53-25.007 Management and Supervisory Responsibilities.

(1) It is the responsibility of the immediate supervisor to know the extent of absenteeism, tardiness, emotional and personality problems, and the deterioration of work performance which may be associated with behavioral/medical disorders. The supervisor shall detect and document deteriorating work performance and confront a problem employee on that basis. Disciplinary actions taken must be in accordance with Chapter 53-18, F.A.C. Any employee exhibiting a continuing job performance problem not readily corrected by normal administrative procedures should be considered for the EAP.

(2) Immediate supervisors shall recognize change in work performance and unusual behavior and communicate same to employees. Symptoms affecting job performance which may indicate a behavioral/medical disorder include the following:

(a) Assignment failures.

(b) Excessive absenteeism and tardiness.

(c) Unexcused absences.

(d) Deteriorating personal appearance.

(e) Altercations with fellow employees.

(f) Prolonged lunch hours.

(g) Frequent unauthorized disappearances from work.

(h) A marked change in behavioral activity levels.

(i) Poor judgment.

(j) Moodiness, depression or anxiety.

(3) Immediate supervisors shall maintain personal notes on all instances in which an employee's work performance or behavior fails to meet expected standards or in which the individual's pattern of performance seems to be deteriorating, with specific details about day, time, place and nature of incident.

(4) Immediate supervisors shall always ensure that higher level executive management concurs with the proposed plan of corrective action. Additionally, management should be kept informed of progress, conflicts or complications.

(5) Immediate supervisors shall prepare, discuss and implement a corrective action plan when unsatisfactory job performance continues after counseling.

(6) Immediate supervisors shall annotate all discrepancies, infractions and violations in supervisory records and shall discuss these deficiencies with the employee.

(7) Immediate supervisors shall question the employee about deteriorating job performance.

(8) Immediate supervisors shall review documentation of employees performance with the employee.

(9) Immediate supervisors shall remind the employee that it is Lottery policy to offer assistance to an employee who has a work performance problem that cannot be addressed on a personal level.

(10) Immediate supervisors shall inform the employee that the employee will have to maintain the required work standard or be subject to disciplinary action which may include a recommendation of termination to the Secretary.

(11) Immediate supervisors shall explain the assistance offered under the EAP and encourage the employee to take advantage of the program.

(12) An employee desiring assistance at this point should be referred to the EAP Coordinator in person or by phone if distance is prohibitive. The employee will then be referred by the Coordinator to a resource for professional screening to determine the nature of the problem.

(13) Immediate supervisors shall continue documentation:

(a) If the employee refuses to enter program; or

(b) When such action is indicated by a continuing problem.

(14) If the deteriorating level of performance continues, the supervisor shall:

(a) Consult with the EAP Coordinator.

(b) Document the performance problems or deficiency and review with Executive Management.

(c) Confront the employee with the associated documentation along with a strong recommendation that the employee participate in the EAP.

(15) Should the employee elect to accept the treatment for a behavioral/medical disorder, the EAP Coordinator will advise the supervisor regarding prognosis and make recommendations to the supervisor regarding any special handling during the treatment process.

(16) Should the rehabilitation treatment fail to bring job performance to acceptance standards, the supervisor may consult with the Deputy Secretary and Division Director and make a recommendation regarding disciplinary action.

Specific Authority 24.105(9)(j) FS. Law Implemented 24.105(9)(j) FS. History–New 2-25-93.

