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Brevard Schools Foundation 

Personnel Policies and Procedures 
 

POLICY 

This policy applies to all paid staff members of the Brevard Schools Foundation.   

 

PURPOSE 

The purpose of this policy is to establish procedures for the hiring, compensation, 

evaluation, and termination of employees and to establish human resources policies.  This 

policy should not be construed as an employment contract.  This or any other policy may 

be changed or deleted at the discretion of the Executive Director with approval from the 

Executive Committee. 

 

EQUAL OPPORTUNITY 
Brevard Schools Foundation is an Equal Opportunity Employer. Employment and 

advancement of an individual will be without regard to race, color, creed, religion, age, 

sex, national origin, ancestry, disability or other legally-protected status in accordance 

with applicable local, state and federal laws. 

 

HIRING OF NEW EMPLOYEES 
Section 1. Advertising of Vacancies: Job vacancies will be advertised in 

newspapers and online.  

 

Section 2. Appointing Authority:  The Executive Director will advertise and 

interview for positions within the organization and may solicit members of the Board of 

Directors for assistance with the interview process.  

 

Section 3. Salaries: The Executive Director will be responsible for recommending 

salary for new employees.  

 

Section 4. Probationary Period: The first ninety days of any new appointment shall 

be a probationary period. A new employee may be terminated at will. Any action taken is 

subject to the approval of the Executive Committee.  In Florida, all employees are 

considered at will.  The “employment-at-will” policy allows you or the Foundation to 

terminate your employment at any time for any reason. 

 

Section 5. Nepotism: The supervisor of all employees of the Brevard Schools 

Foundation is the Executive Director. No immediate family member of the Executive 

Director or Board of Directors may be paid staff.  Immediate family is defined as spouse, 

parent (loco parentis included), son, daughter, brother or sister. 

 

Section 6. Background Checks:  All potential employees must take at their own 

expense and pass a level 2 FDLE background check and drug screening prior to 

beginning employment. 
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Section 7. Code of Ethics/Conflict of Interest:  All potential employees must sign 

the Brevard Schools Foundation Code of Ethics statement and Conflict of Interest 

Statement prior to beginning employment.  Any violation of either of these policies could 

lead to immediate dismissal. 

 

Section 8. Internet Use:  Brevard Schools Foundation employees use workplace 

internet services provided by Brevard Public Schools.  All potential employees must sign 

the Brevard Public Schools Internet Use agreement. 

 

Section 9. Drug-Free Workplace:  Brevard Schools Foundation is a drug-free 

workplace.  The use of illegal drugs, the abuse of alcohol, and the misuse of prescription 

and over-the-counter drugs are unacceptable and will be cause for termination.  Pre-

employment and post-accident accident drug screening is required.  Refusal to submit to 

post-accident testing is grounds for immediate termination. 

 

Section 10. Sexual Harassment:  Brevard Schools Foundation is committed to 

maintaining a work environment that is free from discrimination.  In keeping with that 

commitment, sexual harassment by anyone, including any supervisor, manager, director, 

co-worker, vendor, contractor or board member will not be tolerated.  Employees with 

Sexual Harassment Complaints may report their complaints or concerns to their 

immediate supervisor or Executive Director of the Foundation, the President of the 

Foundation, or to any member of the Executive Committee of the Board. 

 

LEAVE 
Section 1. Years of Service Defined: All full-time employees (employees working 

40 hours per week) earn leave according to their time of service. Time spent on 

authorized leave is counted in computing total service. 

 

Section 2. Probation: No employee will be allowed to use any leave time during the 

first ninety days of employment without the approval of the Executive Director. 

 

Section 3. Approval: All vacation leave requests must be approved by the Executive 

Director.  

 

Section 4. Emergencies: In the event of a catastrophic illness, this policy may be 

altered by the Board of Directors on an individual basis taking into consideration the 

limited staffing of the Brevard Schools Foundation office. 

 

Section 5. Worker's Compensation: An employee who becomes eligible for 

Workers Compensation payments for loss of time may choose to use available leave 

before payments are made. 

 

Section 6. Holidays: Days designated as holidays will not be charged to leave. 

 

Section 7. Paid Leave: Full time employees (employees working 40 hours per week) 

shall be entitled to a total of 12 days of paid leave time during any calendar year, accrued 
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at the rate of one day per month during the first five years of employment, 1 ¼ days per 

month for employment of at least five years but less than 10, and 1 ½ days per month for 

employment of more than 10 years up to a maximum of 18 days per year. 

 

Sick leave is earned at the rate of one day for each month’s employment.  No employee is 

eligible for paid leave during the Probationary Period without the approval of the 

Executive Director.  

 

Paid vacation leave may be accumulated from one year to the next not to exceed 60 days 

as of January 1
st
 of any year.  Vacation paid out at the termination of employment will 

not exceed 60 days.  

 

Paid sick leave may be accumulated from one year to the next.  Sick leave will not be 

paid out at the termination of employment. 

 

Section 8. Jury Duty: Jury duty is an approved absence provided the Executive 

Director has been informed prior to the date of jury duty.  Employees will receive their 

regular rate of pay while on jury duty. 

 

Section 9. Bereavement: Up to three days Administrative Leave may be taken upon 

the death of a member of an employee's immediate family. Immediate family is defined 

as spouse, parent (loco parentis included), son, daughter, brother or sister. 

 

Section 10. Payment upon separation: Full-time employees (employees working 40 

hours per week) who have more than one year of service, and have unused accrued 

vacation leave due them at the time of separation, shall be paid for such leave up to their 

maximum accrual. Accrual determined pro-rata based on number of months worked 

during the calendar year. Accrued sick hours will be forfeited. 

 

Section 11. Emergency Facility Closing: In the event of an emergency or disaster 

that causes the closing of an employee’s normal workplace, employees will receive paid 

leave as determined by the Executive Committee.   

 

Section 12. Attendance: Employees are expected to report to work whenever 

scheduled and be at their workstation at their starting time and again after their lunch 

break at the prescribed time.  Whenever employees are unable to report to work because 

of illness or emergency, they must call their supervisor as far in advance as possible, or in 

the case of emergency, as soon as practicable. 

 

Section 13. Birth/Adoption Leave:  Employees may be granted up to two weeks of 

birth/adoption leave with pay plus an additional six weeks of unpaid leave, provided 

approval has been granted by the Executive Director.  An employee is required to make 

the request for additional leave a minimum of ten days prior to the beginning of the leave 

date.  The employee should state his/her intent of returning to work at the time the leave 

up is requested.  Upon returning from birth/adoption leave, an employee will assume the 

same position held at the same pay prior to the beginning of the leave.  Regular benefits 
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will continue to accrue during an employee’s paid birth/adoption leave.  Following the 

first four weeks of birth/adoption leave, an employee may elect to use accrued vacation 

time for additional days upon approval by the Executive Director.  If an employee 

becomes ill or disabled during his/her birth/adoption leave, he/she will be eligible for 

regular sick leave benefits. 

 

Section 14 – Military Leave:  This paid leave is for reserve duty only.  The maximum 

number of days allowed in a paid training status is seventeen (17) days per fiscal year 

(July 1 to June 30).  A copy of the military orders is required.  Military leave, which is 

voluntary on the part of the employee is not paid.  In the event of a call up to active duty, 

employees may be paid their regular pay and provided employee benefits for up to 30 

calendar days.  In the event of a national emergency, employees who are required to 

serve in the Armed Forces of the United States or of this State shall be granted military 

leave and shall be paid the difference in pay if the military pay is less than the 

employee’s normal rate of pay, for a period not to exceed one (1) calendar year.  

 

LEAVE OF ABSENCE WITHOUT PAY 
Section 1. Authorization of Leave Without Pay: The granting of any leave of 

absence is subject to the approval of the Executive Director. Considering the limited 

staffing for the Education Foundation office, extended leaves may not be approved. 

 

Section 2. No Leave Credits: No leave credits are earned while on leave without 

pay; however, the time spent on authorized leave without pay is to be counted in 

determining length of service. 

 

HOLIDAY OBSERVANCES 

Section 1. Holidays:   

All full-time employees (employees working 40 hours per week) shall be entitled to ten 

paid holidays: 

New Year's Day Labor Day 

Martin Luther King Day Thanksgiving Day 

Good Friday Day after Thanksgiving 

Memorial Day Christmas Eve Day 

Independence Day Christmas Day 

 

Absences for religious holidays other than those listed above may be granted with pay 

and must have prior approval of the Executive Director and Executive Committee.  

Employees may use up to two days of sick leave annually for the purpose of religious 

observance. 

  

Section 2.  Observance of Holidays: If a holiday falls on Sunday, it will be observed 

the following Monday. If it falls on Saturday, it will be observed the preceding Friday. 

Holiday time is to be used on the observed day for the named holiday. 
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ADMINISTRATIVE LEAVE 

Section 1.  Any full-time salaried employee (working 40 hours per week) who is 

required to work over their normal schedule may earn Administrative Leave for time over 

their assigned period. All requests for use of Administrative Leave time must be 

approved in advance by the Executive Director and taken within the same fiscal year. 

Administrative Leave may not be accrued from year to year and is allowable each year up 

to a total of 40 hours.   Unused Administrative Leave will not be paid out upon 

termination. 

 

REMOVAL, SUSPENSION, REDUCTION AND LAYOFFS 
Section 1.  Grounds for removal, suspension, reduction or layoffs: Any employee 

of Brevard Schools Foundation is terminable at will.  

 

NON-PIRATING/NON-SOLICITATION 
Section 1.  Employees acknowledge that the Brevard School’s Foundation's format 

and patron, customer and client lists represent a valuable asset of the Foundation. 

Employees shall not disclose any information identifying patrons, customer and clients of 

the Foundation to any person or use such information for the benefit of the employee or 

any other person except with the written consent of the Executive Director. Should any 

employee violate this Article they are immediately subject to removal, suspension or 

termination. 

 

RETIREMENT SAVINGS  
Section 1.  Any employee may choose to participate in an employee-funded direct-

deposit Individual Retirement Account (IRA). 

 

PERFORMANCE EVALUATION 
Section 1.  The same rating scale shall be used to evaluate all employees. Evaluation 

of all employees will be conducted by their immediate supervisor. 

 

Section 2. Ratings will be given at the following periods: 

(a) at the end of ninety days of service 

(b) at the end of one year of service 

(c) annually thereafter during the months of May/June 

 

SALARY INCREASES 
Section 1.  The Executive Director will have the responsibility for recommending 

salary increments for employees to the Board of Directors. Salary increases, if any, for all 

employees will be included in the budgeting process for the beginning of the fiscal year 

on July 1st. Increases will be considered as the budget permits. Salary increases approved 

by the board in the budgeting process after July 1
st
 will be retroactive to July 1

st
. 

 

OVERTIME 

Section 1.   
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In accordance with state and federal regulations, non-exempt employees shall receive 

overtime pay (at the rate of one and one-half times the employee’s regular hourly rate) 

for all hours worked in excess of 40 hours in any work week.  All overtime hours must be 

authorized in advance by the employee’s supervisor.  Administrative Leave is not 

available to employees who are eligible for overtime pay. 

 

INSURANCE BENEFITS 
Section 1.  Any full-time employee (working 40 hours per week) is eligible for 

medical insurance paid by Brevard Schools Foundation. Dependent insurance is available 

and is paid for by the employee. 

 

Section 2.  Employees are eligible to enroll after the 90 day probationary period has 

been completed.  Employees must enroll within the first 30 days after the completion of 

the probationary period or during the annual enrollment period. 

 

REIMBURSEMENT OF EXPENSES 
Section 1.       Expenses incurred by staff while engaged in the performance of Brevard 

Schools Foundation duties will be reimbursed according to the following schedules: 

(a) Mileage Rate: Mileage on Brevard Schools Foundation 

business may be reimbursed at the rate consistent with Federal Internal 

Revenue Tax Codes. Individuals traveling from the same general location 

to the same destination are expected to ride together to curtail costs.  

(b) Meal Costs:  Meal costs will be reimbursed if an individual 

employee is engaged in Foundation business away from the office or 

home, both before and after the meal period or for required business 

meetings. The maximum amount of reimbursement for such meal costs 

and the meal periods are to be consistent with current State of 

Florida government guidelines.  Alcoholic beverages will not be 

reimbursed.  

 

(c) Overnight or out-of-county travel: Overnight or out-of-county 

travel requires advance approval by the Executive Director. 

 

Section 2.  Incidental Expenses: Incidental travel expenses which may be 

reimbursed while on Education Foundation business include: 

(a) Reasonable taxi fares 

(b) Tolls, tunnel and bridge fares 

(c) Parking or storage fees 

(d) Telephone/electronic expenses if concerning Foundation business 

Receipts for such expenses must be submitted whenever possible.  

 

Section 3. Travel by common carrier: Copies of tickets or receipts must accompany all 

travel reimbursement requests. All air travel should be coach class. 

 

Section 4. Promptness in Submission of Requests: Requests for reimbursement should 

be submitted promptly. Failure to submit expense reimbursement requests within one 
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month of the time the expense was incurred may result in non-payment of the expense 

request. Failure to submit expense reimbursement requests within 30 days of the end of 

the fiscal year will result in non-payment of the expense request. 

 

RESIGNATION 
Section 1.  Employees should submit proper notification in writing to their supervisor 

when submitting a resignation.  This resignation should include the reason or reasons for 

submitting the resignation, the date of the resignation and should be signed by both the 

employee and supervisor.  Employees are asked to give a minimum of two weeks notice 

before their resignation takes effect. 
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