Oct 3rd, 2023 (CC Meeting) (Tuesday) (6:00 PM) 

• 2nd Reading Ordinance 0-23-11 – Group 5 Comprehensive Plan Amendment

• 2nd Reading Ordinance 0-23-12 – Group 5 Rezone AG to PUD Planned Unit Development

Oct 3, 2023 (CC Meeting) (Tuesday) (6:00 PM) 

• 1st Reading Ordinance 0-23-14 – Group 9 Detour Road – White Clay Future Annex

Advertised 9-20-23

Update Below as of 9-25-23 on the Status of the Subdivision being reviews: 

• Weiberg 5 – Revised Preliminary Plat approved. Revised Construction Plans in review

DEVELOPMENT STATUS REPORT Below as of 9-25-23: 

Residential Developments 
Active Subdivisions 

• Scenic Terrace – 744 Single Family Detached Phases 1,2, & 3. Home construction started in Phase 1 & 2

o Phase 4 Revised Construction Plans approved

o 152 Building Permits Processed 9-18-23

• 

Proposed Subdivisions 

• Hamilton Bluffs – 1131 Single Family Detached

o Final Construction Plans approved. Additonal Detour Road Plan in review. Site Plan Permit pending

• Feltrim Lakes – Construction Permit Pending – 170 Townhomes, 5 Retail/Commercial lots. Town endorsed

DEP Permit returned to Dave Scmitt 9-13-23

• Weiberg 2 and 5 –  Single Family Detached

o Group 5 - 442 Single Family Detached. Group 5 Annex added to Weiberg 5. Revised Preliminary Plat

approved. Revised Constrcution Plans in review.

o Group 2 - 249 Single Family Detached

Certificate’s of Occupancy issued in 2023: 13. 

167



Code Enforcement Report 

AUGUST AND SEPTEMBER 2023
TYPE COUNT YTD COUNT 

New Cases 4 112 
Inspections 85 453 
Cases Closed 26 104 
Magistrate Cases 95 41 
Lien Searches – 10 10 
Signs Removed 65 127 

Lien Search Revenue $1,240.00 
Lien Search Releases Revenue $53.00 
Admin Fee Revenue $0 
Utility Fee Revenue $350.00 
Total Revenue $1643.00 
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Memorandum 
To: Town Council 

From: Public Works Director 

Date: 9/26/2023 

Subject: Monthly Update for activities and work performed in September 2023 

____________________________________________________________________________________ 

Sanitation: Normal Operations continue. The Claw truck had the annual DOT inspection.  

Parks: Routine mowing and cleaning of bathrooms continue. Parks have been sprayed for weeds and pest control. 

Streets: Normal operations continue.  

Water: Water Plant operation is normal. Well seal repair on #1 is approved and awaiting the contractor to perform the 
job. Water meters are being installed in subdivisions at the rate of 30 homes a month.  

Sewer: Normal Operations for the current collection system. Installation of septic to sewer continues with the gravity 
collection lines installation continuing. The wastewater plant is nearing start up and training. The new wastewater 
employee has resigned with no notice. 

MISC: Wastewater treatment plant is approaching 95 percent completion. It is currently accepting wastewater and 
holding it in the first two tanks. A storge/ operations shed has been ordered for the wastewater plant.  

Sincerely,  

Patrick Henry  

Public Works Director 
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Memorandum 
To: Town Council 

From: Town Clerk, Brittney Sandoval, CMC 

Date: September 29, 2023 

Subject: Monthly Update.         

• The RLC dinner this month will be held on October 12, 2023, at the Nora Mayo Hall in Winter

Haven. Please RSVP on or before the 3rd of October to confirm attendance. They are also

requesting people bring in new unwrapped toys to the event. Toys for Tots will have donation

bins up.

• Councilmember Wagner and I attended the FLC Municipal Administration Committee and will be

attending the next meeting in Orlando on October 6th. I have included a summary of the

meeting following this memo.

• I will be attending the FACC Fall Academy from October 22nd to October 25th in Daytona Beach. I

will be traveling back on the 25th so I am able to attend the retreat.

• As we move into the new fiscal year, I will be conducting record audits and record retention in

accordance with state law.

Other business as usual. 
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Memorandum 
To: Town Council 

From: Town Clerk, Brittney Sandoval, CMC 

Date: September 29, 2023 

Subject: FLC Municipal Administration Committee Liaison Report 

At the September 8th Policy Committee there was discussion regarding the priorities for the 2024 Policy 
Issues that the board would like to take to the legislature.  

One of the priorities included Law Enforcement, Recruitment and Retention being the biggest issue that 
was brought forth. Other issues that were considered were short-term rentals, legal notices for land use 
changes, virtual meetings, public record exemptions for City Clerks/election officers, Cybersecurity, sale 
of tobacco and nicotine products near school property and exemption for reports of code violations. 

At the next committee meeting, they will narrow those down until an issue is agreed upon to take action 
in improving/changing that issue with the legislature.  
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