
Staff Qualifications, Key Personnel, and Vacancy Reporting
Purpose:
To ensure staffing sufficiency and workforce stability by defining qualification requirements, key personnel responsibilities, vacancy protocols, and reporting obligations in accordance with contractual and licensing standards.
Policy:
All staff delivering services under the Florida Network contract and other CDS contracts must possess the appropriate educational qualifications, professional training, and where applicable licensure or certification. CDS shall maintain adequate staffing at all times to ensure continuity of service. 
                   All staff positions funded under the Florida Network contracts must be logged into the Florida Network SharePoint Hub (FLN Hub) and identified by contract number. Key personnel vacancies must be reported and filled in a timely manner to avoid disruption of services and potential financial penalties.

CDS shall provide written notification within 30 days of changes in President & Chief Executive Officer according to the requirements of the appropriate governing agency including but not limited to: Department of Children and Families (DCF), Florida Network of Youth and Family Services, LSF Health Systems, Partnership for Strong Families, U.S. Department of Health & Human Services, and CARF. 

Procedure and/or Process:

1. Staff Qualifications
2. ﻿﻿﻿Professional and Exempt Staff: Must hold a minimum of a bachelor's degree.
Relevant experience may substitute for education on a year-to-year basis.

3. ﻿﻿﻿Non-Exempt Staff: Must hold at least a high school diploma or equivalent
4. ﻿﻿﻿All staff must meet applicable licensure or certification requirements for their role or position within the organization, as outlined by law, contract, or licensing authority.

Key Personnel Notification and Staffing Continuity
1. ﻿﻿﻿The CDS shall notify the Florida Network Contract Manager within five (5) 
working days of a vacancy in any key personnel role.

2. ﻿﻿﻿Key personnel include and vary by contract:

· ﻿﻿Residential Director (or equivalent)

· ﻿﻿Non-Residential Director (or equivalent)

· ﻿﻿Shelter Clinical Supervisor (or equivalent)

· ﻿﻿Nurse

3.   Vacant key positions must be filled with personnel of equivalent experience and                   expertise. Temporary assignments (i.e., "acting" roles or contracted clinicians) are acceptable and considered "filled" while the hiring process is active.

4.  All vacancies of any position provided through a Florida Network contract that exceed 90 days must be reported to the Florida    Network.

5. The CDS shall maintain and implement a written backup staffing plan to ensure coverage in the event of staff absence due to illness, emergencies, or vacation.
Services must not be canceled or rescheduled due to staffing gaps.
Vacancy Penalties and Reporting for Florida Network Contracts
1. ﻿﻿﻿The Florida Network shall withhold $100 per day for each day a key position remains vacant beyond 90 days.

2. ﻿﻿﻿This penalty ceases once an applicant is selected or the role is temporarily filled by a qualified individual in an acting or contracted capacity.

3. ﻿﻿﻿If the selected applicant is not successfully hired, the penalty shall resume. If a key position remains vacant for more than 220 days, the penalty continues indefinitely.

4. ﻿﻿﻿Vacancy status for each key personnel role must be reported monthly in the Staff Vacancy Report, which is updated on the agency staff listing in the FLN Hub.

Staffing Changes and Amendments for Florida Network Contracts
1. ﻿﻿﻿Any changes to staffing levels, titles, or qualification requirements must be submitted through a formal contract amendment. No unilateral staffing changes are authorized.

2. ﻿﻿﻿All staffing updates, including new hires, departures, and transitions, must be documented in the monthly Staff Vacancy Report provided to the Florida Network.
This is maintained monthly by each agency and collected in the FLN Hub.
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