
Es c a m bi a  C o u nt y  S c h o ol  Distri ct  

N E W  E M P L O Y E E  P A C K E T  F O R  N O N ‐T E A C HI N G  P O SI TI O N S  

B ef or e  c o m pl eti n g  y o ur  p a p er  w or k,  b e  s ur e  y o u  h a v e  c o m pl et e d  t h e fi n g er pri nti n g pr o c ess.   If y o u  h a v e  

n ot,  pl e a s e  r e vi sit st e p  o n e  of  t h e N e w  Hir e  Pr o c e s s  list e d u n d er          

o n  t h e m ai n  p a g e  of  t h e di stri ct  w e b sit e  w w w. e s c a m bi a s c h o ol s. or g  .  O n c e  y o u  h a v e  c o m pl et e d  y o ur  

b a c k gr o u n d  s cr e e ni n g,  pl e a s e  pri nt  t h e f oll o wi n g d o c u m e nts  a n d  c o m pl et e  t o t h e b e st  of  y o ur  a bilit y  

P RI O R  t o att e n di n g  y o ur  n e w  hir e  a p p oi nt m e nt.   W e  h a v e  pr o vi d e d  t h e d o c u m e nts  i n or d er  t o s h ort e n  

t h e ti m e s p e nt  i n y o ur  a p p oi nt m e nt  wit h  us  i n t h e H u m a n  R es o ur c e  S er vi c es  D e p art m e nt  l o c at e d at  t h e 

Dr.  V er n o n  M c D a ni el  B uil di n g  l o c at e d at  7 5  N ort h  P a c e  B o ul e v ar d,  P e n s a c ol a,  Fl ori d a  3 2 5 0 5.  

P er s o n n el  D at a  S h e et  ( P a g e 2)  

E E O  D at a  C oll e cti o n  F or m  ( P a g e 3)  

Fl ori d a  R etir e m e nt  S yst e m  C ertifi c ati o n  F or m  ( P a g e 4 - 5) 

S c h o ol  B o ar d  P oli c y,  C h a pt er  2. 3 7  Dr u g ‐Fr e e  W or k pl a c e,  C h a pt er  2. 4 7  

T o b a c c o/ C oti ni n e/ Ni c oti n e ‐Fr e e  Hiri n g  P oli c y  (T his  is b ei n g  pr o vi d e d  f or i nf or m ati o n al p ur p os es  

a n d  i s n ot  r e q uir e d t o b e  r et ur n e d.) ( P a g e 6 ‐1 2 ) 

A c k n o wl e d g m e nt  of  R e c ei pt  of  t h e Dr u g/ T o b a c c o/ C oti ni n e/ Ni c oti n e ‐Fr e e  W or k pl a c e  P oli c y  

( P a g e 1 3 ) 

St at e m e nt  o n  t h e C oll e cti o n  of  S o ci al  S e c urit y  N u m b ers  F or m  ( P a g e 1 4 ‐1 5 ) 

W ‐4  F or m  ( P a g e 1 6 ‐1 9 ) 

Dir e ct  D e p o sit  A ut h ori z ati o n  F or m  ( Att a c h a  v oi d e d  c h e c k  f or t h e a c c o u nt  y o u  pl a n  t o h a v e  y o ur  

p a y c h e c k  d e p osit e d,  or  h a v e  y o ur  fi n a n ci al i nstit uti o n c o m pl et e  t h e f or m.) ( P a g e 2 0 ) 

M e di c al  Hi st or y  Q u e sti o n n air e  ( P a g e 2 1 ‐2 5 ) 

Fri e n dl y  r e mi n d er s f or t h e d a y  of  y o ur  n e w  hir e  a p p oi nt m e nt:  

 Pl e a s e  pl a n  t o bri n g  d o c u m e nts  t o

pr o v e  eli gi bilit y  t o w or k.

 Y o ur  a p p oi nt m e nt  will  t a k e fr o m a n

h o ur  a n d  a  h alf  t o t hr e e h o ur s.

 Y o u  will  b e  r e q uir e d t o tr a v el dir e ctl y  t o

t h e dr u g  t esti n g f a cilit y i m m e di at el y

u p o n  c o m pl eti o n  of  y o ur  p a p er  w or k.

 It is t h e l a bs p oli c y  t h at y o u  m a y  n ot

bri n g  c hil dr e n  u n d er  1 2  y e ar s  of  a g e

wit h  y o u.
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U p d at e d  0 1/ 0 9/ 2 0 2 0  

Es c a m bi a  C o u nt y  S c h o ol  Distri ct  

P er s o n n el  D at a  S h e et  

N a m e:   

_ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _   _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _   

( L ast, First  a n d Mi d dl e)                 (M    ai d e n)  

R esi d e n c e  A d dr e s s:   

_ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _  

( Str e et/ A p art m e nt N u m b er,  Ci t y, St at e  a n d  Zi p)  

M aili n g  a d dr ess  (if diff er e nt  t h a n a b o v e):   

_ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _  

( Str e et/ A p art m e nt N u m b er,  Ci t y, St at e  a n d  Zi p)   

Pri m ar y  N u m b er:  _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _   S e c o n d ar y  N u m b er:  _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _  

Alt er n at e  P h o n e  N u m b er:  _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _

* Pri m ar y  n u m b ers  ar e  us e d  f or a ut o  c a ll s y st e m s.

E m ail  A d dr es s:  _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _  

E m er g e n c y  C o nt a ct:  _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _   P h o n e:  _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _  

R el ati o ns hi p  t o E m pl o y e e:  _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _   Alt.  P h o n e:  _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _  

H a v e  y o u  e v er  w or k e d  f or t h e Es c a m bi a  C o u nt y  S c h o ol  Distri ct:    Y es    N o  

If Y e s,  Pl e a s e  li st p o siti o n  a n d  e m pl o y m e nt  d at e s:   

_ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _  

✔ ✔



U p d at e d  0 1/ 0 9/ 2 0 2 0  

E s c a m bi a  C o u nt y  S c h o ol  Di stri ct  

E E O  D at a  C oll e cti o n  F or m  

N a m e:  _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _     _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _  

( L ast, First  a n d Mi d dl e)                                                                                                      ( M ai d e n) 

D at e  of  Birt h  ( M M/ D D/ Y Y Y Y): _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _  

1. W h at  is y o ur  g e n d er ?

F e m al e  

M al e  

2. W h at  is y o ur  m arit al  st at u s ?

Si n gl e  

M arri e d  

Di v or c e d  

Wi d o w e d  

3. W h at  is y o ur  r a c e/ et h ni cit y ? ( Pl e a s e m ar k  all  t h at a p pl y .  At  l e a st o n e  o pti o n  m u st  b e  s el e ct e d.)

Hi s p a ni c  or  L ati n o   ‐ A  p er s o n  of  C u b a n,  M e xi c a n,  P u ert o  Ri c a n,  S o ut h  or  C e ntr al  A m eri c a n,  or  
ot h er  S p a ni s h  c ult ur e  or  ori gi n  r e g ar dl e s s of  r a c e. 
W hit e  ( N ot of  Hi s p a ni c  ori gi n)  ‐ All  p er s o n s  h a vi n g  ori gi n s  i n a n y  of  t h e ori gi n al  p e o pl e s  of  E ur o p e,  
N ort h  Afri c a  or  t h e Mi d dl e  E ast.  
Bl a c k  or  Afri c a n  A m eri c a n  ( N ot Hi s p a ni c  or  L ati n o)  ‐ A  p er s o n  h a vi n g  ori gi ns  i n a n y  of  t h e bl a c k  
r a ci al gr o u ps  of  Afri c a.  
A si a n  ( N ot Hi s p a ni c  or  L ati n o)  ‐ A  p er s o n  h a vi n g  ori gi n s  i n a n y  of  t h e ori gi n al  p e o pl e s  of  t h e F ar  
E ast,  S o ut h e a st  A si a,  or  t h e I n di a n S u b c o nti n e nt,  i n cl u di n g, f or e x a m pl e,  C a m b o di a,  C hi n a,  I n di a, 
J a p a n, K or e a,  M al a y si a,  P a ki st a n,  t h e P hili p pi n e  I sl a n ds, T h ail a n d,  a n d  Vi et n a m.  
N ati v e  H a w aii a n  or  Ot h er  P a cifi c  I sl a n d er ( N ot Hi s p a ni c  or  L ati n o)  ‐ A  p er s o n  h a vi n g  ori gi n s  i n 
a n y  of  t h e p e o pl e s  of  H a w aii,  G u a m,  S a m o a,  or  ot h er  P a cifi c  I sl a n ds. 
A m eri c a n  I n di a n or  Al a s k a  N ati v e  ( N ot Hi s p a ni c  or  L ati n o)  ‐ A  p er s o n  h a vi n g  ori gi n s  i n a n y  of  t h e 
ori gi n al  p e o pl e s  of  N ort h  a n d  S o ut h  A m eri c a  (i n cl u di n g C e ntr al  A m eri c a),  a n d  w h o  m ai nt ai n  tri b al 
affili ati o n  or  c o m m u nit y  att a c h m e nt.  
I d o  n ot  wi s h  t o di s cl o s e  –  If y o u  c h o o s e  n ot  t o s elf ‐i d e ntif y y o ur  r a c e/ et h ni cit y at  t his ti m e t h e 
f e d er al g o v er n m e nt  r e q uir es t his e m pl o y er  t o d et er mi n e  t his i nf or m ati o n b y  vi s u al  s ur v e y  a n d/ or  
ot h er  a v ail a bl e  i nf or m ati o n. 

S T A F F  D E SI G N A TI O N:  _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _   S T A F F  I NI TI A L S: _ _ _ _ _ _ _ _ _ _ _ _  

Si g n at ur e:  _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _   D at e:  _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _  

T h e  S c h o ol  Distri ct  is s u bj e ct t o c ert ai n  g o v er n m e nt al  r e c or d k e e pi n g a n d  r e p orti n g r e q uir e m e nts f or t h e a d mi nistr ati o n  of  ci vil  
ri g hts l a ws a n d  r e g ul ati o ns. I n or d er  t o c o m pl y  wit h  t h es e l a ws, t h e e m pl o y er  i n vit es e m pl o y e es  t o v ol u nt aril y  s elf‐i d e ntif y 
t h eir r a c e or  et h ni cit y.  S u b missi o n  of  t his i nf or m ati o n is v ol u nt ar y  a n d  r ef us al t o pr o vi d e  it will  n ot  s u bje ct  y o u  t o a n y  a d v ers e  
tr e at m e nt. T h e  i nf or m ati o n o bt ai n e d  will  b e  k e pt  c o nfi d e nti al  a n d  m a y  o nl y  b e  us e d  i n a c c or d a n c e  wit h  t h e pr o visi o ns  of  
a p pli c a bl e   l a ws,  e x e c uti v e   or d ers,   a n d   r e g ul ati o ns,  i n cl u di n g  t h os e  t h at  r e q uir e  t h e  i nf or m ati o n  t o  b e   s u m m ariz e d   a n d  
r e p ort e d t o t h e f e d er al g o v er n m e nt  f or ci vil  ri g hts e n f or c e m e nt. W h e n  r e p ort e d, d at a  will  n ot  i d e ntif y a n y  s p e cifi c  i n di vi d u al. 
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F R S E m pl o y m e nt C ertifi c ati o n  F or m  
T hi s f or m i s n ot a n off er of e m pl o y m e nt  a n d c o m pl eti o n of t hi s f or m d o e s n ot c o n stit ut e e nr oll m e nt i n a r etir e m e nt pr o gr a m u n d er t h e 
Fl ori d a R etir e m e nt S y st e m ( F R S) . If y o u ar e hir e d, i nf or m ati o n a b o ut y o ur r etir e m e nt pl a n o pti o n s m a y b e m ail e d t o y o ur a d dr e s s o n fil e.  

1  E nt er 
Y o ur I nf o  
P L E A S E 
P RI N T  

 
 
_ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ 
N A M E  
 
 

 
 
_ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ 
S O CI A L S E C U RI T Y N U M B E R  

 
C U R R E N T A G E N C Y N A M E  
 

P R E VI O U S A G E N C Y N A M E  
 

2  C o nfir m 
P ri or 
M e m b er -
s hi p  

H a v e y o u e v er b e e n a m e m b er of  a St at e of Fl ori d a -a d mi ni st er e d r etir e m e nt pl a n ?  

  N o, I h a v e n e v er  b e e n  a m e m b er of a St at e of Fl ori d a -a d mi ni st er e d r etir e m e nt pl a n.  

If N o, s ki p t o s e cti o n 4. 

  Y e s , I h a v e b e e n a m e m b er of a St at e of Fl ori d a -a d mi ni st er e d r etir e m e nt pl a n.  

If Y e s, i n di c at e w hi c h pl a n( s) y o u ar e or w er e a m e m b er of , t h e n pr o c e e d t o s e cti o n 3.  

   F R S P e n si o n Pl a n (i n cl u di n g  D R O P)    F R S I n v e st m e nt Pl a n  

   S e ni or M a n a g e m e nt S er vi c e O pti o n al A n n uit y 
Pr o gr a m ( S M S O A P)   

  St at e C o m m u nit y C oll e g e S y st e m O pti o n al 
R etir e m e nt Pr o gr a m  ( S C C S O R P) 

   St at e U ni v er sit y S y st e m O pti o n al R etir e m e nt 
Pr o gr a m ( S U S O R P)   

  Ot h er   _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _  

  If y o u a n s w er e d Y E S a b o v e b ut h a v e n e v er m a d e a  r etir e m e nt pl a n el e cti o n (i n cl u di n g d ef a ult) b et w e e n t h e F R S P e n si o n 
Pl a n a n d t h e F R S I n v e st m e nt Pl a n, y o u will h a v e a c h oi c e p eri o d e st a bli s h e d f or y o u wit h a d e si g n at e d d e a dli n e.  S e e p a g e 
2 f or a d diti o n al i nf or m ati o n o n m a ki n g a c h oi c e.  

3  C o nfir m 
R etir e e 
St at u s  

Ar e y o u r etir e d fr o m a St at e of Fl ori d a -a d mi ni st er e d pl a n ? Y o u ar e c o n si d er e d r etir e d if:  

- Y o u h a v e r e c ei v e d a n y b e n efit s (ot h er t h a n a wit h dr a w al of y o ur e m pl o y e e c o ntri b uti o n s ) u n d er t h e F R S 
P e n si o n Pl a n, i n cl u di n g D R O P.  

- Y o u  h a v e  t a k e n  a n y  di stri b uti o n  (i n cl u di n g  a  r oll o v er)  fr o m  t h e  F R S  I n v e st m e nt  Pl a n,  or  ot h er  st at e -
a d mi ni st er e d  r etir e m e nt  pr o gr a m s  off er e d  b y  st at e  u ni v er siti e s  ( S U S O R P),  st at e  c o m m u nit y  c oll e g e s  
( S C C S O R P), st at e g o v er n m e nt f or s e ni or m a n a g er s ( S M S O A P), or l o c al g o v er n m e nt s f or s e ni or m a n a g er s.  

  
N o, I a m n ot r etir e d fr o m a St at e of Fl ori d a -a d mi ni st er e d pl a n . I u n d er st a n d t h at if it i s l at er 
d et er mi n e d I a m r etir e d, b ot h m y e m pl o y er a n d I mi g ht b e li a bl e f or r e p a yi n g r etir e m e nt b e n efit s I h a v e 
r e c ei v e d if I a m r e e m pl o y e d b y or pr o vi d e s er vi c e s t o a n F R S -c o v er e d  e m pl o y er t hr o u g h a n y p ai d or 
u n p ai d arr a n g e m e nt a s d e s cri b e d b el o w. R ef er t o P a g e 2 f or a d diti o n al i nf or m ati o n.  

  Y e s, I a m r etir e d fr o m a St at e of Fl ori d a -a d mi ni st er e d pl a n, a n d  I u n d er st a n d I m u st 
s ati sf y a n y t er mi n ati o n r e q uir e m e nt pri or t o r et ur ni n g t o F R S e m pl o y m e nt. 

 
If Y e s, e nt er y o ur F R S P e n si o n Pl a n r etir e m e nt eff e cti v e d at e, D R O P t er mi n ati o n d at e, or d at e y o u 
r e c ei v e d  y o ur  fir st  di stri b uti o n  fr o m  t h e  F R S  I n v e st m e nt  Pl a n,  S U S O R P,  S C C S O R P,  S M S O A P,  or  
ot h er pl a n.  

 
 

D A T E  _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ 

 

 

4  Si g n  
H er e  

B y si g ni n g b el o w, I a c k n o wl e d g e t h at I h a v e r e a d a n d u n d er st a n d t h e i nf or m ati o n o n p a g e s  1 a n d 2 of t hi s f or m, 
a n d I c ertif y all s u p pli e d i nf or m ati o n t o b e tr u e a n d c orr e ct.  
 
 
 
_ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _                           _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ 
SI G N A T U R E                                                                                                            D A T E     
 

Q u e sti o n s ?  C all t h e M y F R S Fi n a n ci al G ui d a n c e Li n e at 1- 8 6 6 -4 4 6 -9 3 7 7, O pti o n 2  ( T R S 7 1 1) or vi sit M y F R S. c o m. 

T hi s c o m pl et e d f or m, i n cl u di n g  pa g e 2 , s h o ul d b e r et ai n e d i n t h e e m pl o y e e’ s p e r s o n n el fil e.  D o n ot s e n d t hi s f o r m t o t h e F R S, u nl e s s r e q u e st e d. 
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R e vi e w t h e F oll o wi n g I m p ort a nt I nf or m ati o n C ar ef ull y  

 

S e cti o n 2 – C o nfir m pri or m e m b e r s hi p  

If y o u a n s w er e d N O - N ot Pr e vi o u sl y E nr oll e d i n t h e F R S  
A N e w H ir e Kit will b e m ail e d t o y o ur a d dr e s s o n fil e  wit h y o ur e m pl o y er  wit hi n 3 0 t o 6 0 d a y s aft er y o ur hir e d at e . 

•  Y o u ar e r e s p o n si bl e f or e n s uri n g y o ur r etir e m e nt pl a n el e cti o n i s r e c ei v e d b y t h e Pl a n C h oi c e A d mi ni str at or o n or b ef or e 4: 0 0 
p. m. E T o n t h e l a st b u si n e s s d a y of t h e 8 t h m o nt h f oll o wi n g y o ur m o nt h of hir e.  

•  If y o u d o n ot s u b mit an el e cti o n  c h oi c e, t h e I n v e st m e nt Pl a n will b e c o n si d er e d y o ur i niti al el e cti o n b y d ef a ult.  E x c e pti o n: If y o u 
ar e e nr oll e d i n t h e S p e ci al Ri s k Cl a s s, t h e P e n si o n Pl a n will b e c o n si d er e d y o ur i niti al d ef a ult el e cti o n.  

If y o u a n s w er e d Y E S - Pr e vi o u sl y E nr oll e d i n t h e F R S  
•   If y o u w er e  pr e vi o u sl y e nr oll e d  i n t h e F R S, m a d e a n a cti v e el e cti o n or d ef a ult e d i nt o t h e F R S P e n si o n Pl a n or F R S I n v e st m e nt 

Pl a n , a n d s e p ar at e d e m pl o y m e nt wit h o ut r etiri n g  y o u will n ot r e c ei v e a n e w c h oi c e wi n d o w.  Y o u will c o nti n u e t o p arti ci p at e i n 
t h e pl a n y o u w er e e nr oll e d i n at t h e ti m e of s e p ar ati o n a n d c o nti n u e t o a c cr u e s er vi c e cr e dit u n d er t h at pl a n .   

 
•  If y o u w er e pr e vi o u sl y e nr oll e d i n t h e F R S a n d di d n ot m a k e a n el e cti o n b et w e e n t h e F R S P e n si o n Pl a n a n d F R S I n v e st m e nt 

Pl a n d uri n g y o ur pr e vi o u s e nr oll m e nt i n t h e F R S , y o u will r e c ei v e a c h oi c e wi n d o w wit h a d e si g n at e d c h oi c e d e a dli n e.   T hi s 
w o ul d i n cl u d e t h o s e w h o h a v e n e v er h a d a n o p p ort u nit y t o m a k e a r etir e m e nt pl a n el e cti o n, m e m b er s wit h P e n si o n Pl a n s er vi c e 
pri or t o J ul y 1, 2 0 0 2,  a n d w h o r et ur n t o F R S e m pl o y m e nt t o d a y, a n d n e w hir e s o n or aft er J ul y 1, 2 0 0 2 w h o h a d a n el e cti o n 
p eri o d e st a bli s h e d pr e vi o u sl y b ut s e p ar at e d  e m pl o y m e nt b ef or e m a ki n g a n el e cti o n or d ef a ulti n g.  

o  Y o u ar e r e s p o n si bl e f or e n s uri n g y o ur el e cti o n i s r e c ei v e d b y t h e Pl a n C h oi c e A d mi ni str at or o n or b ef or e 4: 0 0 
p. m. E T o n t h e l a st b u si n e s s d a y of t h e 8 t h m o nt h f oll o wi n g y o ur m o nt h of hir e.  

o  If y o u d o n ot s u b mit an el e cti o n , t h e I n v e st m e nt Pl a n will b e c o n si d er e d y o ur i niti al el e cti o n b y d ef a ult.  E x c e pti o n: 
If y o u ar e e nr oll e d i n t h e S p e ci al Ri s k Cl a s s, t h e P e n si o n Pl a n will b e c o n si d er e d y o ur i niti al d ef a ult el e cti o n. 

o  If  y o u  el e ct or  d ef a ult  t o  t h e  I n v e st m e nt  Pl a n,  a n y  a c cr u e d  v al u e  y o u  m a y  h a v e  i n  t h e  P e n si o n  Pl a n  will  b e  
tr a n sf err e d  t o  y o ur  I n v e st m e nt  Pl a n  a c c o u nt  a s  y o ur  o p e ni n g  a c c o u nt b al a n c e  a n d  i s  s u bj e ct  t o  t h e  v e sti n g  
r e q uir e m e nt s of t h e P e n si o n Pl a n. T h e i niti al tr a n sf er a m o u nt i s a n e sti m at e, a n d y o ur a c c o u nt will b e r e c o n cil e d 
wit hi n 6 0 d a y s of t h e tr a n sf er u si n g y o ur a ct u al F R S m e m b er s hi p r e c or d p ur s u a nt t o Fl ori d a l a w. Y o u dir e ct t h at 
all f ut ur e e m pl o y er a n d e m pl o y e e c o ntri b uti o n s b e d e p o sit e d i n y o ur I n v e st m e nt Pl a n a c c o u nt.  

S e cti o n 3 – C o nfir m R etir e e St at u s  
 

If y ou ar e a P e n si o n Pl a n retir e e , yo u u n d er st a n d:  

•  If y o u ar e r e e m pl o y e d wit hi n si x c al e n d ar m o nt h s of r etir e m e nt  i n a n y t y p e of p o siti o n wit h a n F R S -p arti ci p ati n g e m pl o y er , 
y o ur  r etir e m e nt  a n d  D R O P  st at u s  (if  a p pli c a bl e)  ar e  v oi d e d,  all  r etir e m e nt  a n d  D R O P  b e n efit s  y o u  r e c ei v e d  m u st  b e  
r e p ai d, a n d y o u m u st r e a p pl y f or r etir e m e nt t o r e c ei v e f ut ur e b e n efit s. 

•  If  y o u  ar e  r e e m pl o y e d  d uri n g  m o nt h s  7  t hr o u g h  1 2 aft er  r etir e m e nt  i n  a n y  t y p e  of  p o siti o n  wit h  a n  F R S-p arti ci p ati n g 
e m pl o y er , y o ur m o nt hl y r etir e m e nt b e n efit m u st b e s u s p e n d e d a n d a n y o v er p ai d b e n efit s y o u r e c ei v e d m u st b e r e p ai d . 

If y o u ar e a n I n v e st m e nt Pl a n S U S O R P, S C C S O R P, or S M S O A P retir e e , yo u u n d er st a n d:  

•  If y o u ar e r e e m pl o y e d wit hi n t h e fir st si x c al e n d ar m o nt h s  of r etir e m e nt  i n a n y t y p e of p o siti o n  wit h a n F R S- p arti ci p ati n g 

e m pl o y er , a n y b e n efit s y o u r e c ei v e d m u st b e r e p ai d, or y o u m u st t er mi n at e e m pl o y m e nt.  

•  If  y o u  ar e  r e e m pl o y e d  d uri n g c al e n d ar  m o nt h s  7  t hr o u g h  1 2  aft er  r etir e m e nt  i n a n y  t y p e  of  p o siti o n  wit h  a n  F R S -

p arti ci p ati n g e m pl o y er, y o u will n ot b e eli gi bl e f or a d diti o n al di stri b uti o n s u ntil y o u t er mi n at e e m pl o y m e nt or c o m pl et e 1 2 

c al e n d ar m o nt h s of r etir e m e nt  ( w hi c h e v er o c c ur s fir st). 

•  A n y t y p e of p o siti o n  i n cl u d es , b ut i s n ot li mit e d t o , r e g ul arl y e st a bli s h e d, f ull-ti m e, p art-ti m e, O P S, t e m p or ar y, s e a s o n al, s u b stit ut e 
t e ac h er s,  a dj u n ct  pr of e s s or s,  et c.  Al s o,  a n y  p ai d  or  u n p ai d  p o siti o n s  wit h  a n  F R S  e m pl o y er,  s er vi c e  arr a n g e m e nt s  wit h  a n  F R S  
e m pl o y er, e m pl o y m e nt b y or t hr o u g h a t hir d -p art y pr o vi di n g s er vi c e t o a n F R S e m pl o y er, or p o siti o n s  pr e -arr a n g e d b ef or e r etir e m e nt 
t o pr o vi d e s er vi c e s aft er r etir e m e nt t o a n y F R S e m pl o y er, ar e pr o hi bit e d. 

•  Fl ori d a l a w r e q uir e s a r et ur n of all o v er p ai d P e n si o n Pl a n b e n efit p a y m e nt s or I n v e st m e nt Pl a n di stri b uti o n s r e c ei v e d b y a m e m b er 
w h o h a s vi ol at e d t h e  F R S t er mi n ati o n or r e e m pl o y m e nt pr o vi si o n s. Si mil ar pr o vi si o n s a p pl y t o o v er p ai d S U S O R P, S C C S O R P, or 
ot h er st at e -a d mi ni st er e d pl a n di stri b uti o n s – c o nt a ct t h at pl a n’ s a d mi ni str at or f or d et ail s.  

•  T h er e i s o n e e x c e pti o n t o t h e r e stri cti o n s o n r e e m pl o y m e nt li mit ati o n s aft er r etir e m e nt. If y o u ar e a r etir e d l a w e nf or c e m e nt offi c er  
a n d ar e  r e e m pl o y e d a s a s c h o ol r e s o ur c e offi c er b y a n F R S-c o v er e d e m pl o y er d uri n g t h e s e v e nt h t hr o u g h t w elft h c al e n d ar m o nt h s 
aft er y o ur r etir e m e nt d at e or aft er y o ur D R O P t er mi n ati o n  d at e , y o u ar e eli gi bl e t o r e c ei v e b ot h y o ur s al ar y a n d r etir e m e nt b e n efit s 
d uri n g t hi s p eri o d . 

•  Eff e cti v e J ul y 1, 2 0 1 7, r etir e e s of t h e I n v e st m e nt Pl a n, S U S O R P, S M S O A P, S C C S O R P ar e eli gi bl e f or r e n e w e d m e m b er s hi p i n t h e 
I n v e st m e nt Pl a n, S U S O R P, S M S O A P, S C CS O R P.  Y o u m u st b e e m pl o y e d i n a n F R S -c o v er e d p o siti o n o n or aft er J ul y 1, 2 0 1 7 i n 
or d er t o h a v e  r e n e w e d m e m b er s hi p.  R e n e w e d m e m b er s m a y n ot u s e a s e c o n d el e cti o n t o c h a n g e t o t h e P e n si o n Pl a n.   

 

T hi s c o m pl et e d f or m, i n cl u di n g pa g e 2 , s h o ul d b e r et ai n e d i n t h e e m pl o y e e’ s p er s o n n el fil e.  D o n ot s e n d t hi s f or m t o t h e F R S, u nl e s s r e q u e st e d.  
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2. 3 7  D R U G -F R E E W O R K P L A C E  

( 1) P ers o n n el s h all n ot m a n uf a ct ur e, distri b ut e, dis p e ns e, p oss ess, b e u n d er t h e i nfl u e n c e of,  
or us e al c o h ol a n d/ or a c o ntr oll e d or h ar mf ul s u b st a n c e ( as d efi n e d i n C h a pt ers 8 9 3 a n d 
8 7 7. 1 1 1, F. S. ) o n or i n t h e w or k pl a c e .  T his i n cl u d es b ut is n ot li mit e d t o a n y al c o h oli c 
s u bst a n c e, a n y i nt o xi c ati n g or a u dit or y, vis u al or m e nt al alt eri n g c h e mi c al or s u bst a n c e or 
n ar c oti c  dr u g,  h all u ci n o g e ni c  dr u g,  a m p h et a mi n e,  b ar bit ur at e,  m arij u a n a , or  a n y  ot h er  
c o ntr oll e d or h ar mf ul c h e mi c al  s ubst a n c e, as d efi n e d b y f e d er al or st at e l a ws or r ul es, or 
a n y c o u nt erf eit of s u c h dr u gs or s u bst a n c es all b ei n g c oll e cti v el y r ef err e d t o as dr u gs.  

( 2) W or k pl a c e is d efi n e d as t h e sit e f or t h e p erf or m a n c e of w or k d o n e i n c o n n e cti o n wit h 
e m pl o y m e nt.  T h at  i n cl u d es,  b ut  is  n ot  li mit e d  t o,  a n y  s c h o ol  b uil di n g  or  a n y  s c h o ol  
pr e mis es, a n y v e hi cl e us e d t o tr a ns p ort st u d e nts t o a n d fr o m s c h o ol a n d s c h o ol a cti viti es 
off  B o ar d  pr o p ert y d uri n g a n y s c h o ol -s p o ns or e d  or  s c h o ol -a p pr o v e d  a cti vit y,  e v e nt , or 
f u n cti o n, s u c h as a fi el d tri p or at hl eti c e v e nt, w h er e st u d e nts ar e u n d er t h e j uris di cti o n of 
t h e B o ar d. 

( 3) As a c o n diti o n of e m pl o y m e nt, e a c h e m pl o y e e s h all n otif y his or h er s u p er vis or of his or 
h er  c o n vi cti o n of a n y cri mi n al dr u g or h ar mf ul c h e mi c al s u bst a n c e  st at u t e n o l at er t h a n fi v e 
( 5)  d a ys  aft er  s u c h  c o n vi cti o n.  ( Als o  s e e  2. 4 3,  S. B. R.,  S elf-R e p orti n g  of  Arr ests  a n d  
C o n vi cti o ns b y E m pl o y e es) A n e m pl o y e e w h o vi ol at es t h e t er ms of t his p oli c y m a y b e 
n o n- r e n e w e d or his or h er e m pl o y m e nt m a y b e s u s p e n d e d or t er mi n at e d. H o w e v er, at t h e 
dis cr eti o n of t h e B o ar d, s u c h e m pl o y e e m a y b e all o w e d t o s atisf a ct oril y p arti ci p at e i n a n d 
c o m pl et e a s u bst a n c e  a b u s e assist a n c e or r e h a bilit ati o n pr o gr a m a p pr o v e d b y t h e B o ar d i n 
li e u  of  a  n o n- r e n e w al,  s us p e nsi o n, or  t er mi n ati o n.  S a n cti o ns  a n d  dis ci pli n e  a g ai nst 
p ers o n n el, i n cl u di n g n o n -r e n e w al, s us p e nsi o n, a n d t er mi n ati o n, s h all b e i n a c c or d a n c e wit h 
pr es cri b e d B o ar d pr o c e d ur es a n d s h all b e c o m m e n c e d wit hi n t hirt y ( 3 0) d a ys of r e c ei vi n g 
n oti c e  of  a n  e m pl o y e e’ s  c o n vi cti o n.  Wit hi n  t e n  ( 1 0)  d a ys  of  r e c ei vi n g  n oti c e  of  a n  
e m pl o y e e’s c o n vi cti o n i n vi ol ati o n of t his r ul e, t h e S u p eri nt e n d e nt s h all n otif y t h e St at e 
D e p art m e nt of E d u c ati o n w h e n a p pli c a bl e.  

( 4) P urs u a nt t o S e cti o n 4 4 0. 1 0 2, F. S.,  a dr u g -fr e e a w ar e n ess pr o gr a m is h er e b y e st ablis h e d a n d 
i s t o b e i m pl e m e nt e d b y t h e S u p eri nt e n d e nt t o i nf or m p ers o n n el of t h e d a n g ers of dr u g 
a b us e i n t h e w or k pl a c e, of t h e B o ar d’s p oli c y o n m ai nt ai ni n g a dr u g -fr e e w or k pl a c e, of 
a v ail a bl e dr u g c o u ns eli n g, r e h a bilit ati o n, a n d assist a n c e pr o gr a ms ; a n d  of t h e p e n alti es t o 
b e i m p os e d u p t o t er mi n ati o n, f or dr u g a b us e vi ol ati o ns. As a p art of t his pr o gr a m, all 
p ers o n n el  a n d  a p pli c a nt s  f or  e m pl o y m e nt  s h all  b e  gi v e n  n oti c e  of  t h e  B o ar d’s  p oli c y  
r e g ar di n g t h e m ai nt e n a n c e of a dr u g-fr e e w or k pl a c e i n t h e f oll owi n g f or m:  



C H A P T E R 2 – H U M A N R E S O U R C E S E R VI C E S  
 

H U M A N R E S O U R C E S E R VI C E S  2. 3 7              P a g e 2 of 6 
 

N O T I C E T O E M P L O Y E E S R E G A R DI N G D R U G -F R E E W O R K P L A C E P R O G R A M  
 
Y O U A R E H E R E B Y N O T I FI E D  t h at it is a c o n diti o n of e m pl o y m e nt t h at y o u r efr ai n fr o m t h e 
us e of ill e g al dr u gs or t h e a b us e of l e g al dr u gs or h ar mf ul c h e mi c al s u bst a n c es  o n or off t h e j o b. 
As p art of t h e Dr u g -Fr e e W or k pl a c e Pr o gr a m t h e B o ar d h as i nstit ut e d a dr u g -t esti n g pr o gr a m. It 
i s  a  vi ol ati o n  of  t h e p oli c y of t h e B o ar d f or a n y e m pl o y e e t o m a n uf a ct ur e, distri b ut e, dis p e ns e, 
p oss ess, or us e ill e g al dr u gs, w h et h er i n  t h e w or k pl a c e or a w a y fr o m t h e w or k pl a c e i n cl u di n g n o n-
w or ki n g h o urs.  It is als o a vi ol ati o n of t h e p oli c y of t h e B o ar d of b ei n g u n d er t h e i nfl u e n c e of, or 
us e of al c o h ol a n d/ or a c o ntr oll e d a n d/ or h ar mf ul s u bst a n c e ( as d efi n e d i n C h a pt ers 8 9 3 or 8 7 7. 1 1 1 , 
F. S.) o n or i n t h e w or k pl a c e. T his i n cl u d es b ut is n ot li mit e d t o a n y al c o h oli c s u bst a n c e, a n y 
i nt o xi c ati n g  or  a u dit or y,  vis u al,  or  m e nt al  alt eri n g  c h e mi c al  or  s u bst a n c e,  or  n ar c oti c  dr u g,  
h all u ci n o g e ni c dr u g, a m p h et a mi n e, b ar bit ur at e, m arij u a n a, or a n y ot h er c o ntr oll e d s u bst a n c e, as 
d efi n e d b y f e d er al or st at e l a ws or r ul es, or a n y c o u nt erf eit of s u c h dr u gs or s u bst a n c es all b ei n g 
c oll e cti v el y r ef err e d t o as dr u gs or h ar mf ul c h e mi c al s u bst a n c es.   L a wf ul c o ns u m pti o n of al c o h ol 
d uri n g  n o n -w or ki n g  h o urs  a n d  a w a y  fr o m  t h e  w or k pl a c e  t h at  d o es  n ot  a d v ers el y  i m p a ct  t h e  
e m pl o y e e’s  w or k  p erf or m a n c e  or  fit n ess  f or  d ut y is  n ot  a  vi ol ati o n  of  t h e  B o ar d’s  Dr u g -Fr e e 
W or k pl a c e Pr o gr a m. All e m pl o y e es ar e s u bj e ct t o dr u g/ al c o h ol t esti n g. R ef us al t o s u b mit t o a 
dr u g/ al c o h ol t est m a y s u bj e ct t h e e m pl o y e e t o t er mi n ati o n a n d, w h er e o n-t h e-j o b i nj ur y is at iss u e, 
l oss  of  w or k ers’  c o m p e ns ati o n  m e di c al  a n d  i n d e m nit y  b e n efits.  T h e  Dr u g-Fr e e  W or k pl a c e  
Pr o gr a m a d o pt e d b y t h e B o ar d a ut h ori z es t h e f oll o wi n g t y p es of dr u g t es ts: 
 

A.  Pr e -E m pl o y m e nt  S cr e e ni n g. A n e m pl o y er m ust r e q uir e a c a n di d at e f or e m pl o y m e nt 
t o s u b mit t o a dr u g t est. T h e e m pl o y er m a y us e a r ef us al t o s u b mit t o a dr u g t est or 
a c o nfir m e d p ositi v e dr u g t est as a b asis f or d e ni al of e m pl o y m e nt.  

 
B.  R e as o n a bl e S us pi ci o n.  A n  e m pl o y er  m ust  r e q uir e  a n  e m pl o y e e  t o  s u b mit  t o  

r e as o n a bl e s us pi ci o n dr u g t esti n g. 
 
C.  R o uti n e Fit n ess F or D ut y. A n e m pl o y er m ust r e q uir e a n e m pl o y e e t o s u b mit t o a 

dr u g t est if t h e t est is c o n d u ct e d as p art of a r o uti n el y s c h e d ul e d e m pl o y e e f it n ess- 
f or-d ut y m e di c al e x a mi n ati o n t h at is p art of t h e e m pl o y er’s est a blis h e d p oli c y or 
t h at  is  s c h e d ul e d  r o uti n el y f or  all  m e m b ers  of  a n  e m pl o y m e nt  cl assifi c ati o n  or  
gr o u p. 

 
D.   F oll o w-u p.  If  t h e  e m pl o y e e  i n  t h e  c o urs e  of  e m pl o y m e nt  e nt ers  a n  e m pl o y e e  

as sist a n c e pr o gr a m f or dr u g-r el at e d pr o bl e ms or a n al c o h ol a n d dr u g r e h a bilit ati o n 
pr o gr a m, t h e e m pl o y er m ust r e q uir e t h e e m pl o y e e t o s u b mit t o a dr u g t est as a 
f oll o w-u p t o s u c h pr o gr a ms a n d o n a q u art erl y, s e mi a n n u al , or a n n u al b asis f or u p 
t o t w o ( 2) y e ars t h er e aft er.  

 
E.  O n -t h e-j o b  I nj ur y.  If  t h e  e m pl o y e e  is  i nj ur e d  i n  t h e  c o urs e  of  e m pl o y m e nt  t h e  

e m pl o y e e s h all b e r e q uir e d t o s u b mit t o a dr u g t est. N e c ess ar y m e di c al c ar e will n ot 
b e d e ni e d p e n di n g c o m pl eti o n of, or s u b missi o n t o, a dr u g t est. 

 
F.   P ost-a c ci d e nt. If a n e m pl o y e e o p er ati n g a Distri ct v e hi cl e is i n v ol v e d i n a n at - f a ult 

tr affi c a c ci d e nt s atisf yi n g t h e p ar a m et ers d efi n e d i n t h e Tr a ns p ort ati o n D e p art m e nt 
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S O P  e ntitl e d,  “ P ost -A c ci d e nt  Dr u g/ Al c o h ol  T e sti n g, ”  w hi c h  r e q uir e m e nts  ar e  
i n c or p or at e d h er ei n b y r ef er e n c e, t h e e m pl o y e e s h all b e r e q uir e d t o s u b mit t o a 
dr u g/ al c o h ol t est. N e c ess ar y m e di c al c ar e will n ot b e d e ni e d p e n di n g c o m pl eti n g 
of, or s u b missi o n t o, a dr u g t est. 

 
All  i nf or m ati o n,  i nt er vi e ws,  r e p orts,  st at e m e nts,  m e m or a n d a  a n d  dr u g  t e st  r es ults,  writt e n  or  
ot h er wis e,  r e c ei v e d  or  pr o d u c e d  as  a  r es ult  of  a  dr u g  t esti n g  pr o gr a m  ar e  c o nfi d e nti al  
c o m m u ni c ati o ns, b ut m a y b e us e d or r e c ei v e d i n e vi d e n c e, o bt ai n e d i n dis c o v er y or dis cl os e d i n 
a n y p u bli c or pri v at e pr o c e e di n gs, as a ut h or i z e d b y l a w. 
 
E m pl o y e es m a y c o nfi d e nti all y r e p ort t h e us e of pr e s cri pti o n or n o n -pr es cri pti o n m e di c ati o ns, b ot h 
b ef or e a n d aft er b ei n g t est e d. T h e r e p orts of t h e us e of pr es cri pti o n dr u gs s h o ul d i n cl u d e a c o p y of 
t h e m e di c al pr es cri pti o n. R e p orts m a y b e m a d e t o t h e e m pl o y e e’s s u p er vis or, pri n ci p al or dir e ct or. 
R e p orts m ust b e i n writi n g i d e ntif yi n g t h e us e of pr es cri pti o n or n o n pr e s cri pti o n m e di c ati o ns. 
Att a c h e d  t o  t his  n oti c e  is  a  list  of  t h e  m ost  c o m m o n  dr u gs  or  m e di c ati o ns  b y br a n d  n a m e  or  
c o m m o n n a m e, a s a p pli c a bl e as w ell as b y c h e mi c al n a m e, w hi c h m a y alt er or aff e ct a dr u g t est.  
( S e e Att a c h m e nt " A ") 
 
T h e  B o ar d  h as  i nstit ut e d  a n  e m pl o y e e  assist a n c e  pr o gr a m  pr o vi di n g  al c o h ol  a n d  dr u g  
r e h a bilit ati o n. E m pl o y e e s s e e ki n g i nf or m ati o n or assist a n c e t hr o u g h t h e pr o gr a m s h o ul d c o nt a ct 
t h e Dir e ct or of Ris k M a n a g e m e nt f or f urt h er i nf or m ati o n. 
 
P urs u a nt t o S e cti o n 4 4 0. 1 0 2( 3)( a) 8, F. S ., a n e m pl o y e e or j o b a p pli c a nt w h o r e c ei v es a p ositi v e 
c o nfir m e d dr u g t est m a y c o nt est or e x pl ai n t h e r es ult t o t h e m e di c al r e vi e w o ffi c er ( M R O) wit hi n 
fi v e  ( 5)  w or ki n g  d a ys  aft er  writt e n  n otifi c ati o n  of  t h e  p ositi v e  t est.  If  a n  e m pl o y e e  or  j o b  
a p pli c a nt’s e x pl a n ati o n or c h all e n g e is u ns atisf a ct or y t o t h e M R O, t h e M R O s h all r e p ort a p ositi v e 
t est r es ult b a c k t o t h e e m pl o y er. A p ers o n ma y c o nt est t h e dr u g t est r es ult p urs u a nt t o l a w or t o 
r ul es a d o pt e d b y t h e A g e n c y f or H e alt h C ar e A d mi nistr ati o n. ( S e e Att a c h m e nt " B ") 
 
T h e  e m pl o y e e  or  j o b  a p pli c a nt  h as  t h e  ri g ht  t o  c o ns ult  t h e  t esti n g  l a b or at or y  f or  t e c h ni c al  
i nf or m ati o n r e g ar di n g pr es cri pti o n or n o n pr es cri pti o n m e di c ati o n. A list of dr u gs f or w hi c h t h e 
e m pl o y er will  t est,  d es cri b e d  b y br a n d  n a m es  or c o m m o n  n a m es  as  a p pli c a bl e,  as  w ell  as  b y 
c h e mi c al n a m es, is att a c h e d t o t his n oti c e.  ( S e e Att a c h m e nt " C ")  
 
I n a d diti o n t o t h e ri g ht of t h e e m pl o y e e t o c h all e n g e or c o nt est t h e r es ults of a n y dr u g t est, t h e 
e m pl o y e e h as t h e ri g ht t o a p p e al t o t h e P u bli c E m pl o y e es R el ati o ns C o m missi o n or a p pli c a bl e 
c o urt a n d m a y h a v e a d diti o n al ri g hts u n d er a c oll e cti v e b ar g ai ni n g a gr e e m e nt, if a n y. Q u esti o ns 
r e g ar di n g t h e c oll e cti v e b ar g ai ni n g a gr e e m e nt m a y b e dir e ct e d t o t h e a p pr o pri at e b ar g ai ni n g u nit 
r e pr es e nt ati v e. 
 
T h e  B o ar d  is  r e q uir e d  t o  r e p ort  a n  e m pl o y e e  c o n vi cti o n  of  dr u g  vi ol ati o ns  o c c urri n g  i n  t h e  
w or k pl a c e t o t h e St at e D e p art m e nt of E d u c ati o n wit hi n t e n ( 1 0) d a ys of r e c ei vi n g s u c h n oti c e, 
w h e n a p pli c a bl e, a n d is als o r e q uir e d t o c o m m e n c e dis ci pli n ar y a cti o n a g ai nst s u c h e m pl o y e e 
wit hi n t hirt y ( 3 0) d a ys of r e c ei pt of t h e n oti c e of vi ol ati o n. 
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A T T A C H M E N T " A "  
 
 
O V E R -T H E -C O U N T E R A N D P R E S C RI P T I O N D R U G S W HI C H C O U L D A F F E C T 
T H E O U T C O M E O F A D R U G T E S T:  
 
A L C O H O L  - All li q ui d m e di c ati o ns c o nt ai ni n g et h yl al c o h ol ( et h a n ol). Pl e as e r e a d t h e l a b el f or 
al c o h ol c o nt e nt. As a n e x a m pl e, Vi c ks N y q uil is 2 5 % ( 5 0 pr o of) et h yl al c o h ol, C o mtr e x is 2 0 % 
( 4 0 pr o of), C o nt a ct S e v er e C ol d F or m ul a Ni g ht Str e n gt h is 2 5 % ( 5 0 pr o of) a n d List eri n e is 2 6. 9 % 
( 5 4 pr o of). 
 
A M P H E T A MI N E S  - O b etr ol, Bi p h et a mi n e, D es o x y n, D e x e dri n e, Di dr e x 
 
C A N N A B I N OI D S  - M ari n ol ( Dr o n a bi n ol, T H C)  
 
C O C AI N E  - C o c ai n e H CI t o pi c al s ol uti o n ( R o x a n n e)  
 
P H E N C Y C L I DI N E  - N ot l e g al b y pr es cri pti o n.  
 
M E T H A Q U A L O N E  - N ot l e g al b y pr es cri pti o n.  
 
O PI A T E S   - P ar e g ori c, P ar e p e ct oli n, D o n n a g el P G, M or p hi n e, T yl e n ol wit h C o d ei n e, E m piri n 
wit h  C o d ei n e,  A P A P  wit h  C o d ei n e,  As piri n  wit h  C o d ei n e,  R o bit ussi n  A C,  G ui at uss  A C,  
N o v a histi n e D H, N o v a hi sti n e E x p e ct or a nt, Dil a u di d ( H y dr o m or p h o n e), M -S C o nti n a n d R o x a n ol 
( m or p hi n e s ulf at e), P er c o d a n, Vi c o di n, et c. 
 
B A R B I T U R A T E S   -  P h e n o b ar bit al,  T ui n al,  A m yt al,  N e m b ut al,  S e c o n al,  L ot us at e,  Fi ori n al, 
Fi ori c et, Es gi c, B utis ol, M e b ar al, B ut a b ar bit al, B ut a bit al, P hr e niili n, Tri a d, et c. 
 
B E N Z O DI A Z E PI N E S  - Ati v a n, A z e n e, Cl o n o pi n, D al m a n e, Di a z e p a m, Li bri u m, X a n a x, S er a x, 
Tr a n x e n e, V ali u m, V erstr a n, H al ci o n, P a xii p a m, R est oril, C e ntr e x, et c. 
 
M E T H A D O N E  - D ol p hi n e, M et h a d os e 
 
P R O P O X Y P H E N E  - D ar v o c et, D ar v o n N, D ol e n e, et c. 
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A T T A C H M E N T " B "  
 
C H A L L E N G E S T O T E S T R E S U L T S  
 
 
( 1) A r e q uir e m e nt of t h e Dr u g -Fr e e W or k pl a c e Pr o gr a m is t h at wit hi n fi v e ( 5) w or ki n g d a ys 

aft er r e c ei vi n g n oti c e of a p ositi v e c o nfir m e d t est r es ult, t h e e m pl o y e e or j o b a p pli c a nt m ust 
b e all o w e d t o s u b mit i nf or m ati o n t o t h e M R O e x pl ai ni n g or c o nt esti n g t h e t est r es ults. If 
a n e m pl o y e e’s or  j o b a p pli c a nt’s e x pl a n ati o n or c h all e n g e  of t h e  p ositi v e t est  r es ult  i s  
u ns atisf a ct or y  t o  t h e  M R O,  wit hi n  fift e e n  ( 1 5)  d a ys  of  r e c ei pt  of  t h e  e x pl a n ati o n  or  
c h all e n g e, a writt e n e x pl a n ati o n as t o w h y t h e e m pl o y e e’s or j o b a p pli c a nt’s e x pl a n ati o n is 
u ns atisf a ct or y al o n g wit h t h e r e p ort of p ositi v e r es ults, s h all b e pr o vi d e d b y t h e e m pl o y er 
t o t h e e m pl o y e e or j o b a p pli c a nt. All s u c h d o c u m e nt ati o n s h all b e k e pt c o nfi d e nti al b y t h e 
e m pl o y er a n d s h all b e r et ai n e d b y t h e e m pl o y er f or at l e ast o n e ( 1) y e ar.  

 
( 2) A n e m pl o y e e or j o b a p pli c a nt m a y u n d ert a k e a n a d mi nistr ati v e c h all e n g e b y fili n g a cl ai m 

f or  b e n efits  wit h  a  j u d g e  of c o m p e ns ati o n  cl ai ms  p urs u a nt  t o  C h a pt er  4 4 0,  F. S.  If  n o  
w or k pl a c e  i nj ur y h as  o c c urr e d,  t h e  p ers o n  m ust  c h all e n g e  t h e  t est  r es ult  i n  a  c o urt  of  
c o m p et e nt j uris di cti o n. W h e n a n e m pl o y e e or j o b a p pli c a nt u n d ert a k es a c h all e n g e t o t h e 
r es ults of a t est, it s h all b e t h e e m pl o y e e’s or j o b a p pli c a nt’s r es p o nsi bilit y t o n otif y t h e 
l a b or at or y a n d t h e s a m pl e s h all b e r et ai n e d b y t h e l a b or at or y u ntil t h e c as e is s ettl e d. 
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A T T A C H M E N T  " C "  

D R U G S F O R W HI C H T H E E M P L O Y E R WI L L T E S T  

Al c o h ol  

A m p h et a mi n es  

C a n n a bi n oi ds 

C o c ai n e  

P h e n c y cli di n e  

M et h a q u al o n e  

O pi at es  

B ar bit ur at es  

B e n z o di a z e pi n es 

S y nt h eti c N ar c oti cs: M et h a d o n e, Pr o p o x y p h e n e 

R ul e m a ki n g A ut h orit y:  S e cti o ns 1 0 0 1. 4 1; 1 0 1 2. 2 2; 1 0 1 2. 2 3; 1 0 1 2. 2 7, F. S. 

L a ws I m pl e m e nt e d:     S e cti o ns 4 3 5. 0 4; 4 4 0. 1 0 2; 1 0 0 1. 1 0; 1 0 0 1. 4 1; 1 0 0 1. 4 3; 1 0 1 2. 7 9 5, F. S. 

Hist or y:  N e w 1 1/ 2 7/ 9 0. R e vis e d/ A m e n d e d 1 0/ 2 7/ 9 2; 0 8/ 2 7/ 9 6; 1 1/ 2 0/ 0 1; 
0 6/ 2 0/ 0 6; 0 2/ 1 5/ 1 1; 0 1/ 2 2/ 1 3; 1 1/ 1 9/ 1 3; 0 4/ 1 8/ 1 7. 
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2. 4 7  T O B A C C O/ C O T I NI N E/ NI C O T I N E -F R E E HI RI N G P O L I C Y  

( 1) T h e S c h o ol Distri ct is c o m mitt e d t o pr o m oti n g h e alt h, w ell n ess, a n d  dis e as e pr e v e nti o n
wit hi n t h e c o m m u nit y a n d t o pr o vi di n g a s af e, cl e a n, a n d h e alt h y e n vir o n m e nt f or o ur
e m pl o y e es a n d citi z e ns.  T h e us e of t o b a c c o/ c oti ni n e/ ni c oti n e pr o d u cts is a k n o w n a n d
est a blis h e d h a z ar d t o t h e h e alt h a n d w ell -b ei n g of t h os e w h o us e t h e m as w ell as t h os e
ar o u n d t h e m.  T h e h e alt h pr o bl e ms cr e at e d b y t h e us e of t h es e pr o d u cts  c o ntri b ut e t o t h e
i n cr e as e  i n  h e alt h  c ar e  c osts  a n d  t h e  ris e  i n  i ns ur a n c e  pr e mi u ms.   Us e  of
t o b a c c o/ c oti ni n e/ ni c oti n e pr o d u cts h as b e e n s h o w n t o d e cr e as e e m pl o y e e pr o d u cti vit y a n d
effi ci e n c y , a n d i n cr e as e a bs e nt e eis m.  It is i n r e c o g niti o n of t h es e f a ct ors t h at t h e Distri ct
i s  t aki n g  m e as ur es  t o  d e v el o p  a  t o b a c c o/ c oti ni n e/ ni c oti n e -fr e e  w or kf or c e.   T h e  S c h o ol
B o ar d h er e b y est a blis h es a t o b a c c o/ c oti ni n e/ ni c oti n e -fr e e hiri n g p oli c y f or all i n di vi d u als
a p pl yi n g f or a n y p ositi o n w hi c h q u alifi es f or i ns ur a n c e  b e n efits wit hi n t h e Distri ct.  It is
t h e i nt e nt of t his p oli c y t h at e m pl o y e es hir e d i n i ns ur a n c e b e n efit eli gi bl e p ositi o ns aft er
t h e eff e cti v e d at e of t his p oli c y m ust s u c c essf ull y p ass a t o b a c c o/ c oti ni n e/ ni c oti n e t est a n d
r e m ai n t o b a c c o/ c oti ni n e/ ni c oti n e-fr e e f or t h e d ur ati o n of th eir e m pl o y m e nt.

( 2) F or t h e p ur p os es of t his p oli c y, t o b a c c o/ c oti ni n e/ ni c oti n e is d efi n e d  t o i n cl u d e a n y pr o d u cts
t h at  m a y  i n cl u d e  t o b a c c o/ ni c oti n e  a n d  ar e  i nt e n d e d  or  e x p e ct e d  f or  h u m a n  us e  or
c o ns u m pti o n, i n cl u di n g b ut n ot li mit e d t o, a n y li g ht e d or u nli g ht e d ci g ar ett e, ci g ar, pi p e,
bi di ci g ar ett e, cl o v e ci g ar ett e, h o o k a h, a n d a n y ot h er s m o ki n g pr o d u ct; a n d s pit t o b a c c o,
als o k n o w n as s m o k el ess, di p, c h e w a n d s n uff, t wist i n a n y f or m (i. e. l o z e n g es, stri ps,
p at c h es,  po u c h es, pills, et c.), t o als o i n cl u d e f or m s of el e ctr o ni c ni c oti n e d eli v er y s yst e m
d e vi c es s u c h as b ut n ot li mit e d t o e- ci g ar ett es a n d v a pi n g.

( 3) It is t h e r es p o nsi bilit y of t h e a p pli c a nt t o r e c o g ni z e t h e us e of to b a c c o/ c oti ni n e/ ni c oti n e
pr o d u cts  a n d  t h e  p ot e nti al  f or  a n  u nf a v or a bl e  t e st  r es ult.   If  a n  a p pli c a nt  r e c ei v es  a n
u nf a v or a bl e  t est  r es ult  f or  t o b a c c o/ c oti ni n e/ ni c oti n e,  t h e  i n di vi d u al  is  n ot  eli gi bl e  f or
p er m a n e nt e m pl o y m e nt f or si x ( 6) m o nt hs f oll o wi n g t h e t est c oll e cti o n d at e.  Aft er si x ( 6)
m o nt hs h as p ass e d, t h e a p pli c a nt is eli gi bl e t o r e a p pl y f or p er m a n e nt p ositi o ns.

R ul e m a k i n g A ut h orit y:  S e cti o ns 1 0 0 1. 4 1; 1 0 0 1. 4 2, F. S. 

L a ws I m pl e m e nt e d:     S e cti o ns 1 0 0 1. 4 2; 1 0 0 1. 4 3, F. S. 

Hist or y:  N e w: 0 6/ 2 1/ 1 1. R e vis e d/ A m e n d e d: 0 1/ 1 7/ 1 2; 0 4/ 2 3/ 1 3;  1 1/ 1 9/ 1 3; 
0 4/ 1 8/ 1 7 , 7/ 1 9/ 2 2. 
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T H E S C H O O L D I S T RI C T O F E S C A M BI A C O U N T Y

7 5  N O R T H  PA C E B O U L E V A R D,  P E N S A C O L A, F L O RI D A  3 2 5 0 5 
P H O N E  (8 5 0 ) 4 3 2- 6 1 2 1

w w w . e s c a m bi as c h o ol s. o r g  

F O R A L L  E M P L O Y E E S  

1)  D R U G- F R E E  W O R K P L A C E  P O LI C Y

2)  T O B A C C O/ C O TI NI N E/ NI C O TI N E- F R E E HI RI N G P O LI C Y

T O B E R E A D A N D SI G N E D P RI O R T O E M P L O Y M E N T  

A S  I N DI C A T E D  B Y  M Y  P RI N T E D  N A M E  A N D  SI G N A T U R E,  T HI S  I S  T O  
C E R TI F Y  T H A T  I  H A V E  R E C EI V E D  T H E  N O TI C E  T O  E M P L O Y E E S  
R E G A R DI N G   T H E   DI S T RI C T’ S   D R U G- F R E E   W O R K P L A C E   A N D  
T O B A C C O/ C O TI NI N E/ NI C O TI N E- F R E E   HI RI N G   P O LI CI E S.   I  
U N D E R S T A N D   T H A T   A  C O N DI TI O N  O F  M Y  C O N TI N U E D  
E M P L O Y M E N T  I S  C O M P LI A N C E  WI T H  S AI D  P O LI C Y  A N D  T H A T  
VI O L A TI O N  C O U L D  R E S U L T  I N  S U S P E N SI O N,  T E R MI N A TI O N,  O R  
R E F E R R A L F O R P R O S E C U TI O N. 

P RI N T E D N A M E SI G N A T U R E 

W O R K L O C A TI O N ( S C H O O L O R D E P A R T M E N T) 
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Affir m ati v e a cti o n/ e q u al o p p ort u nit y e m pl o y er 

  TH E S C H O O L D I S T RI C T O F E S C A M BI A C O U N T Y

7 5  NO R T H P A C E B O U L E V A R D, P E N S A C O L A,  F L O RI D A  3 2 5 0 5  
P H O N E  (8 5 0 ) 4 3 2- 6 1 2 1 

w w w. e s c a m b ia s c h o ol s. o r g  

St at e m e nt o n t h e C oll e cti o n, Us e o r R el e as e of 
S o ci al S e c u rit y N u m b e rs of E m pl o y e es a n d Ot h e rs * * * 

R e a d t h e i nf o r m ati o n b el o w, si g n a n d r et u r n t his d o c u m e nt t o t h e p e rs o n w h o p r o vi d e d y o u t h e f o r m. 

T h e S c h o ol Distri ct of Es c a m bi a C o u nt y is a ut h ori z e d t o c oll e ct, us e or r el e as e s o ci al s e c urit y n u m b ers ( S S N) of e m pl o y e es a n d 
ot h er  i n di vi d u als * * *  f or  t h e  f oll o wi n g  p ur p os es,  w hi c h  ar e  n ot e d  as  eit h er  r e q uir e d  or  a ut h ori z e d  b y  l a w  t o  b e  c oll e ct e d.  T h e  
c oll e cti o n of s o ci al s e c urit y n u m b ers is eit h er s p e cifi c all y a ut h ori z e d  b y l a w or i m p er ati v e f or t h e p erf or m a n c e of t h e Distri c t's 
d uti es a n d r es p o nsi biliti es as pr es cri b e d b y  l a w [ Fl a. St at. § 1 1 9. 0 7 1( 5)( a) 2 & 3]. 

1. E m pl o y m e nt  eli gi bilit y,  r e p ort  t o  I R S,  S S A,  U C,  a n d  F A WI,  i n cl u di n g  f or  W- 4's  a n d  I- 9's  [ R e q uir e d  b y  f e d er al  st at ut e  a n d
r e g ul ati o n 2 6 U. S. C. 6 0 5 1 a n d 2 6 C. F. R. 3 1. 6 0 1 1( b)- 2, 2 6 C. F. R. 3 0 1. 6 1 0 9- 1 a n d 3 1. 3 4 0 2 (f)( 2)- 1, a n d Fl a. St at. § 1 1 9. 0 7 1( 5)( a) 6]

2. R e c ei pts t o e m pl o y e es f or w a g es a n d St at e m e nts r e q uir e d i n c as e of si c k p a y p ai d  b y t hir d p arti es [ R e q uir e d b y f e d er al st at ut e 2 6
U. S. C. 6 0 5 1 a n d Fl a. St at. § 1 1 9. 0 7 1( 5)( a) 6]

3.  V erifi c ati o n of a n ali e n's eli gi bilit y f or e m pl o y m e nt, i n cl u di n g I- 9 [ A ut h ori z e d b y 8 U. S. C. 1 3 2 4 a( b) a n d 8 C. F. R. 2 7 4 a. 2]
4. I n c o m e t a x wit h h ol di n g (i n cl u di n g f or a n n uit y a n d si c k l e a v e)/ P a yr oll d e d u cti o ns o n F or m W- 2 [ R e q uir e d b y 2 6 U. S. C. 3 4 0 2, 2 6

C. F. R. 3 1. 6 0 5 1- 1 a n d Fl a. St at. § 1 1 9. 0 7 1( 5)( a) 6]
5.  T e a c h er r etir e m e nt s yst e m b e n efits a n d c o ntri b uti o ns [ A ut h ori z e d b y Fl a. St at. § 2 3 8. 0 1 et s e q., i n cl u di n g 2 3 8. 0 7, a n d Fl a. St at.

§ 1 1 9. 0 7 1( 5)( a) 6]
6.  R etir e m e nt c o ntri b uti o n s r e q uir e d f or e nr oll m e nt i n Fl ori d a R etir e m e nt S yst e m ( F R S) I n v est m e nt Pl a n, s e c o n d el e cti o n r etir e m e nt

pl a n e nr oll m e nt, or f or p arti ci p ati o n i n a n d c o ntri b uti o ns t o F R S [ R e q uir e d b y Fl a. A d mi n. C o d e 1 9- 1 1. 0 1 0, 1 9- 1 1. 0 0 6 a n d 1 9-
1 1. 0 0 7 a n d Fl a. St at. § 1 1 9. 0 7 1( 5)( a) 2 & 6 or r e q uir e d b y Fl a. St at. § 1 2 1. 0 5 1 a n d 1 2 1. 0 7 1 a n d Fl a. A d mi n. C o d e 1 9- 1 3. 0 0 3 a n d
Fl a. St at. § 1 1 9. 0 7 1( 5)( a) 2 & 6]

7.  R e p orts p ert ai ni n g t o d ef err e d v est e d r etir e m e nt pr o gr a ms [ R e q uir e d b y 2 6 C. F. R. 3 0 1. 6 0 5 7- 1 a n d Fl a. St at. § 1 1 9. 0 7 1( 5)( a) 6]
8. P a y m e nts a n d pl a n r el ati n g t o t h e r etir e e pr es cri pti o n dr u g s u bsi d y u n d er 4 2 C. F. R. § 4 2 3. 3 4 a n d 4 2 C. F. R. § 4 2 3. 8 8 6 [ A ut h ori z e d

b y 4 2 C. F. R. 4 2 3. 8 8 4 a n d Fl a. St at. § 1 1 9. 0 7 1( 5)( a) 6]
9.  E d u c at or C ertifi c ati o n or li c e ns ur e a p pli c ati o n, r e n e w al, or a d d- o n, or n o n- e m pl o y e e r e gistr ati o n f or pr of essi o n al d e v el o p m e nt f or

i n-s er vi c e  p oi nts  or  i n c e nti v e  p a y  [ R e q uir e d  b y  Fl a.  St at.  § § 1 0 1 2. 5 6,  a n d  1 1 9. 0 7 1( 5)( a) 6,  a n d/ or  a ut h ori z e d  b y  Fl a.  St at.
§ § 1 0 1 2. 2 1 a n d 1 1 9. 0 7 1( 5)( a) 6]

1 0.  Cri mi n al  hist or y,  L e v el  1  a n d  l e v el  2  b a c k gr o u n d  c h e c ks/I d e ntifi ers  f or  pr o c essi n g  fi n g er pri nts  b y  D e p art m e nt  of  L a w
E nf or c e m e nt, if S S N is a v ail a bl e [ R e q uir e d b y Fl a. A d mi n. C o d e 1 1 C- 6. 0 0 3 a n d Fl a. St at. § 1 1 9. 0 7 1( 5)( a) 6]

1 1.  R e gistr ati o n i nf or m ati o n r e g ar di n g s e x u al pr e d at ors a n d s e x u al off e n d ers [ A ut h ori z e d b y Fl a. St at. § 9 4 3. 0 4 3 5 1 a n d r e q uir e d b y
Fl a. St at. § 1 1 9. 0 7 1( 5)( a) 2 & 6]

1 2.  R e p orts  o n  st aff  r e q uir e d  t o  b e  s u b mitt e d  t o  Fl ori d a  D e p art m e nt  of  E d u c ati o n  ( D O E),  i n cl u di n g  b ut  n ot  li mit e d  t o  O ut- of-
C o u nt y/ O ut- of- St at e V erifi c ati o n of Hi g hl y Q u alifi e d [ A ut h ori z e d a n d r e q uir e d b y Fl a. St at. § 1 1 9. 0 7 1( 5)( a) 2 & 6 a n d/ or E D G A R
at 3 4 C F R 8 0. 4 0( a) or Fl a. St at. § 1 0 0 8. 3 2]

1 3. S o ci al s e c urit y c o ntri b uti o ns [ R e q uir e d b y Fl a. A d mi n. C o d e 6 0 S- 3. 0 1 0 a n d Fl a. St at. § 1 1 9. 0 7 1( 5)( a) 2 & 6]
1 4. St at e dir e ct or y of n e w hir es (i n cl u di n g f or d et er mi ni n g s u p p ort o bli g ati o ns a n d eli gi bilit y f or s e v er al f e d er al a n d st at e p r o gr a ms)

[ R e q uir e d b y f e d er al l a w 4 2 U. S. C. 6 5 3 a a n d Fl a. St at. § 4 0 9. 2 5 7 6 a n d Fl a. St at. § 1 1 9. 0 7 1( 5)( a)]
1 5.  N oti c e  t o  P a y or  a n d  I n c o m e  D e d u cti o n  n oti c es  f or  c hil d  s u p p ort,  or  f or  ali m o n y  a n d  c hil d  s u p p ort  [ R e q uir e d  b y  Fl a.  St at.

§ 6 1. 1 3 0 1( 2)( e) a n d Fl a. St at. § 1 1 9. 0 7 1( 5)( a)]
1 6.  C hil d s u p p ort e nf or c e m e nt [ R e q uir e d b y 4 5 C. F. R. 3 0 7. 1 1 a n d Fl a. St at. § 6 1. 1 3, 7 4 2. 1 0 or 4 0 9. 2 5 6. 3 or 7 4 2. 0 3 1]
1 7.  G ar nis h m e nt p a y m e nt p urs u a nt t o a N oti c e of L e v y [ R e q uir e d b y Fl a. A d mi n. C o d e 1 2 E- 1. 0 2 8 m a n d Fl a. St at. § 1 1 9. 0 7 1( 5)( a)]
1 8.  R e q u est fr o m d e p o sit or y f or s u p p ort p a y m e nts [ R e q uir e d b y Fl a. St at. § 6 1. 1 8 1 ( 3)( b) a n d Fl a. St at. § 1 1 9. 0 7 1( 5)( a)]
1 9.  R e c or d of r e m u n er ati o n p ai d t o e m pl o y e es [ R e q uir e d b y f e d e r al r e g ul ati o n 2 0 C. F. R. 4 0 4. 1 2 2 5, Fl a. A d mi n. C o d e 6 0 B B- 2. 0 3 2,

a n d Fl a. St at. § 1 1 9. 0 7 1( 5)( a) 6]
2 0.  U n e m pl o y m e nt b e n efits a n d s h ort t er m c o m p e ns ati o n pl a n [ R e q uir e d b y Fl a. St at. C h. 4 4 3, i n cl u di n g 4 4 3. 1 1 1 6, a n d Fl a. St at.

§ 1 1 9. 0 7 1( 5)( a) 6]
2 1.  U n e m pl o y m e nt r e p orts fr o m Distri ct [ R e q uir e d b y Fl a. A d mi n. C o d e 6 0 B B- 2. 0 2 3 a n d Fl a. St at. § 1 1 9. 0 7 1( 5)( a) 6]
2 2. I n c o m e i nf or m ati o n dis cl o s ur e t o H U D [ R e q uir e d b y f e d er al r e g ul ati o n 2 4 C. F. R. 5. 2 1 4 et s e q. a n d Fl a. St at. § 1 1 9. 0 7 1( 5)( a) 6 ]



Affir m ati v e a cti o n/ e q u al o p p ort u nit y e m pl o y er 
U p d at e d F e br u ar y  1 9 , 2 02 1  

2 3.  V e n d ors/ C o ns ult a nts t h at Distri ct r e as o n a bl y b eli e v es w o ul d r e c ei v e a 1 0 9 9 f or m if a t a x i d e ntifi c ati o n n u m b er is n ot pr o vi d e d
I n cl u di n g f or I R S f or m W- 9. [ R e q uir e d b y 2 6 C. F. R. § 3 1. 3 4 0 6-0, 2 6 C. F. R. § 3 0 1. 6 1 0 9- 1, a n d Fl a. St at. § 1 1 9. 0 7 1( 5)( a) 2 & 6]

2 4.  T ort cl ai ms a n d t ort n oti c es of cl ai m a g ai nst t h e S c h o ol B o ar d [ R e q uir e d b y Fl a. St at. § 7 6 8. 2 8( 6), a n d Fl a. St at. § 1 1 9. 0 7 1( 5)( a) 6]
2 5.  R e p orti n g t o a n d r e p orts of w or k er's c o m p e ns ati o n i nj ur y or d e at h, i n cl u di n g f or D W C- 1 [ R e q uir e d b y Fl a. St at. § 4 4 0. 1 8 5 a n d

Fl a. A d mi n. C o d e 6 9 L- 3. 0 0 3 et s e q. a n d Fl a. St at. § 1 1 9. 0 7 1( 5)( a) 6]
2 6.  W or k er's c o m p e ns ati o n p etiti o n s f or b e n efits a n d r es p o n s es t h er et o [ A ut h ori z e d b y Fl a. A d mi n. C o d e 6 0 Q- 6. 1 0 3 a n d Fl a. St at.

§ 1 1 9. 0 7 1( 5)( a) 6]
2 7.  T h e dis cl o s ur e of t h e s o ci al s e c urit y n u m b er is f or t h e p ur p os e of t h e a d mi nistr ati o n of h e alt h b e n efits f or a Distri ct e m p l o y e e or

his or h er d e p e n d e nts [ R e q uir e d b y Fl a. St at. § 1 1 9. 0 7 1( 5)( a) 6]
2 8.  T h e  dis cl os ur e  of  t h e  s o ci al  s e c urit y  n u m b er  is  f or  t h e  p ur p os e  of  t h e  a d mi nistr ati o n  of  a  p e nsi o n  f u n d  a d mi nist er e d  f or  t h e

Distri ct  e m pl o y e e's  r etir e m e nt  f u n d,  d ef err e d  c o m p e ns ati o n  pl a n,  or  d efi n e d  c o ntri b uti o n  pl a n  [ R e q uir e d  b y  Fl a.  St at.
§ 1 1 9. 0 7 1( 5)( a) 6]

2 9.  Us e of m ot or v e hi cl e i nf or m ati o n fr o m t h e D e p art m e nt of M ot or V e hi cl es f or t h e Distri ct t o c arr y o ut its f u n cti o ns a n d t o v erif y
t h e a c c ur a c y of i nf or m ati o n s u b mitt e d b y a g e nt or e m pl o y e e t o Distri ct, i ncl u di n g t o pr e v e nt fr a u d, i n c o n n e cti o n wit h i ns ur a n ce
i n v esti g ati o ns, a n d t o v erif y a c o m m er ci al dri v er's li c e ns e [ A ut h ori z e d all o w e d b y f e d er al l a w 1 8 U. S. C. 2 7 2 1 et s e q. a n d Fl a.
St at. § 1 1 9. 0 7 1( 5) ( a) 6]

3 0. A ut h o ri z ati o n f o r di r e ct d e p osit of f u n ds b y el e ct r o ni c o r  ot h e r m e di u m t o a p a y e e's a c c o u nt [ R e q ui r e d b y Fl a.
A d mi n. C o d e 6 A- 1. 0 0 1 2 a n d Fl a. St at. § 1 1 9. 0 7 1( 5)( a) 6]

3 1. I d e ntifi c ati o n of bl o o d d o n ors [ A ut h ori z e d b y 4 2 U. S. C. 4 0 5( c)( 2)( D)(i)]
3 2.  E m pl o y e e's a n d f or m er e m pl o y e e's r e q u est f or r e p ort of e x p os ur e t o r a di ati o n [ A ut h ori z e d b y 4 1 C. F. R. 5 0- 2 0 4. 3 3 a n d . 3]
3 3.  C oll e cti o n  a n d/ or  dis cl os ur e  ar e  i m p e r ati v e  or  n e c ess ar y  f or  t h e  p erf or m a n c e  of  t h e  Distri ct's  d uti es  a n d  r es p o nsi biliti es  as

pr es cri b e d  b y  l a w,  i n cl u di n g  b ut  n ot  li mit e d  f or  p ass w or d  i d e ntifi c ati o n  t o  t h e  Distri ct's  n et w or k  [ A ut h ori z e d  b y  Fl a.  St at.
§ 1 1 9. 0 7 1( 5)( a) 6 a n d r e q uir e d b y Fl a. St at. § 1 1 9. 0 7 1( 5)( a) 2]

3 4.  T h e dis cl o s ur e of t h e s o ci al s e c urit y n u m b er is e x pr essl y r e q uir e d b y f e d er al or st at e l a w or a c o urt or d er [ R e q uir e d b y Fl a. St at.
§ § 1 0 1 2. 5 6 a n d 1 1 9. 0 7 1( 5) ( a) 6]

3 5.  T h e  i n di vi d u al  e x pr essl y  c o n s e nts  i n  writi n g  t o  t h e  dis cl o s ur e  of  his  or  h er  s o ci al  s e c urit y  n u m b er  [ All o w e d  b y  Fl a.  St at.
§ 1 1 9. 0 7 1( 5)( a) 6]

3 6.  T h e dis cl os ur e of t h e s o ci al s e c urit y n u m b er is m a d e t o pr e v e nt a n d c o m b at t err oris m t o c o m pl y wit h t h e U S A P atri ot A ct of
2 0 0 1, P u b. L. N o. 1 0 7- 5 6, or Pr esi d e nti al E x e c uti v e Or d er 1 3 2 2 4 [ R e q uir e d b y Fl a. St at. § 1 1 9. 0 7 1( 5)( a) 6]

3 7.  T h e  dis cl o s ur e  of  t h e  s o ci al  s e c urit y  n u m b er  is  m a d e  t o  a  c o m m er ci al  e ntit y  f or  t h e  p er missi bl e  u s es  s et  f ort h  i n  t h e  f e d er al
Dri v er's Pri v a c y Pr ot e cti o n A ct of 1 9 9 4, 1 8 U. S. C. S e c. 2 7 2 1 et s e q.; t h e F air Cr e dit R e p orti n g A ct,  1 5 U. S. C. S e c. 1 6 8 1 et s e q.;
or t h e Fi n a n ci al S er vi c es M o d er ni z ati o n A ct of 1 9 9 9, 1 5 U. S. C.  S e c. 6 8 0 1 et s e q., pr o vi d e d t h at t h e a ut h ori z e d c o m m er ci al e ntity
c o m pli es wit h t h e r e q uir e m e nts of p ar a gr a p h 5 i n Fl a. St at. § 1 1 9. 0 7 1 [ All o w e d b y Fl a. St at. § 1 1 9. 0 7 1( 5)( a) 6]

3 8.  T h e dis cl os ur e of t h e s o ci al s e c urit y n u m b er is f or t h e p ur p os e of t h e a d mi nistr ati o n of t h e U nif or m C o m m er ci al C o d e b y t h e
offi c e of t h e S e cr et ar y of St at e [ R e q uir e d b y Fl a. St at. § 1 1 9. 0 7 1( 5)( a) 6]

I h e r e b y a c k n o wl e d g e r e c ei pt of t his " St at e m e nt o n t h e C oll e cti o n, Us e o r R el e as e of  S o ci al S e c u rit y N u m b e rs of E m pl o y e es 
a n d Ot h e rs ". 

_ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ 
Si g n at ur e 

_ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ 
D at e 

_ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ 
( E m pl o y e e I D #)  

_ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ 
Pri nt N a m e 

* * *  N ot e t h at t his f or m st at e s t h e r e as o n s f or c oll e cti n g, u si n g  or r el e asi n g t h e s o ci al s e c urit y  n u m b ers o nl y of e m pl o y e es a n d  
i n di vi d u als ot h er t h a n st u d e nts, p ar e nts a n d v ol u nt e ers. A s e p ar at e writt e n st at e m e nt s et s f ort h t h e r e as o n s f or c oll e cti n g, u si n g or 
r el e asi n g  t h e  s o ci al  s e c urit y  n u m b ers  of  st u d e nts  a n d  p ar e nts,  a n d  a  s e p ar at e  writt e n  st at e m e nt  e xists  f or  c oll e cti n g,  u si n g  or  
r el e asi n g t h e s o ci al s e c urit y n u m b ers of v ol u nt e ers as p art of t h e v ol u nt e er a p pli c ati o n. 
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Inst/Admin/Prof Ed Support Sub-ESP Sub-INSTR Coach Not Tch Other

* Verify with your financial institution(s) on your pay date that your direct deposit is correct.
* Allow up to 10 days for processing this request.
* Only 2 accounts are allowed for direct deposit.

Check one of the following: START CHANGE STOP

#1  Bank Name/City, State

Entire Net Pay

YES NO

#2   Bank Name/City, State

Entire Net Pay

 
I authorize the School District of Escambia County, Florida to direct deposit funds to my account(s) in the financial institution(s) listed above.  If funds to which I am not entitled 
are deposited to my account, I authorize the School District of Escambia County to initiate a debit entry.  If any of the above information changes, I will promptly complete a new 
authorization form. This authority is to remain in full force and effect until 10 days after the School District has received written notification of cancellation of this direct deposit.  
Changes updated in Skyward must be verified for accuracy by the employee or their pay may be delayed for up to 10 business days.

If you select to have your payment sent to your Checking or Savings Account:

Tape a voided check, a copy of a check, or your banking institution authorization form to
the bottom of this form.

Do Not Attach Deposit Any Old Bank

Slip to Direct Deposit! For ___________________________ ___________________________________

Revised: March 10, 2023

@ecsdfl.us
District Email Address (REQUIRED)

Checking Savings *Payroll Debit Card
OR

NO PERCENTAGES!
I wish to deposit $__________________ 

Account Information 

The last item must be for the remaining amount owed to you.  Make sure to indicate what kind of account, along with amount to be 

deposited, if less than your total net paycheck.

*Payroll Debit Card

OR

                NO PERCENTAGES!   
*Have you previously been issued a Rapid Pay Card from the
ECSD and if so, do you still have the card?

I wish to deposit $___________________________ 

Date: Employee Signature Daytime Phone Number

263281695 40068603 1234

THE SCHOOL DISTRICT OF ESCAMBIA COUNTY
Payroll Department - 75 North Pace Blvd - Pensacola, Florida 32505

Direct Deposit Authorization Form

Return Completed Direct Deposit Form to the Payroll Department.  If you have questions please 
call (850) 469-6199.  The fax number for the Payroll Department is (850) 469-6353.

Your Work Location: __  ________________________________________________________________________

Transit Routing Number (must be 9 numbers) Account Number

SavingsChecking

Transit Routing Number (must be 9 numbers) Account Number

Check one:      

Name (Last, First, Middle Initial) Last 4 of Social Security #

Routing No. Account No.

Do not include
the check number



 
 

 

F e br u ar y 2 2 1

X X X- X X-

X X X- X X-

X X X- X X-

X X X- X X-

X X X- X X-

X X X- X X-

X X X- X X-

X X X- X X-

X X X- X X-

X X X- X X-

✔ ✔

✔ ✔ ✔ ✔

✔ ✔

RBoswell
Typewritten Text
XXX-XX-



F e br u ar y 2 2 1

X X X- X X-



F e br u ar y 2 2 1

c o n diti o n al

Y E S
A N S W E R E V E R Y I T E M,

P L E A S E!

✔ ✔ ✔ ✔ ✔ ✔

✔ ✔ ✔ ✔ ✔ ✔

✔ ✔ ✔ ✔ ✔ ✔

✔ ✔ ✔ ✔ ✔ ✔

✔ ✔ ✔ ✔ ✔ ✔

✔ ✔ ✔ ✔ ✔ ✔

✔ ✔ ✔ ✔ ✔ ✔

✔ ✔ ✔ ✔ ✔ ✔

✔ ✔ ✔ ✔ ✔ ✔

✔ ✔ ✔ ✔ ✔ ✔

✔ ✔ ✔ ✔ ✔ ✔

✔

✔

✔
✔

✔ ✔ ✔

✔ ✔ ✔

✔
✔

✔ ✔ ✔ ✔ ✔ ✔

✔ ✔ ✔ ✔ ✔ ✔

✔ ✔ ✔ ✔ ✔ ✔

✔ ✔ ✔ ✔ ✔ ✔

✔ ✔ ✔ ✔ ✔ ✔

✔ ✔ ✔ ✔ ✔ ✔

✔ ✔ ✔ ✔ ✔ ✔

✔ ✔ ✔ ✔ ✔ ✔

✔ ✔ ✔ ✔ ✔ ✔

✔ ✔ ✔ ✔ ✔ ✔

✔ ✔ ✔ ✔ ✔ ✔



F e br u ar y 2 2 1

N O T E: A L L Q U E S TI O N S A N S W E R E D " Y E S " M U S T B E F U L L Y E X P L AI N E D. I n cl u d e d at e, di a g n o si s, tr e at m e nt,
r e s ult a n d d o ct or/ h o s pit al o n t h e f o urt h p a g e of t hi s q u e sti o n n air e.



F e br u ar y 2 2 1

Y O U R SI G N A T U R E D A T E WI T N E S S


	01 New Hire Checklist Online-Teacher
	02 Personnel Data Input Sheet
	03 EEO Data Collection Form
	04 Request for Verification of Experience
	05 Instructional Years of Work Experience Updated 6-24-14
	06 07 Experience Record_001
	08 FRS Statement of Reemployment - cert Updated 2-2012 
	09 10 Notice of Social Security Number Disclosure Updated June 23 2014
	11 12 ELL Training
	13 Tobacco Nicotine-Free Agreement with Benefits
	14 to 20 Chapter 2 Updated 6-23-14
	21 For All Employees Drug Free and Toacco-Free Acknowledgement Updated 6-24-15
	24 Direct Deposit Form for HR updated 6-25-14
	25 to 29 Medican Questionnaire Revised July 2 2013
	17 DIRECT DEPOSIT updated July 18, 2016.pdf
	Sheet1

	17 DIRECT DEPOSIT updated March 6, 2017 new fields for HR.pdf
	Sheet1

	19 DIRECT DEPOSIT updated March 6, 2017 new fields for HR.pdf
	Sheet1


	social security number: 
	Name: 
	Personnel Data Sheet: Off
	EEO Data Collection Form: Off
	FRS: Off
	School Board Policy: Off
	Workplace Policy: Off
	Statement of SS: Off
	W-4: Off
	Direct Deposit: Off
	Medical History: Off
	Name_First_Middle_Last: 
	Secondary Number: 
	Alternate Phone Number: 
	Emergency Contact: 
	Phone: 
	Relationship to Employee: 
	Alt Phone: 
	Have you ever worked for the Escambia County School District: Off
	ECSD Previous Employment: 
	Maiden: 
	What is your gender: Off
	Martial Status: Off
	Hispanic or Latino: Off
	White (Not of Hispanic origin): Off
	Black of African AMerican (Not Hispanic or Latino): Off
	Asian (Not Hispanic or Latino): Off
	Native Hawaiian or Other Pacific Islander (Not Hispanic or Latino): Off
	American Indian or Alaska Native (Not Hispanic or Latino): Off
	I do not wish to disclose: Off
	Staff Designation: Off
	STAFF DESIGNATION: 
	STAFF INITIALS: 
	Primary Number: 
	Text95: 
	Text51: 
	Residence Address: 
	Mailing address if different than above: 
	MQHomePhoneNumber: 
	Date of Birth: 
	MQWork Location: 
	MQEmploymentDate: 
	MQRetirementTermination Date: 
	MQGender: Off
	MQMaritalStatus: Off
	MQDateofMarriage: 
	MQDateofDivorce: 
	MQInsuranceCompanyName: 
	MQPolicyNumber: 
	MQEffectiveDate: 
	MQInsuranceAddress: 
	MQDepend1LastName: 
	MQDepend1FirstName: 
	MQDepend1Relationship: 
	MQDateofBirthBen1: 
	MQSSN1: 
	MQDepend2LastName: 
	MQDepend2FirstName: 
	MQDepend2Relationship: 
	MQDateofBirthBen2: 
	MQSSN2: 
	MQDepend3LastName: 
	MQDepend3FirstName: 
	MQDepend3Relationship: 
	MQDateofBirthBen3: 
	MQSSN3: 
	MQDepend4LastName: 
	MQDepend4FirstName: 
	MQDepend4Relationship: 
	MQDateofBirthBen4: 
	MQSSN4: 
	MQDepend5LastName: 
	MQDepend5FirstName: 
	MQDepend5Relationship: 
	MQDateofBirthBen5: 
	MQSSN5: 
	MQDepend6LastName: 
	MQDepend6FirstName: 
	MQDepend6Relationship: 
	MQDateofBirthBen6: 
	MQSSN6: 
	MQDepend7LastName: 
	MQDepend7FirstName: 
	MQDepend7Relationship: 
	MQDateofBirthBen7: 
	MQSSN7: 
	MQDepend8LastName: 
	MQDepend8FirstName: 
	MQDepend8Relationship: 
	MQDateofBirthBen8: 
	MQSSN8: 
	MQDepResidenceGroup: Off
	NameDepDifAddress1: 
	AddressDepDifAddress1: 
	NameDepDifAddress2: 
	AddressDepDifAddress2: 
	NameDepDifAddress3: 
	AddressDepDifAddress3: 
	NameDepDifAddress4: 
	AddressDepDifAddress4: 
	MQGroup1: Off
	MQGroup37: Off
	MQGroup25: Off
	MQGroup49: Off
	MQGroup2: Off
	MQGroup26: Off
	MQGroup50: Off
	MQGroup3: Off
	MQGroup27: Off
	MQGroup51: Off
	MQGroup4: Off
	MQGroup28: Off
	MQGroup52: Off
	MQGroup5: Off
	MQGroup29: Off
	MQGroup53: Off
	MQGroup6: Off
	MQGroup30: Off
	MQGroup54: Off
	MQGroup7: Off
	MQGroup31: Off
	MQGroup55: Off
	MQGroup8: Off
	MQGroup32: Off
	MQGroup56: Off
	MQGroup9: Off
	MQGroup10: Off
	MQGroup33: Off
	MQGroup34: Off
	MQGroup57: Off
	MQGroup58: Off
	MQGroup11: Off
	MQGroup35: Off
	MQGroup59: Off
	MQGroup12: Off
	MQGroup13: Off
	MQGroup36: Off
	MQGroup60: Off
	MQGroup61: Off
	MQGroup14: Off
	MQGroup38: Off
	MQGroup62: Off
	MQGroup15: Off
	MQGroup39: Off
	MQGroup63: Off
	MQGroup16: Off
	MQGroup40: Off
	MQGroup64: Off
	MQGroup17: Off
	MQGroup18: Off
	MQGroup41: Off
	MQGroup42: Off
	MQGroup65: Off
	MQGroup66: Off
	MQGroup19: Off
	MQGroup43: Off
	MQGroup67: Off
	MQGroup20: Off
	MQGroup44: Off
	MQGroup68: Off
	MQGroup21: Off
	MQGroup45: Off
	MQGroup69: Off
	MQGroup22: Off
	MQGroup46: Off
	MQGroup70: Off
	MQGroup23: Off
	MQGroup47: Off
	MQGroup71: Off
	MQGroup24: Off
	MQGroup48: Off
	MQGroup72: Off
	MQQ2: 
	MQQ3: 
	MQQ4: 
	MQQ5: 
	MQQ6: 
	MQQ7: 
	MQQ8: 
	MQQ9: 
	MQQ10: 
	MQQ11: 
	MQQ12: 
	MQQ13: 
	MQQ14: 
	FRS-Text96: 
	FRSGroup3: Off
	FRSCheck Box105: Off
	FRSCheck Box106: Off
	FRSCheck Box109: Off
	FRSCheck Box108: Off
	FRSCheck Box107: Off
	FRSCheck Box110: Off
	FRS_Other: 
	FRSGroup4: Off
	FRSText98: 
	FRSText97: 
	Your Work Location: 
	Last 4 of Social Security Name Last First Middle Initial_2: 
	Last 4 of Social Security Name Last First Middle Initial_3: 
	Last 4 of Social Security Name Last First Middle Initial_4: 
	Group1: Start
	Last 4 of Social Security Name Last First Middle Initial_5: 
	Email Address: 
	Bank Name: 
	1: 
	2: 
	3: 
	4: 
	5: 
	6: 
	7: 
	8: 
	9: 
	10: 
	11: 
	12: 
	13: 
	14: 
	15: 
	16: 
	17: 
	18: 
	19: 
	20: 
	21: 
	22: 
	23: 
	Group 2: Off
	I wish to deposit: 
	Entire Net Pay: Off
	Group 3: Off
	Bank Name #2: 
	24: 
	25: 
	26: 
	27: 
	28: 
	29: 
	30: 
	31: 
	32: 
	33: 
	34: 
	35: 
	36: 
	37: 
	38: 
	39: 
	40: 
	41: 
	42: 
	43: 
	44: 
	45: 
	46: 
	I wish to deposit_2: 
	Entire Net Pay 2: Off
	Date: 
	Daytime Phone Number: 
	Check 1: Off
	Group4: Off


