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Dept. Name Policy Name Location in Policy Reviewer's Comments CFCHS and Ad-Hoc Action and Response

Contracts/Finance Procurement Policy Section V, Contracts and 

Contract Administration, 

subsection H:  Contract 

Termination

"only requires consultation with the board not approval."  I was unable to 

find where consultation was defined.  Why would there not be board 

approval on such a potentially important issue?

Contracts/Finance Procurement Policy Section VII: Risk Management, 

A. Bid Security, 1 & 2

1.  Only the CEO determines the necessity.  Again, there was no criteria that 

the CEO would follow to determine the need.  Why wouldn't the Board 

approve the CEO's recommendation?  2.  Amount is set at 5%.  This could be 

a rather high dollar amount on large contracts and could discourage 

companies without large cash reserves to not apply.

Contracts/Finance Procurement Policy Section XL:  Legal and 

Contractual Remedies, B. 

Contract Disputes, Subsection 

4:  Finality

The CEO's decision is final.  I didn't see an appeal process to the board.

Contracts/Finance Procurement Policy Section XL:  Legal and 

Contractual Remedies, C. 

Authority to Debar:

This too is the CEO's decision but requires board approval if appealed.  I 

would think that you would want board ratification of decisions even those 

not appealed.

Contracts/Finance Procurement Policy Cone of Silence I assume there is a contact person identified that bidders can contact with 

questions even if the answer is that they can not answer.

Data DCF Data Collection Policy Enforcement and Authority:   Failure to cooperate with the privacy officer is 

a grave infraction and may seriously impede investigations or audits.  It is 

believed that the policy should classify “Failure to cooperate with privacy 

officer” as a Class III offense as opposed to the current classification as a 

Class I offense.

Policy amended to address comments related to 

Class III and Class I offenses.  Ad-Hoc 

committee reviewed and approved amended 

policy.

Data DCF Data Collection Policy Handling Sensitive Electronic Information Policy and the Breach Policy:   

Although both policies are well written the inclusion of the Florida 

Information Protection Act (FIPA) might be worth considering even though 

HIPAA and FIPA often appear to be dealing with the same concepts and 

definitions.  There are some components and requirements of FIPA that are 

not included in HIPAA.  

Policy amended to address comments and 

ensure compliance with HIPAA and FIPA.  Ad-

Hoc reviewed and approved amended policy.

Human Resources Paid Time Off (PTO) Under Procedure, 2nd 

paragraph

Forever or is there a time limit?

Complete policy re-write.  Reviewed by Ad-

Hoc to ensure all comments were addressed.  

No additional comments.  Ad-Hoc approved.

PTO policy amended to address comments and 

ensure compliance with Federal Employment 

Laws.  Ad-Hoc reviewed and approved 

amended policy.
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10

11

12

13

Human Resources Paid Time Off (PTO) 4th paragraph These two seem to conflict - it's added as a lump sum but it must be earned.

Human Resources Paid Time Off (PTO) 5th paragraph Any reasons it could be donated?  If not, don't cite reasons.

Human Resources Paid Time Off (PTO) 9th paragraph Any appeal by employee?  Does the supervisor need to make reasonable 

accommodations?

Human Resources Paid Time Off (PTO) PTO Carryover Is there a top end limit to how much PTO and employee may have?

PTO policy amended to address comments and 

ensure compliance with Federal Employment 

Laws.  Ad-Hoc reviewed and approved 

amended policy.
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Policy Title: Procurement   

Date Issued: 2/7/2012 
Revised Date: 2/6/2017 

Review Date: 2/6/2017 

CEO Approval: 

 

___________________________________ 

Effective Date:  

 

___________________ 

 

POLICY: 

It is the policy of CFCHS to obtain in a cost-effective and responsive manner the goods and services 

required by CFCHS, ensuring a review of prospective procurements to avoid unnecessary duplication and 

receive best value; to provide safeguards for the maintenance of a procurement system of quality and 

integrity; to establish clear lines of procurement authority and accountability; to provide for increased 

public confidence in the procedures followed in public procurement; to promote the fair and equitable 

treatment of all persons who deal with CFCHS’ procurement system; and to foster broad-based 

competition within the free enterprise system. 

 

RELATED POLICIES:  Behavioral Health Service Procurement  

 

REFERENCES 

 Federal Super Circular 

 287.057, Florida Statutes 

 

PURPOSE: 

The purpose of these standards is to establish procedures for CFCHS for the procurement of supplies and 

other expendable property, equipment, real property and other services. 

 

PROCEDURES:   
1. Code of Conduct 

 

a. No employee, officer, or agent must participate in the selection, award, or administration of a 

contract supported by a Federal award if he or she has a real or apparent conflict of interest. 

Such a conflict of interest would arise when the employee, officer, or agent, any member of 

his or her immediate family, his or her partner, or an organization which employs or is about 

to employ any of the parties indicated herein, has a financial or other interest in or a tangible 

personal benefit from a firm considered for a contract. The officers, employees, and agents of 

the non-Federal entity must neither solicit nor accept gratuities, favors, or anything of monetary 

value from contractors or parties to subcontracts. However, non-Federal entities may set 

standards for situations in which the financial interest is not substantial or the gift is an 

unsolicited item of nominal value.  

 

b. Members of the CFCHS board of directors shall comply with all relevant fiduciary duties, 

including those governing conflicts of interest, when they vote upon matters related to 

procurement contracts in which they have a direct or indirect financial or personal interest. 

Officers, employees, directors, and agents of CFCHS shall be subject to disciplinary actions 

for violations of these standards. 
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2. Competition 

 

All procurement transactions shall be conducted in a manner to provide, to the maximum extent 

practical, open and free competition. CFCHS shall be alert to organizational conflicts of interest 

as well as noncompetitive practices among contractors that may restrict or eliminate competition 

or otherwise restrain trade. In order to ensure objective contractor performance and eliminate 

unfair competitive advantage, contractors that develop or draft specifications, requirements, 

statements of work, invitations for bids and/or requests for proposals shall be excluded from 

competing for such procurements. Awards shall be made to the bidder or offeror whose bid or 

offer is responsive to the solicitation and is most advantageous to CFCHS, price, quality and other 

factors considered. Solicitations shall clearly set forth all requirements that the bidder or offeror 

shall fulfill in order for the bid or offer to be evaluated by CFCHS. Any and all bids or offers may 

be rejected when it is in CFCHS's interest to do so.  In all procurements CFCHS shall avoid 

practices that are restrictive of competition.  These include but are not limited to: 

 

a. Placing unreasonable requirements on firms in order for them to qualify to do business; 

 

b. Requiring unnecessary experience and excessive bonding; 

 

c. Noncompetitive pricing practices between firms or between affiliated companies; 

 

d. Noncompetitive awards to consultants that are on retainer contracts; 

 

e. Organizational conflicts of interest; 

 

f. Specifying only a brand name product instead of allowing an equal product to be offered and 

describing the performance of other relevant requirements of the procurement; and 

 

g. Any arbitrary action in the procurement process. 

 

3. Exemptions from Competition – In accordance with 287.057, F.S., the following contractual 

services and commodities are not subject to the competitive-solicitation requirements: 

   

a. Artistic services. 

 

b. Academic program reviews if the fee for such services does not exceed $50,000. 

 

c. Lectures by individuals. 

 

d. Legal services. 

 

e. Health services involving examination, diagnosis, treatment, prevention, medical consultation, 

or administration. The term also includes, but is not limited to, substance abuse and mental 

health services involving examination, diagnosis, treatment, prevention, or medical 

consultation if such services are offered to eligible individuals participating in a specific 

program that qualifies multiple providers and uses a standard payment methodology. 

Reimbursement of administrative costs for providers of services purchased in this manner are 
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also exempt. For purposes of this subparagraph, the term “providers” means health 

professionals and health facilities, or organizations that deliver or arrange for the delivery of 

health services. 

 

f. Services provided to persons with mental or physical disabilities by not-for-profit corporations 

that have obtained exemptions under s. 501(c)(3) of the United States Internal Revenue Code 

or when such services are governed by Office of Management and Budget Circular A-122. 

However, in acquiring such services, the agency shall consider the ability of the vendor, past 

performance, willingness to meet time requirements, and price. 

 

g. Medicaid services delivered to an eligible Medicaid recipient unless the agency is directed 

otherwise in law. 

 

h. Family placement services. 

 

i. Prevention services related to mental health, including drug abuse prevention programs, child 

abuse prevention programs, and shelters for runaways, operated by not-for-profit corporations. 

However, in acquiring such services, the agency shall consider the ability of the vendor, past 

performance, willingness to meet time requirements, and price. 

 

j. Training and education services provided to injured employees pursuant to s. 440.491(6). 

 

k. Contracts entered into pursuant to s. 337.11. 

 

l. Services or commodities provided by governmental entities. 

 

m. Statewide public service announcement programs provided by a Florida statewide nonprofit 

corporation under s. 501(c)(6) of the Internal Revenue Code which have a guaranteed 

documented match of at least $3 to $1. 

 

4. Exceptions for Direct Payment – Certain purchases are excluded from the procurement processes 

set forth in this policy and are considered appropriate for direct payment.  Direct payments are 

limited to the following: 

 

a. Dues and memberships in trade and professional organizations; 

 

b. Subscriptions for periodicals and newspapers; 

 

c. Advertisements; 

 

d. Postage; 

 

e. Public utility services from natural or regulated monopolies including but not limited to gas, 

electric, water, and sewer; 

 

f. Employee reimbursements for CFCHS-approved expenses including but not limited to travel 

and training; and  
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g. Professional services. Professional services are defined as those services involving the 

provisions of advice, instruction, or specialized work from an individual, firm, or corporation 

specifically licensed to provide such services 

 

5. Methods of Procurement.  

 

a. Procurement by micro-purchases. Procurement by micro-purchase is the acquisition of 

supplies or services, the aggregate dollar amount of which does not exceed the micro-purchase 

threshold (§ 200.67 Micro-purchase). To the extent practicable, the non-Federal entity must 

distribute micro-purchases equitably among qualified suppliers. Micro-purchases may be 

awarded without soliciting competitive quotations if the non-Federal entity considers the price 

to be reasonable. The micro-purchase threshold is set by the Federal Acquisition Regulation at 

48 CFR Subpart 2.1 (Definitions). It is $3,000 except as otherwise discussed in Subpart 2.1 of 

that regulation, but this threshold is periodically adjusted for inflation. 

  

b. Procurement by small purchase procedures. Small purchase procedures are those relatively 

simple and informal procurement methods for securing services, supplies, or other property 

that do not cost more than the Simplified Acquisition Threshold (§ 200.88 Simplified 

acquisition threshold). If small purchase procedures are used, price or rate quotations must be 

obtained from an adequate number of qualified sources.  The simplified acquisition threshold 

is set by the Federal Acquisition Regulation at 48 CFR Subpart 2.1 (Definitions) and in 

accordance with 41 U.S.C. 1908. As of the publication of this part, the simplified acquisition 

threshold is $150,000, but this threshold is periodically adjusted for inflation. 

 

c. Procurement by sealed bids (formal advertising). Bids are publicly solicited and a firm fixed 

price contract (lump sum or unit price) is awarded to the responsible bidder whose bid, 

conforming with all the material terms and conditions of the invitation for bids, is the lowest 

in price.  

 

 (i) The sealed bid method is the preferred method for procuring construction if the following 

conditions are present: 

 

(A) A complete, adequate, and realistic specification or purchase description is available; 

 

(B) Two or more responsible bidders are willing and able to compete effectively for the 

business; and 

 

(C) The procurement lends itself to a firm fixed price contract and the selection of the 

successful bidder can be made principally on the basis of price. 

 

  (ii) If sealed bids are used, the following requirements apply: 

 

(A) Bids must be solicited from an adequate number of known suppliers, providing them 

sufficient response time prior to the date set for opening the bids, for local, and tribal 

governments, the invitation for bids must be publicly advertised; 

 

(B) The invitation for bids, which will include any specifications and pertinent attachments, 

must define the items or services in order for the bidder to properly respond; 
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(C) All bids will be opened at the time and place prescribed in the invitation for bids, and 

for local and tribal governments, the bids must be opened publicly; 

 

(D) A firm fixed price contract award will be made in writing to the lowest responsive and 

responsible bidder. Where specified in bidding documents, factors such as discounts, 

transportation cost, and life cycle costs must be considered in determining which bid is 

lowest. Payment discounts will only be used to determine the low bid when prior 

experience indicates that such discounts are usually taken advantage of; and 

 

(E) Any or all bids may be rejected if there is a sound documented reason. 

 

d. Procurement by competitive proposals. The technique of competitive proposals is normally 

conducted with more than one source submitting an offer, and either a fixed price or cost-

reimbursement type contract is awarded. It is generally used when conditions are not 

appropriate for the use of sealed bids.  The competitive solicitation processes shall be used for 

procurement of commodities or contractual services in excess of the threshold amount 

provided for CATEGORY TWO in s. 287.017, F.S. (currently $35,000).  If this method is 

used, the following requirements apply: 

 

(i) Solicitations shall be made available simultaneously to all vendors1; 

 

(ii) Solicitations must include the time and date for the receipt of bids, proposals, or replies 

and of the public opening2; 

 

(iii)Solicitations must be publicized and identify all evaluation factors and their relative 

importance. Any response to publicized solicitations must be considered to the maximum 

extent practical; 

 

(ii) Proposals must be solicited from an adequate number of qualified sources; 

 

(iii)The non-Federal entity must have a written method for conducting technical evaluations of 

the proposals received and for selecting recipients. 

 

(iv) Contracts must be awarded to the responsible firm whose proposal is most advantageous 

to the program, with price and other factors considered; and 

 

(v) The non-Federal entity may use competitive proposal procedures for qualifications-based 

procurement of architectural/engineering (A/E) professional services whereby competitors' 

qualifications are evaluated and the most qualified competitor is selected, subject to 

negotiation of fair and reasonable compensation. The method, where price is not used as a 

selection factor, can only be used in procurement of A/E professional services. It cannot 

be used to purchase other types of services though A/E firms are a potential source to 

perform the proposed effort. 

 

                                                 
1 Section 287.057, F.S. 
2 Section 287.057, F.S. 
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(vi) Types of competitive proposals: 

 

(A) Request for Proposal (RFP) 

 

CFCHS shall use a request for proposals when the purposes and uses for which the 

commodity, group of commodities, or contractual service being sought can be specifically 

defined and CFCHS is capable of identifying necessary deliverables. Various combinations 

or versions of commodities or contractual services may be proposed by a responsive vendor 

to meet the specifications of the solicitation document. 

 

(B) Invitation to Negotiate (ITN) 

 

The invitation to negotiate is a solicitation which is intended to determine the best method 

for achieving a specific goal or solving a particular problem and identifies one or more 

responsive vendors with which CFCHS may negotiate in order to receive the best value. 

 

(C) Group Purchasing Organizations 

 

CFCHS recognizes purchases made through Group Purchasing Organizations as a best 

practice in certain industries with associated efficiencies, savings, and speed.  CFCHS may 

participate in one or more group purchasing organization (GPO), which shall be selected 

competitively in accordance with this policy.  As a condition of CFCHS’s participation in 

a GPO, the GPO shall whenever possible solicit bids and proposals from certified Small 

Business Enterprises and local vendors, and shall cooperate with CFCHS in the facilitation 

of participation of those vendors at all tiers of CFCHS purchases under GPO contracts. 

 

e. Procurement by noncompetitive proposals is procurement through solicitation of a proposal 

from only one source and may be used only when one or more of the following circumstances 

apply: 

 

(i) The item is available only from a single source; 

 

(ii) The public exigency or emergency for the requirement will not permit a delay resulting 

from competitive solicitation; 

 

(iii)The federal awarding agency or pass-through entity expressly authorizes noncompetitive 

proposals in response to a written request from the non-Federal entity; or 

 

(iv) After solicitation of a number of sources, competition is determined inadequate. 

  

6. Procurement procedures. 

 

a. All procurement by CFCHS shall comply, at a minimum, with the requirements below: 

 

(i) CFCHS must avoid purchasing unnecessary items. 

 

(ii) Where appropriate, an analysis is made of lease and purchase alternatives to determine 

which would be the most economical and practical procurement. 
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  (iii)Solicitations for goods and services provide for all of the following: 

 

(A) A clear and accurate description of the technical requirements for the material, product 

or service to be procured. In competitive procurements, such a description shall not 

contain features which unduly restrict competition. 

 

(B) Requirements which must be fulfilled and all other factors to be used in evaluating 

proposals submitted in response to solicitations. 

 

(C) A description, whenever practicable, of technical requirements in terms of functions to 

be performed or performance required, including the range of acceptable characteristics 

or minimum acceptable standards. 

 

(D) When relevant, the specific features of "brand name or equal" descriptions that are to 

be included in responses submitted to solicitation. 

 

(E) The acceptance, to the extent practicable and economically feasible, of products and 

services dimensioned in the metric system of measurement. 

 

(F) Preference, to the extent practicable and economically feasible, for products and 

services that conserve natural resources and protect the environment and are energy 

efficient. 

 

b. Positive efforts shall be made by CFCHS to utilize small businesses, minority-owned firms, 

and women's business enterprises, whenever possible. CFCHS shall take all of the following 

steps to further this goal. 

 

(i) Ensure that small businesses, minority-owned firms, and women's business enterprises are 

used to the fullest extent practicable. 

 

(ii) Make information on forthcoming opportunities available and arrange time frames for 

purchases and contracts to encourage and facilitate participation by small businesses, 

minority-owned firms, and women's business enterprises. 

 

(iii)Consider in the contract process whether firms competing for larger contracts intend to 

subcontract with small businesses, minority-owned firms, and women's business 

enterprises. 

 

(iv) Encourage, when practical, contracting with consortiums of small businesses, minority-

owned firms and women's business enterprises when a contract is too large for one of these 

firms to handle individually. 

 

(v) Use the services and assistance, as appropriate and practical, of such organizations as the 

Small Business Administration and the Department of Commerce's Minority Business 

Development Agency in the solicitation and utilization of small businesses, minority-

owned firms and women's business enterprises. 
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c. Electronic posting.  CFCHS shall provide for the electronic posting of solicitations, award 

notices, determinations and other matters related to procurement on a centralized Internet 

website designated by CFCHS for this purpose. 

 

d. The type of procuring instruments used (e.g., fixed price contracts, cost reimbursable contracts, 

purchase orders, and incentive contracts) shall be determined by CFCHS but shall be 

appropriate for the particular procurement and for promoting the best interest of the program 

or project involved. The "cost-plus-a-percentage-of- cost" or "percentage of construction cost" 

methods of contracting shall not be used. 

 

e. Contracts shall be made only with responsible contractors who possess the potential ability to 

perform successfully under the terms and conditions of the proposed procurement. 

Consideration shall be given to such matters as contractor integrity, record of past performance, 

financial and technical resources or accessibility to other necessary resources.  

 

7. Cost and price analysis. Some form of cost or price analysis shall be made and documented in the 

procurement files in connection with every procurement action above $500 in value. Price analysis 

may be accomplished in various ways, including the comparison of price quotations submitted, 

market prices and similar indicia, together with discounts. Cost analysis is the review and 

evaluation of each element of cost to determine reasonableness, allocability and allowability. 

 

8. Procurement records. Procurement records and files for purchases in excess of the small purchase 

threshold as fixed at 41 U.S.C. 403(11) shall include the following at a minimum: (a) the rationale 

for the method of procurement (b) selection of the contract type (c) contractor selection or rejection 

and (d) basis for the contract price. 

 

9. Contract administration.  A system for contract administration shall be maintained to ensure 

contractor conformance with the terms, conditions and specifications of the contract and to ensure 

adequate and timely follow up of all purchases. CFCHS shall evaluate contractor performance and 

document, as appropriate, whether contractors have met the terms, conditions and specifications 

of the contract. 

 

10. Contract provisions.  CFCHS shall include, in addition to provisions to define a sound and 

complete agreement, the following provisions in all contracts. The following provisions shall also 

be applied to subcontracts. 

 

a. Contracts in excess of the Simplified Acquisition Threshold shall contain contractual 

provisions or conditions that allow for administrative, contractual, or legal remedies in 

instances in which a contractor violates or breaches the contract terms, and provide for such 

remedial actions as may be appropriate. 

 

b. All contracts in excess of the Simplified Acquisition Threshold shall contain suitable 

provisions for termination by CFCHS, including the manner by which termination shall be 

effected and the basis for settlement. In addition, such contracts shall describe conditions under 

which the contract may be terminated for default as well as conditions where the contract may 

be terminated because of circumstances beyond the control of the contractor. 

 

c. For contracts dealing with construction or facility improvements CFCHS shall comply with all 
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requirements imposed by its funding sources (and the government regulations applicable to 

those funding sources) with regard to construction bid guarantees, performance bonds, and 

payment bonds. 

 

d. All negotiated contracts (except those for less than the Simplified Acquisition Threshold) 

awarded by CFCHS shall include a provision to the effect that CFCHS shall have access to 

any books, documents, papers and records of the contractor which are directly pertinent to a 

specific program for the purpose of making audits, examinations, excerpts and transcriptions. 

 

e. All contracts, including small purchases, awarded by CFCHS and their contractors where the 

source of the funds, directly or indirectly, is the federal government, shall contain the following 

procurement provisions:  

 

(i) All contracts in excess of $10,000 must address termination for cause and for convenience 

by the non-Federal entity including the manner by which it will be effected and the basis 

for settlement. 

 

(ii) Clean Air Act (42 U.S.C. 7401-7671q.) and the Federal Water Pollution Control Act (33 

U.S.C. 1251-1387), as amended - Contracts and subgrants of amounts in excess of 

$150,000, must contain a provision that requires the non-Federal award to agree to comply 

with all applicable standards, orders or regulations issued pursuant to the Clean Air Act 

(42 U.S.C. 7401-7671q) and the Federal Water Pollution Control Act as amended (33 

U.S.C. 1251-1387). Violations must be reported to the Federal awarding agency and the 

Regional Office of the Environmental Protection Agency (EPA). 

 

(iii)Mandatory standards and policies relating to energy efficiency which are contained in the 

state energy conservation plan issued in compliance with the Energy Policy and 

Conservation Act (U.S.C. 6201). 

 

(iv). Debarment and Suspension (Executive Orders 12549 and 12689) – A contract award (see 

2 CFR 180.220) must not be made to parties listed on the governmentwide Excluded Parties 

List System in the System for Award Management (SAM), in accordance with the OMB 

guidelines at 2 CFR 180 that implement Executive Orders 12549 (3 CFR Part 1986 Comp., 

p. 189) and 12689 (3 CFR Part 1989 Comp., p. 235), "Debarment and Suspension." The 

Excluded Parties List System in SAM contains the names of parties debarred, suspended, 

or otherwise excluded by agencies, as well as parties declared ineligible under statutory or 

regulatory authority other than Executive Order 12549. 

 

(v) Byrd Anti-Lobbying Amendment (31 U.S.C. 1352) -   Contractors that apply or bid for an 

award of $100,000 or more must file the required certification. Each tier certifies to the tier 

above that it will not and has not used Federal appropriated funds to pay any person or 

organization for influencing or attempting to influence an officer or employee of any 

agency, a member of Congress, officer or employee of Congress, or an employee of a 

member of Congress in connection with obtaining any Federal contract, grant or any other 

award covered by 31 U.S.C. 1352. Each tier must also disclose any lobbying with non-

Federal funds that takes place in connection with obtaining any Federal award.  Such 

disclosures are forwarded from tier to tier up to the non-Federal award. 
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11. Authority 

 

 Except as otherwise provided herein and subject to the direction of the CEO, the person(s) 

designated by the CEO shall perform the duties of procurement and purchasing for CFCHS on the 

particular matter or matters, and shall be responsible for the procurement of goods and services in 

accordance with this policy and such other duties as assigned by the CEO.  The CEO and/or 

designee shall sign and take responsibility for the authoring of the bids, solicitations, purchase 

requisitions and orders, vendor selection, negotiation, and/or the entire procurement process. 

 

12. Duties – The CEO or designee shall: 

 

a. Procure or supervise the procurement of all foods and services needed by CFCHS; 

 

b. Solicit and advertise for bids and proposals for goods and services without the need for action 

by the Board of CFCHS; 

 

c. Establish and maintain programs for the monitoring, inspection, testing, and acceptance of 

goods and services; and 

 

d. Ensure compliance with this policy by reviewing and monitoring procurements conducted by 

any designee. 

 

e. CFCHS Board of Directors shall have final approval of contracts resulting from the 

procurement process. 

 

13. Unauthorized Purchases.  An unauthorized purchase is a purchase or commitment of funds by an 

employee that does not have the authority to do so, or a purchase or commitment of funds by an 

authorized employee but not in accordance with applicable law or this policy.  The CEO or the 

Board of Directors may require one or more of the following actions: 

 

a. Payment for any unauthorized purchase may be deemed the personal responsibility of the 

employee that made the purchase or commitment; and 

 

b. The employee may be subject to disciplinary action up to and including termination.   
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Date Issued: 02/07/2012 
Revised Date: 
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___________________________________ 

Effective Date:  

 

____________________ 

 

PURPOSE: 

The information system of Central Florida Cares Health System, Inc. (CFCHS) includes confidential1 

health information about individuals served by subcontractors, as well as protected personal information. 

CFCHS has a legal and ethical obligation to safeguard the privacy2 of that information.  Users are required 

to follow the Privacy Policies and Procedures of CFCHS with regard to their use and disclosure of 

protected health information.   

 

The computers, network, Internet connections, software applications and electronic mail systems 

(collectively referred to as “computer systems”) made available to Users are intended for use to support 

the business of CFCHS and to help Users do their work.  All Users are to maintain confidentiality of client 

health information and internal business practices of CFCHS.  

 

In the context of use of CFCHS’ computer systems, this means that Users are not permitted to seek access 

to records of individuals or confidential business records of CFCHS if access to that information is not 

required to enable the user to perform his or her work for CFCHS. CFCHS’ computer systems shall be 

used for business purposes. Incidental personal use of computer systems is permissible so long as: (a) it 

does not consume more than a trivial amount of resources, (b) does not affect User productivity, and (c) 

does not interfere with any business activity.  

 

This policy provides general guidelines for ensuring the privacy and security of individually identifiable 

health information that is maintained in the CFCHS data system as well as: 

 To provide a list of data elements that are identified as Protected Health Information (PHI) by the 

Health Insurance Portability and Accountability Act (HIPAA) of 1996; and 

 To provide a list of data elements that are identified as Personal Information (PI) by the Florida 

Information Protection Act (FIPA); and  

 To highlight the basic privacy and security safeguards that must be followed by authorized persons 

when performing a function that involves the use or disclosure of individually identifiable health 

information in the CFCHS data system. 

 

RELATED POLICIES: 

 Enforcement and Authority 

 Workstation Security 

 Confidentiality and Response to Requests for Information 

 Passwords 

 Minimum Necessary Standards for HIPAA Compliance 

                                                
1 Confidentiality: The safekeeping of data/information so as to restrict access to individuals who have need, reason, and 

permission for such access. 
2 Privacy: An individual’s right to limit the disclosure of personal information (TJC definition). 
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POLICY: 

Protected Health Information (PHI): 

In accordance with 45 Code of Federal Regulation (CFR) Parts 160 and 164, which is the Final Rule 

pertaining to HIPAA Standards for Privacy of Individually Identifiable Health Information, the 18 PHI 

data elements as listed below.  Since the data system of CFCHS contains some of these data elements, 

only authorized persons, who must protect this individually identifiable information from accidental or 

intentional misuse, shall have access to: 

 Person names 

 All geographic subdivisions smaller than a State, including street address, city, county, precinct, 

zip code, and their equivalent geocodes, except for the initial three digits of a zip code if, according 

to the current publicly available data from the Bureau of the Census: 

 

1. The geographic unit formed by combining all zip codes with the same three initial digits 

contains more than 20,000 people; and 

2. The initial three digits of a zip code for all such geographic units containing 20,000 or fewer 

people are changed to 000. 

 

 All elements of dates (except year) for dates directly related to an individual, including birth date, 

admission date, discharge date, date of death; and all ages over 89 and all elements of dates 

(including year) indicative of such age, except that such ages and elements may be aggregated into 

a single category of age 90 or older 

 Telephone numbers 

 Fax numbers 

 Electronic mail addresses 

 Social security numbers 

 Medical record numbers 

 Health plan beneficiary numbers 

 Account numbers 

 Certificate/license numbers 

 Vehicle identifiers and serial numbers, including license plate numbers 

 Device identifiers and serial numbers 

 Web Universal Resource Locators (URLs) 

 Internet Protocol (IP) address numbers 

 Biometric identifiers, including finger and voice prints 

 Full face photographic images and any comparable images 

 Any other unique identifying number, characteristic, or code 

 

Personal Information (PI): 

In accordance with Florida Statue 501.171, which is the Florida Information Protection Act (FIPA), the 

following data elements must be protected in the same manner as the above listed elements under 

HIPAA: 

 An individual’s first name or first initial and last name in combination with any of the below 

items: 

 A social security number; 

 A driver license or identification card number, passport number, military identification 

number, or other similar number issued on a government document used to verify identity; 
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 A financial account number or credit or debit card number, in combination with any security 

code, access code, or password that is necessary to permit access to an individual’s financial 

account; 

 Any information regarding an individual’s medical history, mental or physical condition, or 

medical treatment or diagnosis by a health care professional; or 

 An individual’s health insurance policy number or subscriber identification number and any 

unique identifier used by a health insurer to identify the individual. 

 A user name or email address, in combination with a password or security question and answer 

that would permit access to an online account. 

 

Personal Information does not include information about an individual that has been made publicly 

available by a federal, state, or local government entity. The term also does not include information that 

is encrypted, secured, or modified by any other method or technology that removes elements that 

personally identify an individual or that otherwise renders the information unusable. 

 

Security Safeguards: 

There are several federal and state laws that govern the security requirements, including guidelines and 

standards to guard data integrity, confidentiality, availability, and reliability.  Those that apply directly to 

the security of data in the CFCHS system include, but are not limited to, the following: 

 42 Code of Federal Regulation (CFR) Part 142: Security and Electronic Signature Standards – 

Proposed Rule of the Health Insurance Portability and Accountability Act of 1996 (HIPAA). 

 Section 282.318, Florida Statutes: Security of Data and Information Technology 

Below are the minimum-security measures to protect data in the CFCHS system from accidental or 

intentional unauthorized disclosure, modification, or destruction by persons within or outside of the 

organization. 

 

System Safeguards 

 All systems encryption methods meet or exceed industry security standards (128 bit encryption). 

Cloud data backups use 128 bit encryption in transmission. Cloud data storage uses 256 bit 

encryption. 

 Network assessment and penetration tests will be completed as specified by HIPAA. 

 

Staff Requirements 

 All CFCHS employees shall receive training on HIPAA and security requirements during new 

employee orientation and annually thereafter, in accordance with HIPAA, 42 CFR Part Two, 

CFCHS policies, and DCF requirements. 

 CFCHS shall not release client PHI without written client consent, unless authorized by the 

regulation. 

 CFCHS staff will notify the Chief Information Officer of any suspected or confirmed security 

incidents in addition to submitting an incident report to the Risk Manager. 

 

User Safeguards 

 Each authorized user must have a unique personal identifier (i.e., user code) that is assigned and 

controlled by the CFCHS Data department.  The Data department will also assign an initial 

password to each authorized user.  The user must change this initial password immediately after it 

has been assigned and regularly thereafter as required by the department. 
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 System users are prohibited from sharing their passwords or user codes with other individuals.  

They are also prohibited from sharing or discussing client-identifying information with anyone 

unless the other person is also an authorized user or the agency has designated as having a need to 

know in accordance with agency’s operating procedures. 

 

General Safeguards 

 Computer workstations are only to be used to access records and programs directly required by an 

employee as part of their assigned job duties.  

 Screensavers should be enabled after five (5) minutes or less and be password protected. 

 Any file containing confidential information that is not stored in a secure computer must be kept 

in a secure location whose accessibility requires the use of locks and keys.  

 Never send CFCHS data or other individually identifiable information to a fax machine number or 

to a printer unless you are absolutely sure that the recipient equipment is located in a secure 

location that is accessible only to authorized users.  

 When sending client information via e-mail outside of the CFCHS intranet, follow the procedure 

in the Electronic Mail policy.  

 

Sources of Policy Directives 

Health Insurance Portability and Accountability Act of 1996 (HIPPAA), specifically 45 CFR § 

164.312(a)(2)(iv) – Encryption and decryption (A) 

Florida Information Protection Act (FIPA), Florida Statutes 501.171 
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Policy Title:  Paid Time Off (PTO)  

Date Issued:  09/08/2015 
Revised Date:  

032/081/2017 

Review Date:  

032/081/2017 
CEO Approval: 

 

___________________________________ 

Effective Date:  

 

___________________ 

 

POLICY: 

Central Florida Cares Health System, Inc. (CFCHS) provides Paid Time Off (PTO) for the purpose of 

providing employees with the opportunity to take time away from work without the loss of compensation. 

 

RELATED POLICES: 

 Employee Handbook 

 Payday Information Policy 

 

REFERENCES: 

   PTO Request Form 

 PTO Payout Form 

 

PURPOSE: 

The PTO policy combines vacation, sick time and personal time into a single bank of hours for eligible 

employees to use to take paid time off from work.  When an employee needs to take time off from work 

the PTO policy enables time off to be paid based on accrued PTO. 

 

PROCEDURE: 

Upon eligibility, full-time employees accrue PTO hours at the rate of 4.615 hours bi-weekly (15 PTO days 

or 120 hours each year).  Employees in the following employment classification(s) are eligible to earn and 

use PTO:  Regular Full-Time and Introductory.  Temporary employees, contract employees, and interns 

are not eligible to accrue PTO.  Upon eligibilityIf eligible, full-time employees accrue PTO hours at the 

rate of 4.615 hours bi-weekly (15 PTO days or 120 hours each year).  Regular PTO hours are earned on a 

bi-weekly basis.  PTO is available for use only after it is earned. 

 

Inactive Employment 

Eligibility to accrue PTO is contingent on the employee either working or utilizing accrued PTO for the 

entire bi-weekly pay period.  PTO will not be accrued during any period that an employee is not in active 

pay status (i.e. unpaid time off/leave). 

 

Additionally, 5 PTO days (40 hours) is automatically added as a lump sum at the eligible employee’s first 

year anniversary and every year afterwards.  Anniversary PTO is earned on an annual basis after each year 

of service and added to the employee’s PTO bank as a lump sum of 40 PTO hours.   

 

Eligible CFCHS employees also have one floating paid day off (8 hours) that they can use only during 

their birth month, which is not taken out of their PTO bank. 
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PTO is available for use only after it is earned.  Regular PTO hours are earned on a bi-weekly basis.  

Anniversary PTO is earned on an annual basis after each year of service and added to the employee’s PTO 

bank as a lump sum of 40 PTO hours.  The CEO and/or Board of Directors may adjust PTO on a case-by-

case basis as part of employment negotiations. 

 

Remaining PTO upon Separation and PTO Payout 

If an employee resigns and provides CFCHS a minimum of two weeks’ notice, depending on the 

availability of funds and CEO approval, he/she may be paid for accrued, unused PTO up to a maximum 

of 80 hours (one pay period), if the employee has been employed for at least six (6) months.  Employees 

who resign without a two weeks’ notice and employees who are terminated involuntarily for any reason 

will not receive payment for accrued, unused PTO.  PTO cannot be paid out while employed.  In cases 

where an employee provides a resignation notice, the employee may not use PTO during the resignation 

period.  It is expected that a terminating employee will work the entire time designated by his or her notice, 

at the convenience of the CFCHS, without using PTO.  PTO payout, paid at the rate of pay applicable at 

the time of termination of employment, will either be included in the employee’s last paycheck or paid 

with the following weeks’ payroll at CFCHS’ discretion.  A PTO Payout Form must be completed.  

 

Employees and their Supervisors are responsible for recording PTO usage and all other time-off from 

work not covered by PTO (jury duty, absence without pay, etc.).  See Employee Handbook for additional 

information. 

 

Employees are responsible for managing their PTO bank.  It is important that employees plan ahead for 

how they will use it by developing a plan for taking vacations, as well as doctor’s appointments and 

personal business.  Employees should bear in mind that illnesses and emergencies can occur and may wish 

to save some of their PTO hours to cover illnesses or emergencies. 

 

CFCHS requires employees to use a minimum of forty (40) hours of PTO, per fiscal year.  Time off request 

types such as Birthday (8 hours each year), Bereavement (up to 3 days for an immediate family member’s 

death), or Jury Duty are not taken out of the employee’s accrued PTO bank.  For the purpose of 

bereavement leave, immediate family member is defined as a spouse, parent, step-parent, sister, brother, 

child, step-child, grandparent, father-in-law, mother-in-law, brother-in-law, sister-in-law, son-in-law, 

daughter-in-law, or grandchild of the employee.Employees in the following employment classification(s) 

are eligible to earn and use PTO: Regular Full-Time and Introductory. 

 

Employees, when possible, excluding emergencies, must request vacation PTO at a minimum of three (3) 

weeks in advance.  Employees are limited to taking no more than two (2) weeks PTO consecutively.  PTO 

time is to be requested in increments of four (4) or eight (8) hours.  Due to the nature of the work for 

certain positions (such as positions “deemed critical”), the Supervisor may approve working from home 

during the employee’s scheduled PTO or emergency call-out in order to fulfil work deadlines and 

obligations or continue business operations.The employee must submit the PTO request to their 

Supervisor for approval.  While every effort is made to accommodate the employee’s PTO request, the 

Supervisor has the authority to deny PTO if the request creates a hardship on the organization. 

 

To request PTO, the employee must complete and sign a PTO Request form located on the shared drive, 

stating the date(s), amount of time the employee is requesting, selecting the correct type of PTO (PTO 

request, PTO Call-Out, Birthday, Bereavement, Jury Duty, or Unpaid Time Off) as well as the available 

and remaining PTO hours in the employee’s bank.  The completed form must be submitted to the Human 

Resources (HR) Generalist for available PTO hours check and approval before the employee submits the 
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form to his or her Supervisor for approval.  While every effort is made to accommodate the employee’s 

PTO request, the Supervisor has the authority to deny PTO if the request creates a hardship on the 

organization. 

 

  OnceIf approved by the Supervisor, the completed form is submitted to the HR Generalist.  The HR 

Generalist will make a copy for Accounting for payroll backup.  The employee is responsible for making 

sure that the “Out of Office” calendar in Outlook reflects the employee’s time off, as well as his or her 

individual Outlook calendar. 

 

If the PTO form is completed after the PTO is taken, such as for sick or emergency call-outs and 

bereavement, the form must be completed and signed off by both the employee and Supervisor and 

submitted to the HR Generalist the next day the employee is back in the office.  Time off from work 

without prior approval, such as sick or emergency call-outs and bereavement, still requires a PTO Request 

form. 

 

  All employees must notify their Supervisor with a phone call when calling off sick or for emergencies, 

not a text or email.  A phone call must be placed to the Supervisor as soon as possible.  If the Supervisor 

is unavailable to answer the call, the employee can leave a voice message.  The Supervisor must then 

notify the HR department and the Front Desk, via email or phone call, as soon as he or she is aware of the 

call-out. 

 

Time off request types such as Birthday (8 hours each year), Bereavement (up to 3 days for an immediate 

family member’s death), or Jury Duty are not taken out of the employee’s accrued PTO bank. 

 

Adjustments to Prior Requested PTO 

If an employee’s requested PTO dates and hours require an adjustment, the employee must have the 

adjustment approved by their Supervisor.  The Supervisor must also notify the HR Generalist of any 

PTO/schedule adjustments. 

 

If the adjustment to the originally requested PTO is a reduction in PTO hours or if an entire day(s) is no 

longer requested by the employee, the bottom portion of the original PTO Request form (kept in HR 

Generalist’s office) is to be completed and signed by both the employee and Supervisor before submitting 

it back to the HR Generalist.  The HR Generalist will make a copy of the revised form for Accounting.  

 

Due to the nature of the work for certain positions (such as positions “deemed critical”), the Supervisor 

may approve working from home during the employee’s scheduled PTO or emergency call-out in order 

to fulfil work deadlines and obligations or continue business operations. 

 

An example of a PTO adjustment (Exempt employees):  If an exempt employee requested an entire day 

off (8 PTO hours), but works during the requested PTO time for 3 hours out of the 8 PTO hours, his or 

her PTO can be adjusted to reflect 5 PTO hours for that day with the Supervisor’s approval.  The 

employee’s ADP time card must reflect the PTO as 5 PTO hours (Earnings Pay Code: PTO) and 3 hours 

worked (“Pay Code” field is left blank).  In ADP Time & Attendance (My Timecard), the field to the left 

of the day allows an additional entry for the same day so employees can separate PTO and regular actual 

hours worked hours.  All exempt and nonexempt employees must reflect their PTO and other time off 

work hours (including Jury Duty, Bereavement, Floating Birthday, and Unpaid Time Off) on their ADP 

time card. 
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If the adjustment is a request of additional days or extra PTO hours, a new PTO Request form is needed 

for the additional request(s) only. 

 

Inactive Employment 

Eligibility to accrue PTO is contingent on the employee either working or utilizing accrued PTO for the 

entire bi-weekly pay period.  PTO will not be accrued during any period that an employee is not in active 

pay status (i.e. unpaid time off/leave). 

 

PTO Carryover and Accrual Cap 

In the event that available PTO is not used by the end of the fiscal year (June 30th), employees may carry 

up to 160 hours of accrued PTO  unused time intoforward to the next fiscal year. 

 

To encourage employees to use their accrued PTO and allow the organization to manage its financial 

obligations responsibly, there is a cap on the amount of PTO an employee can accumulate.  PTO accrual 

is capped at 320 hours (8 weeks).  Once an employee reaches the cap, he or she will stop accruing 

additional PTO hours.  After some of it is used and the balance drops below the cap, the employee will 

continue to accrue PTO hours.  However, the employee will not receive retroactive credit for time worked 

while he or she was at the cap limit. 

 

Exhausted PTO and Negative PTO Balances 

Time off from work when an employee has exhausted his/her PTO balance may be unpaid depending on 

the employee’s FLSA exemption status. 

 Non-Exempt Employees – If a non-exempt employee has exhausted his/her PTO bank, but is 

absent from work, he/she will not be paid for the absence.  It will be unpaid time off. 

 Exempt Employees – If an exempt employee has exhausted his/her PTO bank, but is absent from 

work for one or more full days for personal reasons other than illness, he/she will not be paid for 

the full day absences.  Deductions for absences from work for one or more full days due to illness 

or disability will be made in accordance with a bona fide plan, policy or practice providing 

compensation for salary lost due to illness.  Deductions from an exempt employee’s salary are 

made in full day increments (See Payday Information Policy).  In cases where an exempt employee 

has exhausted his/her PTO bank, but is absent from work due to illness or disability, CFCHS may 

allow the exempt employee’s PTO bank to go into negative, to a maximum amount of 24 hours (3 

days).  Negative PTO balances for instances other than illness orf disability are not permitted.  

 

 

Unscheduled PTO hours should be kept to a minimum in order to avoid staffing issues.  It is each 

supervisor’s responsibility to monitor employee absences and to ensure that they do not become excessive 

in relation to the hours worked by the employee.  Excessive unscheduled PTO or unpaid time off may 

result in corrective action.  Extended illness or absences due to hospitalization are not considered excessive 

use if the absence is due to illness that results in 25 or more consecutive hours. 

 

Negative PTO Balance at Separation 

When an employee who has a negative PTO balance separates from CFCHS, he or she is required to repay 

the value of the negative PTO balance or CFCHS may deduct that amount from any pay due to the 

employee upon separation.  However, if the employees dies or is separated or resigns because of disability, 
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the requirement to repay does not apply.  CFCHS makes the determination as to whether an employee has 

separated or resigned because of disability. 

 

Remaining PTO upon Separation and PTO Payout 

If an employee resigns and provides CFCHS a minimum of two weeks’ notice, depending on the 

availability of funds and CEO approval, he/she may be paid for accrued, unused PTO up to a maximum 

of 80 hours (one pay period), if the employee has been employed for at least six (6) months.  Employees 

who resign without a two weeks’ notice and employees who are terminated involuntarily for any reason 

will not receive payment for accrued, unused PTO.  PTO cannot be paid out while employed.  In cases 

where an employee provides a resignation notice, the employee may not use PTO during the resignation 

period.  It is expected that a terminating employee will work the entire time designated by his or her notice, 

at the convenience of the CFCHS, without using PTO.  PTO payout, paid at the rate of pay applicable at 

the time of termination of employment, will either be included in the employee’s last paycheck or paid 

with the following weeks’ payroll at CFCHS’ discretion.  A PTO Payout Form must be completed.  
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POLICY: 

It is the policy of Central Florida Cares Health System, Inc. (CFCHS) to comply with federal and state 

laws and regulations regarding potential breaches of client protected health information (PHI), including 

45 CFR 164.400-414, ARRA Title XIII Section 13402, § 501.171, Fla. Stat., and CFOP 50-2. A breach 

is, generally, an impermissible use or disclosure under the Privacy Rule that compromises the security or 

privacy of the protected health information.  An impermissible use or disclosure of protected health 

information is presumed to be a breach unless the covered entity or business associate, as applicable, 

demonstrates that there is a low probability that the protected health information has been compromised 

based on a risk assessment. Good faith access of personal information by an employee or agent of CFCHS 

does not constitute a breach, provided that the information is not used for purpose unrelated to the business 

of CFCHS and the information is not subject to further unauthorized use. 

 

RELATED POLICIES:  Applicability 

 

PURPOSE: 

The purpose of this policy is to specify the actions CFCHS will take when a potential breach of client 

protected health information or personal information (hereafter referred to as protected information) as 

defined in the Florida Information Protection Act (FIPA) occurs, including risk assessment and 

notification steps.  

 

PROCEDURES: 

When CFCHS becomes aware of a potential breach, the following steps will be taken: 

1. CFCHS will submit an incident report to the Department of Children and Families (DCF) IRAS 

database and notify the Department’s contract manager and security officer as soon as possible, 

but not later than five (5) business days. 

2. CFCHS will conduct, or direct subcontractor to conduct, a “Risk Assessment Decision Tree”, 

provided by the DCF and attached herein by reference, to determine whether there is low 

probability of compromise of the protected health information considering: 

a. The nature and extent of the protected health information involved, including the types of 

identifiers and the likelihood or re-identification. 

b. The unauthorized person who used the protected health information  or to whom the 

disclosure was made. 

c. Whether the protected health information  was actually acquired or used. 

d. The extent to which the risk to the protected health information has been mitigated. 

3. CFCHS, and subcontractors, will comply with the DCF  “Risk Assessment Decision Tree” 

requirements for reporting to the Office of Civil Rights, and notification to clients as well as the 

following:  
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a. If the risk assessment determines that there is a low probability of compromise of the 

protected health information and that consultation with relevant law enforcement agencies 

determines that the breach will not likely result in identity theft or other financial harm, , 

then CFCHS or subcontractor will not notify clients. Such determination will be provided 

to the Department of Legal Affairs within 30 days of the determination and will be 

maintained at CFCHS for a minimum of 5 years. 

b. If a low probability of compromise determination cannot be made from the risk assessment, 

CFCHS or subcontractor will notify clients of the breach of PHI as soon as possible, but 

no later than sixty thirty (360) days of discovery of the breach, unless such notification 

would interfere with an ongoing criminal investigation as directed by a federal, state or 

local law enforcement agency, in which case notification would be made once such 

interference would no longer exist. 

i. Notification of clients will be in plain English following the requirements specified 

in 45 CFR 164.404, ARRA Title XIII Section 13402(e)(1) and, ARRA Title XIII 

Section 13402(f), and §500.171(4), Fla. Stat.. 

c. For breaches involving the information of 500 or more individuals:  

i. CFCHS or subcontractor shall notify the Florida Department of Legal Affairs 

within 30 days after determination of a breach or reason to believe a breach 

occurred and will comply with requests for additional information, pursuant to 

§500.171(3), Fla. Stat. 

i.ii. CFCHS or subcontractor shall notify prominent media outlets in the area as soon 

as possible, but no later than sixty (60) days of discovery of the breach, in 

compliance with 45 CFR 164.406 and ARRA Title XIII Section 13402(e)(2).  

ii.iii. CFCHS or subcontractor shall notify the Department of Health and Human Services 

as soon as possible, but no later than sixty (60) days of discovery of the breach, 

pursuant to 45 CFR 164.408(b) and ARRA Title XIII Section 13402(e)(3). 

d. For breaches involving the information of 1,000 or more individuals, CFCHS or 

subcontractor follow actions under (c) above and will provide notice to credit reporting 

agencies. 

d.e. For breaches involving the information of less than 500 individuals: 

i. CFCHS or subcontractor will maintain a log of breaches to be reported to the 

Department of Health and Human Services within sixty (60) days of the end of the 

calendar year. 

4. CFCHS and subcontractors will also comply with the requirements of the Business Associate 

Agreement (BAA) signed along with the contract for services with each respective agency, also 

herein incorporated by reference.  

 

ATTACHMENTS AND LINKS: 

 DCF CFOP Systems Management-Security of Data and Information technology Resources 

http://www.dcf.state.fl.us/admin/publications/cfops/050%20Systems%20Management%20(CFO

P%2050-XX)/CFOP%2050-

02,%20Security%20of%20Data%20and%20Information%20Technology%20Resources.pdf  

 DCF Risk Assessment Decision Tree Y:\RUQ\RISK MANAGEMENT\HIPAA\HIPAA Risk 

Assessment\DCF HIPAA Risk Assessment Decision Tree.docx 

 CFCHS Business Associate Agreement Y:\RUQ\RISK MANAGEMENT\HIPAA\Business 

Associate Contracts_files\BAA - Provider Subcontractor Vendor FINAL.docx . 
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POLICY: 

It is the policy of Central Florida Cares Health System, Inc. (CFCHS) to pay all employee bi-weekly. 

 

RELATED POLICIES:  Employee Handbook 

 

REFERENCES: 

 Direct Deposit Form 

 Wage Deduction Authorization Agreement 

 Payroll Deduction Authorization Form 

 Retroactive Payroll Correction Form 

 

PURPOSE: 

To inform CFCHS employees of payday information, including direct deposit and paper check payment 

methods. 

 

PROCEDURE: 

Each paycheck will include earnings for all work performed through the end of the previous payroll 

period.  Employees may have pay directly deposited into their bank accounts if they provide the 

appropriate information to CFCHS by completing a Direct Deposit Form and submitting it to the HR 

Generalist, who will make the appropriate changes in ADP.  Employees will receive access, via ADP 

Portal pay statements, to access itemized statements of wages when CFCHS makes direct deposits.  

Employees who do not use direct deposit will receive their paychecks through the mail.  Employee’s 

first and final checks from the agency will not be direct deposited.  A paper check will be either mailed 

to the employee’s home address or personally handed to the employee.  It is strongly suggested that 

employees take advantage of the direct deposit opportunity.  CFCHS is not responsible for misdirected 

paychecks or late deliveries caused by the United States Post Office.  CFCHS will reissue a paycheck if 

the employee has not received their check ten (10) calendar days after payday.  If it was determined not 

to be the fault of administration for the delay, a fee to be determined by the bank will be deducted from 

the employee’s paycheck to reissue a new check. 

 

If an employee wants to make any change concerning their marital status, deductions, exemptions, 

mailing address or other personnel items, they should update the information directly into the ADP 

Portal system (https:// workforcenow.adp.com/public/index.htm). 

 

Advance Pay 

CFCHS does not provide pay advances on unearned wages to employees. 
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Administrative Pay Corrections and Reporting Procedure 

CFCHS takes all reasonable steps to ensure that employees receive the correct amount of pay in each 

paycheck and that employees are paid promptly on the scheduled payday.  Employees should review 

their pay stub, via ADP Portal pay statements, to make sure that it is correct.  If an employee believes a 

mistake or an improper deduction has occurred, the employee should contact the HR Generalist 

immediately and submit the circumstance of the pay mistake or improper deduction in writing.  Any 

complaint will be resolved within a reasonable time given all of the facts and circumstances.  If an 

investigation reveals that an employee was subjected to an improper deduction from pay, he/she will be 

reimbursed (Retroactive Payroll Correction Form to be completed), and CFCHS will take whatever 

action it deems necessary to ensure compliance in the future.  If an employee has enrolled in the direct 

deposit system through the Finance Department, the corrected amount will be electronically transferred 

into the account. 

 

If a direct deposit is made in error, CFCHS has the right to retract the payment with a reverse direct 

deposit by debiting the employee’s bank account in which the deposit was made. 

 

Direct Deposit Reversal Conditions: 

 Can occur up to five (5) days past the settlement date (typically check date) of the transaction to 

be reversed. 

 The reason for the reversal is in compliance with NACHA laws, including duplicate payments, 

unintended or erroneous payment and/or the amount paid was significantly different than what 

was owed to the receiver of the payment (See NACHA website for further information and all 

laws/regulations regarding reversals). 

 CFCHS will notify the recipients of the payment that will be reversed at the time the request is 

submitted.  CFCHS submits the request. 

 

If a current or former employee receives a direct deposit payment or paycheck in error, the employee 

will reimburse CFCHS for the amount paid within one (1) week of notice. 

 

Pay Deductions and Setoffs 

The law requires that CFCHS make certain deductions from every employee’s compensation.  Among 

these deductions are applicable federal, state, and local income taxes.  CFCHS also must deduct Social 

Security taxes on each employee's earnings up to a specified limit that is called the Social Security 

“wage base.”  CFCHS matches the amount of Social Security taxes paid by each employee. 

 

Some employees may also have additional deductions mandated by court such as child support, IRS Tax 

levies or student loans.  CFCHS must make these deductions and any dispute in regards to the amount of 

frequency of these deductions, should be directed to the HR Generalist. 

 

CFCHS offers programs and benefits beyond those required by law that may be deducted from the 

employee’s pay check, should the employee elect such benefits. 

 

If you have questions concerning why deductions were made from your pay check or how they were 

calculated, the HR Generalist can assist in having your questions answered. 



  

  
Payroll Deduction Authorization Form 

 

 

Complete this form to authorize a payroll deduction and attach supporting documentation, if any.  Submit 

completed form to Accounting. 
  

  

Employee Name: ___________________________________ Title: _____________________________ 

  

Department: ___________________________ Fund/Dept. Allocation Code: ______________________  
   

Check appropriate box:  

  

☐One-time payroll deduction 
                     

☐Bi-weekly payroll deduction  
   

☐Bi-weekly payroll deduction for specific time period: from _____/_____/_____ to _____/_____/_____ 

 

☐Negative PTO balance.  Exempt employees’ deduction in full 8 hour increments only (29CFR Part541) 

 

Brief description of deduction being authorized:        

 

        

 
  

1. I hereby authorize Central Florida Cares Health System, Inc. (CFCHS) to administer the above 

selected payroll deduction(s). 

  

2. I understand that the deduction may not take effect during the current payroll cycle due to the time 

needed to process the change.  

  

Dollar amount or percent to be deducted: __________________  

  

 

Employee signature: ____________________________________________  Date: _________________  

 

  

  
  

 

FOR PAYROLL USE ONLY  

  

Entered By: ___________________________________________________   Date: _________________ 

   



 
Wage Deduction Authorization Agreement 

 

I, ______________________________, understand and agree that my employer, Central Florida Cares Health 

System, Inc. (CFCHS), may deduct money from my pay from time to time for reasons that fall into the 

following categories: 

 

1. My share of the cost for premiums under CFCHS’ group medical/dental/vision/life plans; 

2. My contributions to a retirement plan sponsored, controlled, or managed by CFCHS; 

3. Receiving an overpayment of wages for any reason.  Repayment to CFCHS of such overpayments (will 

equal the entire amount of the overpayment, unless CFCHS and I agree in writing to a series of smaller 

deductions in specified amounts); 

4. The cost of repairing or replacing any CFCHS supplies, materials, equipment, money, or other property 

that I may damage (other than normal wear and tear), lose, fail to return, or take without appropriate 

authorization from CFCHS during my employment  

5. The cost of administrative fees in connection with court-ordered garnishments or legally-required wage 

attachments of my pay, limited in extent to the amount or amounts allowed under applicable laws; 

6. The value of my negative PTO balance resulting from me taking paid time off before accruing PTO 

causing my PTO bank to have a negative balance, or separating from CFCHS before accruing time to 

cover a negative PTO balance; 

7. the value of any time off for absences to which paid leave is not applied will be administered as follows; 

1.  Non-exempt hourly employees will have all such unpaid leave deducted from their pay. 

2. Exempt salaried employees will experience salary reductions only in units of full eight hour day 

increments as stipulated in 29 CFR Part 541, until such time that less partial-day deductions are 

specifically allowed under federal law. 

 

By signing below, I agree that CFCHS may deduct money from my pay under the above circumstances.  I 

further understand that CFCHS has stated its intention to abide by all applicable federal and state wage and hour 

laws. 

  

 

 

__________________________________   __________________________________    __________________ 

Employee’s Name                                         Employee’s Signature              Date 

 

 

 

 __________________________________    __________________________________    _________________ 

Employee’s Supervisor Name              Employee’s Supervisor Signature              Date 

 

 

  

__________________________________    __________________________________    __________________ 

HR Generalist Name                HR Generalist Name Signature                Date



Today's Date:

Name: Title:

Type of PTO:

0

Employee 

Signature:

Supervisor 

Signature:

Title: Title:

Date: Date:

HR Signature: Date:

Revised PTO

Employee 

Signature:

Supervisor 

Signature:

Title: Title:

Date: Date:

HR Signature: Date:

PTO REQUEST FORM

PTO Accrued as of request date:

PTO (vacation/sick)  to be used this request:

PTO Remaining:

TIME OFF INFORMATION: (rounded to nearest whole hour)

Birthday, Bereavement, or Jury Duty request 

(NOT deducted from PTO Bank) :

TIME OFF REQUESTED BY:

*Please use separate form for each pay period

Unpaid Time Off Requested (hours) :

Call-Out           
(select type below)

TIME OFF APPROVALS: (All signatures required)

APPROVED TIME OFF REQUEST CHANGE OR ADJUSTMENT: (All signatures required)

*********  Only Complete the below portion if reducing amount of above requested & approved Time Off  *********

Employee is requesting approval for the above originally requested time off to be adjusted as stated below.

HR Generalist

*To be completed 

when reducing amount 

of PTO originally 

requested (eg. from 8 

hrs to 4 hrs)

HR Generalist

Date(s) Adjusting PTO Originally Requested

Dates Requesting 

Time Off:

Revised Total 

PTO for this 

request

PTO 
Request

Jury Duty

Birthday, 
Bereavement & 

Jury Duty hours are 
NOT deducted 
from PTO bank. Unpaid Time Off

Sick Call-Out

Birthday Bereavement

Emergency / 
Personal Call-Out

{




