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P6Hx23-1.101
PROCEDURE: INDEXING, MANAGEMENT AND AVAILABILITY OF FINAL ORDERS

I.
Purpose.  To provide a plan for indexing final orders which are required to be indexed or listed by Section 120.53(2), Florida Statutes.

II.
Definitions.

A.
"Final Order" means a written final Board decision which is not a rule and which has been filed with the Board clerk.  It includes final Board decisions which are affirmative, negative, injunctive or declaratory in form and includes material explicitly adopted in it.

B.
"Board Clerk" is an employee of the College appointed by the President who shall serve at the discretion of the President and during said appointment the employee’s job description shall include, among others, the duties of the Board Clerk.

C.
"Official Reporter" means the Board publication in which the Board publishes all final orders, the index to final orders, and a list of final orders which are listed rather than published.

III.
Public inspection and duplication.  The following shall be available from the Board Clerk for inspection and copying at no more than cost:

A.
All rules adopted by the Board in the discharge of its duties and responsibilities.

B.
All final orders.

C.
A current subject matter index of final orders.

D.
A list of final orders.

IV.
Final Orders Required to be Indexed.  The following final orders resulting from a proceeding under Chapter 120.54(4), 120.56, 120.565 and 120.57(1), (2) or (3), Florida Statutes, shall be indexed:

A.
A final order which discusses a substantial legal issue of first impression which is actually resolved in the case;

B.
A final order which establishes a rule of law, principle, or policy for the first time which the Board will rely upon and apply in similar circumstances;

C.
A final order which alters, modifies, or significantly clarifies a rule of law, principle, or policy previously applied, announced, or relied upon by the Board, or

D.
A final order which resolves an apparent conflict in decisions of the Board or harmonizes decisions of appellate courts.

V.
Listing of Final Orders.

A.
The Board Clerk shall maintain a list of all final orders including those made by stipulation, agreed settlement or consent.

B.
The list shall contain the names of the parties to the proceedings and the number assigned to the final order.

C.
All final orders described in IV. above shall be indexed separately and published in the official Board reporter.

VI.
Numbering of Final Orders.

A.
All final orders that are required to be indexed or listed shall be sequentially numbered using a two-part number separated by a dash.  The first part before the dash indicates the year and the second part indicates the numerical sequence of the order issued for that year beginning with number l each new calendar year.

B.
The assigned agency prefix, "BOT-SPC", shall precede the two-part number.

C.
The order category shall be added as a suffix succeeding the two-part number.

D.
The order category shall be abbreviated as follows:

DS
- Declaratory statement

FOI
- Final order informal proceeding

FOF
- Final order formal proceeding

S
- Stipulation

AS
- Agreed settlement

CO
- Consent order

VII.
Systems for Indexing Final Orders.

A.
The Board Clerk shall maintain an alphabetical subject matter index for final orders required to be indexed.

B.
The index shall be hierarchical in format with headings broad enough to incorporate the subject titles from the Florida Statutes under which the order is rendered.

C.
Related key words and common and colloquial words shall be cross-referenced.

D.
Order numbers shall be listed sequentially in an indentation immediately below the applicable text indentation.

E.
The Board shall designate the major subject headings to be used, including, as a minimum, the following:

1.
Bid Protest

2.
Consultants Competitive Negotiation Act

3.
Employees

4.
Hearing Denials

5.
Procedure

6.
Rule Making Authority

7.
Student Discipline

F.
The index shall be cumulative from January 1, 1992 forward.  The index shall be updated no less than every three (3) months.  Retention shall be permanent.

VIII.
Official Reporter

A.
The official reporter for the publication or the list of index to all final orders shall be the official reporter published by the Board.  The reporter shall be the official compilation of all final orders required to be indexed, listed, and published by the Board.

B.
The official reporter and the full text of any stipulation, agreed settlement or consent order indexed in the official reporter shall be available for inspection and copying at cost from the Board Clerk located at the College's District Office.

IX.
Maintenance of Records.

All Final orders that comprise final Board action and that must be indexed pursuant to this rule shall be permanently maintained by the Board pursuant to the retention schedule approved by the Department of State, Division of Library and Information Services.

X.
Public Accessibility.

A.
The Board shall make final orders accessible and available to the public by sequentially and indexing all final orders.  The Board shall make the final orders and subject matter index available to the public.

B.
The Board Clerk shall assist the public in obtaining information pertaining to final orders.

C.
The system or process used by the Board Clerk to search and locate all final orders is as follows:

The Clerk shall enter into a computer all final orders according to subject matter.  The Clerk shall search and locate final orders by consulting main subject headings, subheadings and sub-subheadings which shall be displayed alphabetically on a computer generated cumulative according to Section 6 of this rule, and shall appear in the index under their appropriate subject heading(s).  The Clerk shall then locate the requested final order which will be filed sequentially by final order number and housed in the office of the Board Clerk.

D.
The Board maintains and stores such final orders and index in the office of the Board Clerk located at the District Office.

History:
10/17/11.  Adopted – 10/17/11.  Effective – 10/17/11.
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