





















































































































































































































































































































































































































































































































































PANTHER TRACE
COMMUNITY DEVELOPMENT DISTRiCT

"~ District Office # 2002 North Lois Avenue & Sulite 507 ¢ Tampa, Florida 33607 § (813 873.7300 & Fax (813) 873.7070

Manager’s Report
October 2009

Landscaping

Raymow and OLM conducted their monthly landscape inspection on August 20, 2009. Raymow
passed with a score of 94% and therefore has qualified for their performance payment. The next
inspection will be on September 24, 2009 at 1:30 PM. The OLM inspection and Raymow’s most
recent weekly report is included behind this memorandum.

Raymow will be transplanting the purslane from the annual beds to perennial beds throughout
the community. Specifically, the purslane will be relocated to empty arcas along Panther Trace

Boulevard and within the butterfly garden.

Management has authorized Raymow’s proposal to install Live Qak trees and Mexican Petunia
along the fence at the Rodeo Drive entrance. .

Raymow will be replacing annuals within the next week throughout the community.

Waterways

Waterway maintenance is ongoing as scheduled. Management is currently soliciting proposals
to conduct “clean-up” maintenance on various conservation areas that are beginning to become
unsightly. These areas are not intended to be maintained. However, due to their current
“success”, many have become unsightly. Management will present any proposals solicited to the
Board.

FDOT Coordination

The FDOT has mobilized to the entrance of Panther Trace but has not identified a definite
schedule for their plans. Management will update the Board at the meeting as to the latest
developments in the FDOT’s timeline.

Hardscape

Multiple streetlights have been repaired by TECO.

The entire pool and clubhouse exterior is planned to be pressure washed within the next two

weeks,

Security
Off Duty Sheriff Patrols are ongoing and are three hours in duration, randomly scheduled.
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Recreation Facilities Manager’s Report October 2009

Staff:
-Our scasonal staff has been reduced and will be utilized as needed for events and again next
spring.

Recreation Center:

-We have seen a dip in reservations for October, but November and December are filling up.
-We have several activities and community groups utilizing the clubhouse in the evening during
the week.

-Just 4 Fun has begun its Sports League on the multi purpose field. We have had a wonderful
response.

Maintenance:
-The playground has had some maintenance work completed.
-We have some general maintenance work scheduled for the first week of November.

Community:
-We have had residents express concerns regarding some of the passive park areas. Residents say
they are being used for loitering and unwanted “parties”. The areas are left littered with trash.

Newsletter:
-The October November December Newsletter has reached the neighborhood mailboxes.
-I am currently accepting submissions and Ideas for January February March.

Events:
~The Fall Festival was a success.
-1 am working with Just 4 Fun to plan our Field Day for November 14™.

Revenue Report:

~The Clubhouse continues to carry some weekend and a few weekday evening reservations. The
approximate revenue for October is $275.00. We are looking for the revenues to pick up in
November and December with most weekend dates already scheduled.






PANTHER TRACE
COMMUNITY DEVELOPMENT DISTRICT

District Office ¢ 2002 North Lois Avenue ¢ Suite 507 & Tampa, Florida 33607 ¢ (313) 873-7300 ¢ Fax
(813) 873-7070

To:  Board of Supervisors
From: Anthony M. Canorro, Assistant District Manager
Date: October 19, 2008

Re:  Employee Policy Update

Last month, Management provided the Board with the first draft of revisions to the
existing employee policies. Since then, Management has continued to revise the policies
with the help of internal and external Human Resources specialists. The following
represents changes to the draft distributed digitally last month. Management requests that
the Board review the changes below, compare them to the draft distributed last month,
and provide comments and recommendations to Management at the October meeting.

1. EARNED TIME OFF (VACATION/SICK)

ETO accrual beings with the first of hire. Monthly accrual rates are determined by the
employee’s anniversary date according to the schedule that follows:

A new employee is NOT entitled to take his/hers accrued ETO benefit time until one year
of his/hers anniversary of hire. ETO accrues on the last working day of each month to
accrue ETO for that month.

ETO time accrues at the rate of 6.67 hours for each full month of full-time service (10
days for every 12 months) up through the first 5 years of continuous employment.

Less then 5 years 6.67 10 Days
5 years 10.00 15 Days
15 years and over 13.34 20 Days

A full time employee is defined as an employee for work 32 hours or move
consecutively. Only a full time employee is entitled to ETO benefits.

All ETO time must be scheduled in advance and approved by the Distinct Manager,

Upon termination employee’s accrued and not taken ETO hours will be added to the final
check.

There is NO carry over of unused ETO from one year to the next vear. The year is
recognized as 10/1-9/30 the district Fiscal year.



2. BEREAVEMENT:

Employee will be paid for up to (3) three days leave to attend the funeral of an immediate
family member i.e Spouse, Child, Sibling, Grandparent

You may be paid for up to (1) day leave to attend the funeral of any other blood relative.
Bereavement leave under all other circumstances requires the approval of your immediate
Manager/ District Manager.

The district reserves the right to request proof of any death (i.e. notice posted in the
paper, funeral home notice)

3. EMPLOYMENT CLASSIFICATION
There are three (3) classifications of employees. These classifications are as follows;

1. Regular fuli-time
2. Regular part-time; and
3. Temporary / Seasonal

A regular full time employee is any employee who works a normal (32 hours) work week
on a regularly scheduled basis

A regular part time employee is any employee who works less than a normal work week,
either on a regularly scheduled basis or on an irregular basis

Temporary / Seasonal - an employee hired for a period not exceeding three months and
who is not entitled to regular benefits. An extension of a temporary work classification
for an additional three-month period, or less, may be granted, if upon review by
management, the assignment is clearly found to be necessary. A temporary employee
may be full-time or part-time. If addition to the use of this classification for secretarial or
clerical positions, it applies to students working part-time and those who work during the
summer.

All employees are classified as exempt and not exempt according to the following
definitions:

Salaried Exempt - Positions of managerial, administrative or professional nature or for
outside positions as proscribed by federal and state labor statutes, which are exempt from
mandatory overtime payment and which includes temporary employees.

Salaried Nonexempt — Positions of a clerical, technical or service nature, as defined by
statutes, which are covered by provisions for overtime payments.

If the employee’s 5%, 15%, 20", or 25™ anniversary date is on or before the last working
day of the month, the employee will accrue the higher rate for that month. ETO is not



eamned while an employee is on a leave of absence. Part-time employees eam ETO at
half the accrual rates above. (A part time employee is one who works 32 hours or more
on a regularly scheduled week) or who has work for the District for 5 or more years
consecutively.

We adhere to the Fair Labor Standards act (FLSA)

4. ANNIVERSARY DATE

An employee’s anniversary date is defined as his or her first day on the job with the
District.

5. POSITION DESCRIPTIONS

Position descriptions are available in the Human Resource / Personal Department for all
positions in the District. The items included in each position description are the
following:

1. Job identification;

2. Job qualifications;

3. Assigned responsibilities or duties; and

4

. Supervisor.

Position descriptions are used to determine employee selection, job requirements,
performance appraisals, organizational structure, and the relative worth of jobs in relation
to each other. District management annually reviews all District positions to ensure
equity and consistency in our human resource system.



6. WORKDAY, PAYDAY, AND PAY ADVANCES
District employees are paid every two (2) weeks, 26 times annually.
7. OVERTIME COMPENSATION

Non Exempt regular (full and part time) employees will be paid at the rate of one and one
and one half (1 2) times their regular rate of pay for hours worked in excess of 40 in a
single workweek. Non-exempt employees will receive double (2) their rate of pay for
hours worked on Official Distinct Holidays

EXEMPT = Employees exempt from Mandatory Overtime Payments
NON EXEMPT = Employees not exempt from Mandatory Over-Time

Managers are encouraged to recognize necessary EXEMPT overtime by allowing
compensatory time off to be taken at a time and under conditions mutually agreed upon
(but first approved by the District Managers)- between the Exempt employee and his/her
manager.

8. PERFOMANCE REVIEW AND SALARY MERIT INCREASES

All employees of the District will participate in a performance review with their
supervisor/manager based on the following schedule:

1. Once a year or on the Employees Anniversary
2. As often as is warranted by the job situation and the employee’s performance.

The performance review will be completed in writing by the Manger/ District Manager.
The employee is encouraged to share in the review process by adding written comments
to the evaluation form.

The employee is also encouraged to do the following:

1. Inquire about his or her performance from time to time;
2. Accept additional responsibilities and show initiative;
3. Review opportuniiies for advancement within the department or job classification;
4. Ask for assistance in developing a goal-oriented path for advancement
with in the department or District; and,
5. leamn about training available to assist the employee in skills improvement,

promoter, or lateral transfer.



The Supervisor/Manager will determine if a merit increase is warranted at the time of the
performance review, It is District policy to reward employees with merit increases in
salary for dedication in their work, extra effort, and better-than-average performance.
Management does not award merit increases on an automatic basis or at any preset
interval. Merit increase recommendations must be approved by the next level of
management and submitted in writing to the Human Resources or personnel department.
{These increases may be up to but not surpass the budget adopted by the board of
supervisors each year see below)

All approved merit increases will be effective the first pay period following the
performance review.

How Increases are determined:

The management staff will meet during the second quarter of each fiscal year to budget
the District’s compensation package for the next fiscal year. They will establish a
compensation pool for: 1) pay increases; 2) monies to be allocated to the continuation and
expansion of the District benefits program; and 3) monies to be budgeted for the addition
of new employees.

Department managers will meet with the Finance Director to establish the percentage of
monies to be allocated to each department for annual pay increases. Pay increases are not
granted on an automatic basis but only on the basis of demonstrated performance and
documented contributions o the District. A performance appraisal is one of several
criteria, which will be used to support the amount. Other criteria include, but are not
limited to, the actual amount of money allocated to the department, pay survey data, and
impact of an individual on District. Recommendations will be submitted to the District
Manager for final approval and become effective October 1%,

9. HOLIDAYS

The following are the current District paid holidays, pursuant to Chapter 110.117, Florida
Statutes, and may be changed each year: (see your Human Resource officer for the
current year’s schedule)

New Year’s Day

Birthday of Marstin Luther King, Jr. (3™ Monday in January)
Memorial Day

Independence Day

Labor Day

Thanksgiving Day

Friday after Thanksgiving

Christmas Eve (office closes at 12 noon)

Christmas Day



If any of these holidays fall on a Saturday, the preceding Friday shall be observed as a
holiday. If any of these fall on a Sunday, then the following Monday shall be observed as
a holiday.

Eligibility for Holiday Pay: Employees must work the last scheduled day before a
holiday and the first scheduled working day following the holiday to be eligible for
holiday pay unless time off on these days has been excused with pay (i.e., vacation, sick
leave).  Only regular full — time employees are eligible for holiday pay. Part time
Employees are not eligible for holiday pay. Unless the District Manager has approved
prior to the holiday

It a designated holiday fails within an employee’s vacation period, the holiday is not
considered a vacation day.

Employees may take religious holidays not designated as a District holiday without pay.
Prior approval in advance must be obtained from the employee’s supervisor/manage






PANTHER TRACE
COMMUNITY DEVELOPMENT DISTRICT

To:  Board of Supervisors

From: Anthony M. Canorro, Assistant District Manager

Date: October 19, 2009

Re:  Discussion of Paperless Meeting Books and Video Meetings

In Fiscal Year 2009, the District spent approximately $4,600 on postage and copies. To be brief,
Management is researching options to reduce the costs coming from that iine item. The primary
source of expenditures for copies and postage is meeting book assembly and distribution.
Various members of the Board have communicated to Management their intent of reviewing the
meeting book digitally both at home and at the meetings. Management can assist in this
endeavor by presenting the meetings in Power Point by utilizing a video screen and projector.

The initial expenditure estimated to purchase a video screen and projector is estimated at less
than $2000.

Eecommendation:

Management recommends that the Board discuss eliminating the hard copy mailing of meeting
books to Supervisors and Staff. Additionally, Management requests that the Board discusses
possibility of directing Management to present all meetings in video media and allow

Management to purchase the required equipment for the District on a not to exceed amount of
$2,000.
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To:  Board of Supervisors

From: Anthony M. Canorro, Assistant District Manager

Date:  October 19, 2009

Re:  Employee Staffing and Security Scheduling for Fiscal Year 2010

Staffing

Based on the budgeted amount for the staff and the actual cost to the District for each staff
member; we have identified the total number of hours that each position has available to work
for the year. We have divided the 12 months of the year by their “intensity” into Peak, Mid, and
Dormant levels and weighted the staff’s monthly allocated hours accordingly. We have used the
Hillsborough County School District Schedule as the basis for this methodology. We would also
recommend that a reserve of the hours be kept to allow for any changes in salaries that are made
during the year and variables that will arise during the year. Since the budgetary process,
Management has identified additional efficiencies that could be provided to the District and has
enclosed those options behind this memorandum.

Recommendation:

Direct Management to work with the Recreation Manager to set a preliminary schedule for the
year and work throughout the year to ensure that the needs of the community are met and the
budget is not exceeded.

Security

During the budget process, Management budgeted for 84 daytime, 84 nighttime, and 26
contingency shifts in order to arrive at the 525,668 budget allocation for 194 annual. The shifts
were planned at four hours each for scheduled shifts and 6 hours for the contingency shifts with a
total cost of $31/hour. That $31/hour included the $28/hour paid to each deputy and estimated
the administrative and mileage costs at $3/hour. Since then, Management has conducted an audit
of the true total expenditures involved with the Sheriff’s patrolling and found the average hourly
administrative costs to be closer to $6/hour. Additionally, since that time, the Board has enacted
a Clubhouse rental policy that gives Management the discretion to require a renter rather than the
District to pay for the services of an off-duty sheriff deputy.

Recommendation

Management recommends that the Board allow us to coordinate with the Sheriff’s liaison to
modify the shift schedule to accommodate the increased administrative charges and recognize
the new policies enacted by the Board. Management proposes to decrease the duration of the
patrols from four to three hours, eliminate the 26 contingency shifts, and increase the total annual
number of shifts from 194 to 250, evenly split between evening and daytime. This would result
in an estimated expenditure of $25,500.
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To:  Board of Supervisors

From: Anthony M. Canorro, Assistant District Manager
Date: September 15, 2009

Re:  Discussion of Poinsettia Donation

The East Bay High School Jazz Band has approached the District with a request for the District
to purchase their seasonal poinsettias from the Band during their annual fund raiser. The Booster
President, Rich Rescigno, will work with management, Raymow and the Nursary to give the
District a reasonable rate. The nursery has agreed to work with the District in regards to plant
size and delivery. The East Bay High School jazz Band would earn funds from this sale.

Recommendation

Management has warranty concerns with receiving a donation of District plant material. The
poinsettias are typically installed in November and Management requests that the Board allow us
to develop this request further before recommending approval or disapproval.
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To:  Board of Supervisors

From: Anthony M. Canorro, Assistant District Manager
Date:  September 15, 2009

Re:  Discussion of Jazz Band Donation

‘The Recreation Center Manager has requested to schedule the East Bay High School Jazz Band
to play during the District’s Holiday party. The Band is not a business and would be unable to
invoice the District. The Recreation Center Manager has requested to have the District make a
donation in exchange for their performance. A donation amount has not been set.

Recommendation

The Recreation Center Manager has been extremely financially responsible in the scheduling and
budgeting of the District’s events. Management would request that the Board authorize the
Recreation Center Manager and Management to negotiate a reasonable donation. The District
recently spent $400 on the musical entertainment at the most recent District function.





