e )r

| CITY OF FLORENCE

PERSONNEL
- POLICY MANUAL |
' POSITION CLASSIFICATION
PLAN '

- AND

. SAFETY
POLICY MANUAL




-*f? City of Florence Personnel Policy 1/95

V.  POSITION CTASSTFICATION PIAN

5.01 Objective ' 16
5.02 Conitents of Classification Plan 16
5.03 Use of Class Titles 16
5.04 USe of class Specifications 16
5.05 Official Copy of Position Classification 17
Plan '
VI. SALARY ADMINISTRATION

6.01 Objective 18
6.02 Adoption of the Pay Plan 18
6.03 Pay Plan : 18
6.04 Basis for In-Grade Pay Increase g ; 18
6.05 Annial Salary Survey 1g
6.06 Pay Rates - 19
6.07 Pay Periods RS 19
6.08 Wage Advance 19
6.09 New Appointiments , 19
6.10 Reclassification 19
6.11 Effective Date for Pay Changes

20

VII. HOURS OF WORK, OVERTTME. COMPENSATORY TIME, C

ALLBACK, STANDBY

7.01 Hours of Work : : 21
7.02 Work Week - ' S , 21
7.03 Adthority for Overtimeg 21
7.04 Eliginility for overtima - 21
7.05 Overtine Rate and Conpensatory Time ‘ 21
7.06 Overtime Opportunity 22
7.07 Callback/Standby 22
7.08 Emergency Overtime/Callback 22
VIII. PERSONAL_LEAVE
8.01 Grahting of Personal Leave ‘ 23
8.02 ELigibility for Accrual of Personal Leave 23
8.03 Ac¢rual Rate . : : : 23
8.04 © M&dical Certificate Supporting Sick Leave 24
i Request .t |
8.05 Advance Use of Personal Leave 24
8.06 Sclieduling of Personal Leave’ 24

IX. MAJOR SICK LEAVE

9.01

Grénting of Major Sick Leave 27



£

% Jf{

City of Florence Personnel Policy 1/95

XVI.

15.10 Notice of Resignation
15.11 Protection from Reprisal
Code of Conduct :

LAYOFF AND REGALL

16.01 Tayoff ,

16.02 Layoff Procedure ahd Order
16.03 Notice of Tajoff

16.04 Recall .

16.05 Notige of Recall

16.06 .

Accrual of Benefits During Layoff

XVII. EMPLOVEE DEVELOPMENT

17.01 Géneral
17.02 Eligibility .
17.03 City Initiated Training
17.04 Finanecial Assistance

. 17.05 Conditions of Approval

XVITI. OUTSIDE EMPLOYMENT OR BUSINESS ACTIVITY

XIX.

18.01 General : ‘

18.02 Approval for Qutside Enmployment

18.03 . Injuries Incurred While Engyaged in Outside
' Enployent or Business AGtivities

18.04 Conflicting Employméent

FRINGE BENERITS® AND MISCELLANEOUS INFORMATTON

19.01 - déneral '

19.02 Health and Life Insurance _

19.03 Detailed Ingurance Information Available

19.04 Political Acétivity

19.05 Residéncy Requitements

19.06 Safety

19.07 . Rest Breaks

APPENDIX A
ﬁersonnel Policy Forms

APPENDIX B

_———— g D)

Position Classification Plan
Position Classifications

46
46
47

54
54
55
55
55
55

56

56

56
56
57

58
58
58

58

59
59
60
60
62
63
63



¢

-

b

City of Florence Personnel Policy 1/95

K. To determine the kinds

2T and amounts of services to be
performed as pertains to

City government operations.

v

L. The right to contract or s
Services., = ;

ubcontract for goods and

. K B , . r . . R .
M. To determine the method, me&ns and personnel by which
City ope_ra't-ﬁ%ons are to be conducted. .
N. To take whatever action is nedessary to carry out the
functions of the city in sitiations of emérgency.
0. Establish conditions of employment.
1.03: Funetions and Objectives of the Persénnel Policy: The
personnel and employment practices of ‘the city of Florence are
based on mnodern peérsohnel practices, Supported by the City’s -
Affirmative Action Plan; which requires that all personnel detions,
including but rot Iinited to, recruitiient, hiring, training,
transfer, upgrading, promotions, reténtion and other Personnal
practices will be adninistered fairly and Without regard tofrace,
colort;, religion, gender, age, national origin, disability, narital
or veteran status, or any other legally protected status. t

Operating Procedures and Policies outlined Her

indicdte, in as clea¥ a manher as ‘possible, the methods by whi
the lains of the City’s Personnel Policies
carried. out. : " p

|

-y. of Flore » Or to limit the r'ig‘ht of the City of ﬁlorenc:e to
dlsch_ai;ge its employees with or without cause. ' '

This Peérsonnel Policy is Subject to change by the City of Florence
at any tinme, including changes to benefits provided and to
persdniiel practides, and the changes may dapply to then curient as
vell as futire émployees. To the extefit that there are any
confliets betweeén the Persoriiel Policy and Administrative Policies, -
the PerSonnel Policdy will prevail. =~ . . CR "

"1
}

The regulations tontained in the Persdntiel Policy are sub%.ect to
change and such chafige may be reflected in the Petrsonnel Policy or
as Administrative Policies, To the extent that there are any
conflicts between the Pérsonnel Policy and Administrative Policies,
the Personnel Policy will prevail.

6
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1.08b. Release of Personnel Information:
access to persdnnel files except as required by law or
adninistrative directive. Employees are allowed to review their
OWn personnel files during regular busines$ hours or as scheduled
with the City Manager. Records of former employeées shall be
retained in accordance with the schedule establigheqd by the state

No person shall be given

Archivist., . o

If requested, the City Manager may co _
or has béén an employee of the City, the dates of employment, last
position held and salary. No information concerning an employee or
former employee shall be released to any prospective employer,
collection agency, credit bu¥eai oy any other party not expressly
granted the right to such information by law, except for
‘onfirmatic plc t, unless the employée or formér efiployeé

nhfirm whefher an individual is

_ e City, its adents, etiployees
= of such ihformatich,  Th the evént of
ion and the tequireiisits of Sectian 24-
( _ as amerided, relating to public redords,
the requirements of saig statutsry provision shall prevail. # "%V
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RESOLUTION NO. 20-2010

A RESOLUTION AI\*IEND‘ING THZE FLORENCE PERSONNEL POLICY TO CLARIFY
ElV[PLOYl\/[ENT OF FAMILY BIEBIBERS BY TE[E CI’I'Y .

WHEREAS the C1ty Goune:ll ﬁnds it necessary and clesxrable to amend the City of
Florence Persoxmel Pohoy fo clanfy employment ef falmly memhers

NOW THEREFORE BE IT RESOLVED BY THE CITY COUNC]I. OF THE CITY
OF FLORENCE AS F O]'_LOWS

1. Sechon 2.05 “Employment of Members of Employees’ Families” is deleted in its
enmety and replaced wrch the followmg ' ’

205 Employment of Membes of ity Funy

(A) The City shall not employ a relative of an employee/appomtee
(heremafter ‘employee™) of the City where:

@) The employee or the relative would have supervisory,
Idasc1phnary, or dlsmlssal authonty over the othet or ' - :

fii) | The employee or the relatlve woulcl audlt venfy, recewe

or be entristed with moriey recelved or handled by the other in the ordmary course of
employment; or .

_ (iii) The employee or the relative would have the right to access
the other’s personnel file, mcludmg payroll and other conﬁdentlal personnel tecords,

\ im

. (B) For purposes of t‘ms section, “relatxve” shall have the same
- meaning as defined at Section 11 .06(A) and (B) “Flmeral Leave,” but shall aiso
include a person res1dmg in the same household as the employee.
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(ii) The related city council member filés an affidavit with the

city clerk’s office dgreeing n__t;'t to aftempt to inﬂuepce the city manager or ather City

_ (iti) The city manager, in his or her jué_lgj:i_eqti believes the
applicant is the best qualified person for the position; or, if the appoittidg authority is
the city council, the ouncil, in its judgment, believes the applicant is the best
qualified person for the position. B e

(B) The pravisions of Section 2.05(C)(D) and (E) apply to an
appointiment under this Section 2,051, , _

(C) Fﬁr pﬁrﬁéis’as_ of ﬂ:us -.'segtifoﬁ,_ :“:e.lat'i\fe”_ sh’all Hévf} the same
tieaning as defiried at Section 11,06 () aiid (B) “Funéral Leavé,” but shiall also
inchide a pérson residing in the sime household as the council person.  ° |

Resolved this 72 day of_ﬁgée@ Ley g 2010 .

CITY OF FLORENCE

City Clerk
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V. The authority for making the final
plicant will be hired rests ‘with the City

position séught. Upcil completion of the background verification,
the city ciefk will initidte 3 "Personnel Payroll Authorization®
form, Hich will then be présented as a matteéyr of record. The City
Manager reserves the right to require additional information
regarding any appointment.

2.09, Employee. drinel .,
Authorization. Procedures: A  "“persornel

Agtﬁdrizatiﬁn“'féﬁm'Sﬁall be ceémpleted to indicaté changes in
employee status 48 houts in adgvancs of the change. "Persdnnel
Action/Payroll Authorization® forms shall be uséd for the following
transactions: . T ; . , ' : : :

. gn ‘. r
Action/Payroll

A. Initial hire

B. End of probation

C. Promotion

D. Demotion

E. Transfer

F. Reclassification

G. Suspension

H.  Termination . W . "
1.  AddZéss or phone number change

12



City of Fiorence Personnel Policy 1/95

1V. PROBATIONARY PERIOD

4.01.  Policy and objectives: All appointments with the City of
Florence shall H&' stiBject to the satisfactpry completionh of a
probationary period. = This applies not only to the Ffirst
appointmént of a new employee but to any subsequént appointiments in
colnEction with a promotion or demotion. The probationary périoq
shall be regarded as an integral park of t} ‘tion pre :

Y obsérving the enployee’s work, for
curin _ of a new; promoted or
déemoted employés, and for séréening out any employee whose
perforitance, conduct or attitude is not satisfactory.

4.02. ° Length of Probaticdnary Period: The normal period of
probation is one (1) year'for'bblipe_officers and six (6) months
for all other employees. Any approved leave without pay and/ox
injuty leave in excéss of ane (1) waek taken during tHe
brcbatiOhaﬁy period will extend the probatiohary périod
profortionately. . . , ' : sk L

position.

4.03. Evaluation of Performance: The City Manager, in conjunction
with the Department Head shall objectively evaluate probatiohary
employées throughout the course of the probatiorary period to
determinie whether they should bpe (a) classified As ‘non-

probationary upon completion of the probaticnary period; (b)

(c) céhtinue on probation
al thrée (3) months; (a)

incredse to the next highér salary step;
for a period not to exceéd an addition
dismissed, ’ ’ R

ndab: , ontinued efiploynhent. Such
dismissal shall be made without cause. Employéss dismissed. during
the probation shall not have ¥éceugse to ariy. established: prosedure
hereunder exdept in cases of allegéq discriminaticn in which the
probationary employee shall have aceess to ths Affirnative Astioh
Grievaﬁcé'Prcdédﬁrég ' ) ’ : = we E ;o o

ce -~ : iration of a employee’s probationary périod
the city Manager shall forward to the appro
an "Performance Evaluation" form.

7

priate Department Heagq
The Department Head and

14
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V. POSITION CLASSIFICGATION PLAN

5.01.  Objective: The Positién Classification Plan,
by the city Council, provides a complete inventory of all City
positions, except those positions which are directly appointead by
the city Council, It provides an accutate description or
! ation for = ositior The plan standaidizes
titles; each of which is indicative of a range of duties ang
respohsibilities. . : ‘ ‘ '

°-02.  contents of the Classification Plan:

A. A schempatic list of class-titles arranged according to
broad OCCupaticnal groups, '

positions in the city, a

ations of work
The omission of
¥clude them from

the position if the work is similar, related or a logical

assigniient to the position.
5.03. _Tj’sfe: of "Cia"s:s'..'ri'&ilés__:_
pPersonnel, “payroll,. budget app

class titles are ‘tq be us‘ga :Ln all
ropriationg and finaneial frecords,

Working titles used in the operating activities of the various
d‘epartx‘n_ents may be left to the d‘iscr'e'ticin of d'ef_jartmént Heads.

5.04. Ude of class § ecifications: The position Classification
Plan is the foundation upon which are constructed all major phases
of the persénnel program. Specifie uses are as follows: !
A. Serves as a guide in recr
-Or employment.
B. Deterfiines 1ines
trainiiig progirams.

uiting and examining candidates

of promotisn and develops employee

16
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as reflected in the Gléssificatibn Plan.
In deﬁermining Balary féﬁqes, éoﬁsidératidn is given to:
A. The financial position of the City.

B. The duties and responsibilities of each position.

C. -The'maintehanée of correact relaticnships between thg
. salary grade of various positions in the City service.

D. dnﬁﬁaiablé wage raﬁes fpr Similaf

omparab work performed in
municipalities of conpatrable size.

E. Otﬁef peftinené é?ohamic Cohsidefgﬁioﬁs.
6.02. gﬂﬁptiéh 6f the ?éy flgﬁ: The City Manager shall be:

e Pay Plan. The Pay Plan
o the City council for formal adoption by

6.03. Pay Pian: Each pay range within the Pay Plan begins with
the minimtm or ehtry level salany,_ang_eﬂdsmwith the maximum oi top.

step: Eniployees are eligible to pProgress through the pay range -iny

An employee may be eligible for a Pay increase upon satisfactory
completion of thé‘prcbatidnqry'period, normally six (&) months from
the date of appointndnt: : No pay increment will ‘be dranted above
the raxinum rate prescribed for the class, :

6.04. Basis for In-Grade Pay Tncrease:. In-grade increases shall
vore palnted autons€idally, BUE il be haked on carisiabilh
Coarusey omence. . THé ‘pérforince of €ns Gmployes snd oLl
evaluatdd anntially by the City Manager prior tb being considered
o each irn-gra pay incréase in  the forn of a  standaiqg
"Performiance Bvaluatisn oy, In-grade pay inéreéases range f¥dim
0 - 5%, based on peifofmahqe. oo . - :

6.05. Annual Salary Surve Once each ygar_thé City Manager
shall conduct & survey of salaries paid by compatable
mutiiéipalities for comparable work performed in these other

18
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position. If an employee is transferred to a position in
a class having a higher salary range than the class from
which the employee was transferred, such change shall be
deetied a prombtion and the provision governihg promotion
shall apply. : ' “

C. Demotion - When an employee is denoted for cause from one
class to another having a lower pay range, the employee
shall receive a reduction in pay. “The date of demotion
shall become the new evaluation date for the computation

of wages. (See Section 15.05 for further clarification)

6.11. Effective Date er'Pav Changes: The effggﬁiye_date_pf any
bay change shall be the beginning of the pa i
eligibility occurs. ;

20



_ govémmwt pohce oﬁicers to be pmd 0f a §o: callsd “7(}() systén

R_ESOLUTION NO 2.-2011

A RESOLUTION 1 _""‘mm@ SEGTION VI OF Tg}; FLORENCE PE,RSONNEL
{Pomoy MANUAL F('?)R FmﬁﬂNcE Pomcﬁ omeﬁﬁ o

WHEREAS, the Clt_y of Floreuce degires to cmploy 1ts SWorh pohce offidcrs bised 011 f
80-11011: Wm;k pmod to faclhtatc sched‘uhng of sfuﬂs :

among 1t9 pohce ofﬁ’cers and
WIIEREAS 29U S C. § 207(k) bf the Fair Labor Standards Act allows swom

do stem’” Whieré g d;ﬂ‘erent Work perigd
is substltuted fm: the nprmal work: wc:"k fo accommodate shift

..... lnﬂ: schedulmg of siich empioyees by |
theu: govemment emplojrer\

L

Now THEREFQRE BE rr RESOLVED BY THE FLORENCE CITY GOUNG]L AS
FOLLOWS .' (

f ¢ o LR

K 1 Secnou 7.02 of the Cxty

of Flomnce Pcrsonnel Pohcy Manual is hereby rape*aiegl and '
re-enacted as foﬂaws _ _

I

“702 Wofli

A ' "-_ 9 Emept as prowdq,d in Sectlon 7 05 (B), w}uch affects swom, '
pohca i:sfﬁ,’cersf fhe worifr. Week‘ i by em;g}oye;e§ shall be ﬁ'Om 12: UU a m.,‘ Tuesc1ay fu, Vo
- 1189 b o following Mdncfair Work-seheduiles for gamployecs are deférmined by
Departmen’fl-féads.’f, ;O T e O s

1

' 2 Sectl,on 7. OS(EQ __of the C1ty of Florence Perso;mel Puhcy Manual is hcreby rePealed
and re} enactéd as fca}lnws* 8

L]

. ‘B i actbidasice with Section 2070, of ' Fajs Labor Sfa,q,da:ds Act, s

amﬁn‘cféd, it 18 "&ejc-,'léfé& by thie C1t§e‘ that stoin gohce oﬁibefs sﬁall Wc:ﬂg a 14-day_

, Wm;_k gei-;odf W'NEIch Q{g_wdes fot '8 work §chec1ule of 80" hous over siid. ﬁéﬁbﬂ as
' d f cd by thﬂ Chfef bf. Pohce, AII hours workei by a 5w0m ;boh\ge ufﬁcer iy

fexeass of 80 hou:rs oﬁe‘e: said 14- diy ‘work ﬁ‘eﬂod shall be compensated at dne and
one-half a I/z) times Ins or hcr regular tafe of pa.y e : .-

ﬂ% é 1"""
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VII. HOURS OF WORK, OVERTIME, COMPENSATORY TIME, CALLBACK, STANDBY

7.01. ﬁdu;s of Work: all departments shall observe o0ffice and
working holr§ necegsaty for the efficient transaction of sérvices
ds’ detiermined Hy the City Manager; . Tha Very natire of thé services
perforiied by the city makes it impossible for all départments to
operate on the same schedule of working houts, :

ty of Florénce shall be
-~ Ry -Lésﬁay.f_Work schedules
d by Departiiiit Headss. '

7.02. ; Y+ The york week for the ci
from 12:01 a.m., Tuesday, to 1256 :

for eriplcyees will bé-qetgr@iﬂe

7.03.  Adthority for Overtimé: The City Manager will detérmine
the need f£or overtime and whén it will be duthorized. oOyvertime
ust be approve : anager or a subdrdinate te whom the
atithority to approve ' 6vertime has been

tho o e ove : beeh specifically delegated,
before overtime is iorkad.

In an eémeérdéncy situation approval of
the next Working day. - N

overtiime may be cbtainéd on
7-04.  Fligibility for overtine:
employees eligible for overtime as

Overtime will only be earred by
determined by the City Manager..

7.05. Oﬁextimg ﬁate and Compensatory Time:

A. Eligible empioyees shall be paid-at the raﬁe'oﬁ one and
one Half ti '

mes the régular hourly rate of pay for the
number of payroll hours in excess of forty (40) holirs.

Siforn policé pergonnel who work scheduled rotating shifts
shall be paideat . ate of dre and oné-half timés the

' :e%cess of

rédular hourly rate of
the normal work shift
Police.

pay for hours won -
or as determinéd by theé-C —of

Eligible employees selecting compensatory time shall be
compensated at the rate of one amnd one-half times the
ridfiier of payroll hours in excess of forty (40) hours per
week. Conpénsatory time may ke dccried to a Maximim of
twenty-four (24) hours per giarter, after which any
accuhulatibn will bHe treated ds overtime to be paid at
their regular hourly rate of pay. | :
D. No more than twénty-four
shall be accrued and m
accumulated.

(24) hours of compensatory time
ust be used during the year
The use of compensatory time must be

21
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VIII. PERSONAL LEAVE

8.01. Granting éf.gefsaﬁai Leave: ﬁgréohal leave will be granted
tb_e;;qible;QQ;QQﬁﬁpl-updn the recommendation of the supervisor and
subject to the approval of the department head for the following
reasonst ¢ Tpw T - : : “

* VaCatiqn_
* Sick Leave

8.02. Eligibility for Accrual of Personal Leave:
appointed to regular full-time positions are eligi
Persanal leave. E ' ’

All employees
ble to accrue

8.03.  Acérual Raté: . . R :
A. Yacation

L' thru 5 years { 80 houts at 6.66 hours per month
6 thru 10 years : 96 hours at {9 hours per month
11 thru 18 yeéars: 120 hours at 10 hours per month
16 thru 20 yearst 144 hours at 12 hours per month
21l and up years : 168 hours at 14 hours per month

This must be continuous service. An enployee may only
carry over at his anniversary date the amount of hours that
he/she has earned during his/her prévious year employm
An .ciployee may rot take money 4in exchange
Vacation may be taken as it is accrued, :

which has no been taken, payment in liea of vacation shall be
made to the employee’s surviving spouse, estate, or préper
heir at law. This pertains to enployges employed e months or
longer.  Employees must work 18 didys per méomth t& accrue
vacation ahd sick leave for that month. | :

An effployes shall be granted a day off with pay for an

duthorized holiday occurring withif the ehployee’s annual
Vacation. : : : ' S
B. slck Leave

Regula# full time enp

loyees will accrue sick leave at the rate
of six¥ hours per mo

nth to maximum of sixty days or 480 houfs.

23
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‘1_e_‘av:e for more than three (3) consecutive days shall

be submitted at least two (2) weeks in advance.

2. The City will specify when peksonal leavé shall be
taken in the case of non-émérgency leave.  'he
scheduling of personal leave shall B8 at the
discretion of the départiient, head bdsed upon
opératicnal considérations., EVery &ffdrt will Be
made to accommodate the employee’s réguésted dates

for personal leave. o ' '

B. E‘ge;:i:fencv Use:

1.  Persorial illness or injurv/pﬁrsghal-_.e'miarf:fen;:i.e_s:
. Notification: All empioyees are réguired to
notify the immediate supsrvisor/departiant head
as soon as possible, and ng later than tha |
Heginning of the assigiied work shift if the
employee is unable g report to work &s
Scheduled for any reasén. Employéds Who fail,
£o comply with this provision shail not be paia
for an unscheduled absence. In order to be:
paid for petsonal leave utilized for émnerdency
Use the employeé must complete a. "Leave
Request!” form within 24 hours of return to
work. o ; '

In the event that an employee becomes il} while
on the job, or should an emergengy affecting
the employée arise, it shall ‘Be  the
responsibility of the supervisor to detérmine
whether tle employee should be authorized tg
Teave the job.~ . " i ;

b. Ccnfirmatiéh of readason

‘ for use of personal
leave for Emerdgency: ) o

In the case of any emergency usé of petrsonal
leave due to personal illness or injury that
exceeds three (3) . consécutive days, the
supstvisor of department.head may .requir
iedical confirmation at the expense of thé
eémployée prior to app¥éval of payfient of
persbngl léa\f’e_. : " a ' -

Persbnal leave utilizéed as a result of a
pérsonal injury may require medical
confirmation from the employeé’s physician at
the exXpense of the employee, prior to the

25
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IX. MAJOR SICK LEAVE

Major sick Leave may bhe
Holiday falling
- Any major sick leave
W _ ] 1@ emp! cefore the employée can atcrue
sick leave as stated in the sick leave rule. All otHer accumulated
leave including vacation, sick leave and compensatory time miust be

“ j ; Any major sick leéeave
mployee resigning or
will be deducted From

granted whiéh is not paid back prior to the e
terminating that portion of major sick leave
final check: =~ . .

This section is construed consistent with t

he Family Medical Leave
Act. (seé section 11.11) . ’

L

27



RESOLUTION 31-2006

ARESOLUTION AMENDING SECTION X OF THE PERSONNEL POLICY OF
o THE CITY OF FLORENCE =~ .

_ WHEREAS, the City Council of the City of Florénce adopted the Personriel

Policy and Position Classification Plan for the City of Florence on January 16, 1995 in

Resolution 4-95; and e " » F ;

- WHERRBAS, the Ciiy Couscit of the City of Florénce deeiils it necesshry to amend
Section X —Holidays - to further clarify the definition of holiday time and eligibility for
holiday pay.

L NOW @EFQR:E@EE RESOLVED BY THE CITY COUNCIL OF THE
CITY OF FLORENCE, COLORADO. - . . |

Se,qﬁbn X. Holi‘d‘ay. s shall be arhended as follows:

01 Holidays @bserved by the City: Nins paid holidays are allowed each calendar year
lar fulltirie employees '
New. Years Day~~_ Labor Day
Martin Luthér King Day Veterans Dy
President’s Day Thanksgiving Day
Meinorial Day i

_ / stmas Day
Independence Day NN

10,02 Definition of Holiday Time: For pufposes of this policya-heliday is defified as
eight (8) Hours in duration regardless of shift schedule. It ¢ase of an employee who is
normially scheduled off on a holiday, he/she will be paid for their normally scheduled

shift hours.

Fy

holidays: Part-Time employees working a scheduled shift on a holiday are paid regular
pay for the shift and half the hours worked, 1ip to four (4) hours, for holiday pay.

10.04 Eligibility for Holiday Pay: To be eligible for holiday pay a full-time employes

muist be in ah approved pay status for the full day on his/her scheduled woik shift and the

days imimédiafely before dnd afte: the day on which the holiday is observed. Holiday pay
. is given for the day the Administration offices are ¢losed in recognition of the holiday,

10.05 Pa}; for I—Iohdax s:

10.03_ I;Ioiic'laz' Policy: Regular fuli-time employees are entitled to the above-stated paid

A, All full-tix_ﬁc employées whose regular work schedule includes holidays (a
shift sehedule) shall receive eight (8) hours of holiday pay.



@ holiday is defiNed a& &ight (8) hours in du
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=+ se caee e oo . X, HOLIDAYS
10.01.  Holidays Observed by the city: Nine paid holidays are as
f6llows for requ :

lar full-tine employées:

Néw Years _
Martin Liither King Day
President’s Day
{emorial Day
Ihdependence Day

Labor Day

Vetéran’s bay
Thanksgiving
Christmas Day

10.02: Definllion.of;ﬂﬁiidﬁv_miﬁéé For purposes of this policy
S, Hed 45 &iy iration regardless of
shift scheduls, eX8ept in the case 0f an employée Who is no¥maliy
scheduled off on a h§liday, he/sHe will be paid for their normally
scheduled sHift Hours\ ) ' o ' ‘

10.03. Holiday Po
entitled to the above-me

Oﬁly‘requ;gr full-time employéés are
Xioned paid holidays. ' -
10.04.

A. eyularly scheduled holiday, ox
includes holidays, shall
holiday pay plus his/hek
‘11'hbﬁrs'éctually“Wdrké&a

B. Enployees who are called in to work on a holidiy which
the employee was scheduled to\(have off, will be
compensated for all hours aétuallytw'gked.at'the overtine
raté of one and one-half time the iployee’s straight
hourly rate of pay plus eight (s) hours straight pay for
the holiday. ; , E “ T e

Cg If an employee gcheduled to work on a holifgy is sick on
that holiday, that day shall beé charged agalqst personal
leave. An empioyee on' leave without pay during
petiod a holiday falls shall not réceive pay

holiday.
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valJ.d military orders shall be fqrw

yéar, and shall be conditioned "on satisfactory
performance of military serve. If military pay ig less
than requlay salaty, “the ecfigloyee shall receive the
ditferciice hetween Wilitary pay and regular pay. An
employee may receive the reghiias salary and military pay
by utilizing accrued vacation for military leave. =~ ©

11.06. Funeral Leave: Tn thé event of death in an employee’ s
_immec;‘liats:\ family, the employee shall be te it

21l be granted le&ve with pay up to a
: working day for in-Stafe and out-of-stato
iy cpoSPartient head, with the approval of the Gity
My rcumstances or travel

funérals.

distance wdrrant such an inctéase, :

+A:  Innediate Pimily: For purpgscs of this policy; ths

' © 'following rélationships shall be Considered itmeai ate
family:  spouse, chiid, parent (including step-parent;
foster-parent and adoptive parent), brother, sister,
grandchild, and grandparent. '

b - Exténded Family: FOr purposes of this policy the
£ following i':el_r;atioﬁs‘hips shall be considered extended
A . family: sori-in-law, daughter-in-layw, ﬁtothe__err—_in—lzaw, and

tather_intlaw, o ionrer-ins SRR A

Eligibility: Only régular full-time eénployees are
€ligible for fuheral . leave. = Regular part=tiiie
employéds  ate _eligible .to ‘teceive - faperal leave
broportionate to théir work schedule, :
11.07. Jury Duty: The City désiresi;o;encourqgegemployées_tp
accept and properly discharge their civie responsibility when
called upon for any jury duty. Jury leave is granted with pay to
211 regu or probationary eiployees who ate called for jury duty
during their regularly scheduled hours.. Department Heads shall
Ebrove Jury leave dpsh raseipt of the anpioyasis fdrial INeesr i

Request" form and forwarded to the city man

8geE’s Office. .
Any éhipéﬁdlérovidgd-to the émplbYée by the cgurf for serving on
jury duty in excess of five (5) work days, other than travel or
mileage allowance, must be assigned to the City of Florence upon
réceipt. ‘ '
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. ‘

the city Manager’s Office at least two
advance to extend the scheduled date
Reasonable requests for such
écqumg@atgd. The City reserves the right to request
that an employee returning from a leave of absence
provide g writtén physician statement releasing him/her
fo Zetum to ‘assigned Autiss and the ehployes  ii
Physically able to perform assigned dutjes. '
'11.09. Maternity Leave Defined as Personal Leave
‘who bécomes” pregnant may continue wérking during
bPregnancy so lohg as her health permits,

(2) weeks in
of Treturn.
extensions will be

Any sfiployee

the period of
_ ‘ and so long as she can
continue employment in a satisfactory manner. at any time during
SEpLOISIIaReY of an amployes, the departient may reduire. Eond
£mployee to provide a physician’s Statefrent that she may continue
Her job agsighment in the city. Maternity leave is definéd as
bareofial leave. ' (See policy on personal leava.) PRt
11.10.  Unauthérized Abgénces: An employeé absent from the job
Eethincteqtoroval From a Supervisor may be  disciplithn e
terminated. Unauthorized absénce for three (3) consecutive ddys -
shall be interpreted as resignation without due notice. _Employees
will not beé paig for a period of unauthorized absence during theé
pay period. ' ' :

X . ; :
g,’) 11.11. Fanily ILeave: The Family Medical Leave Act (FMLA) enacted
- August 5, 1993 entitles eligible employees to take up to 12 weeks
of unpaid job protected leave each year for specified family and
medical reéasons. o T Lo % mtna
- A. Employee eligibility: To he eligible for FMIA benefits an
employee mist; ‘ ' o : ' . ; ‘

1. Have worked for the city
2. Have worked for the city

~ B. ledve éntitlement: The city will grant ‘an eligible
employee up to a total of 12 workijeeks of unpaid ledve during any
12 month period as défined bhelow for ohe or more of the fcllgiwing
reagons: . r AT S

* for a hewly bi;')'rn‘ or newly .é.c'i_p'ptied chlld or for the
placement with the employee of a new foster child within
12 months of the birth or pldcement;

*

to care for an immediate family member (spouse, child, or
parent) with a serious héalth condition as defined in the
FMIA
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103-3 and accoripanying federal réqulations found at 29 c.?.R.
825.100, et seq., are hereby incorporated by reference as if set
out in full. = ‘ '

. D. Othef provisions: FMIA will ba eénforced by the U.S. Labor
‘Départient’s  Employment Btandards Administraticn. . For nore
information, you may Gontact the nearédst office of the Wage and
Hour Division, 1isted in most phorié directories under v.s,

Govérnment, Départment - of Labor, Enployment Standards
Adninistration. ' ' ' : 5
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with the date of the injury, an employee must utilize
personal leave. Those part-time or seagonal employees
not eligible for personal leave nay receive régular pay
at thé discretion of the city, proviasd that the injuty
was not the result of misconduct

ne sult or négligence on
the part of the employes, . "t L

C:  Upon return to york, smploydes will be required t6 submit
‘the proper release forin from the atte

ndihg physician.

D. A tempérarily totally disablégd employee,  ipon
cértification by thé attending piiysician that such
smployee is able to pérform limif d.duties, shall retifn

to limited duties or reviged duties at half rate if the

City Manager determines that such are availabie. .

The City reserves the right to have an &hployeé éﬁ&miné@
by a physician of its choice, at any time 6 determind
what duties, if any, an employee is capable of
. performing. The employee may be assigned to any duties
) With any department of the City until such time as the

embloyee is returned to full duty by authorization of the
bhysician involved in tfréating the employee's injury,
after consultation with othér treating physicians as
deemed nedéssary by sich physician, . =~ ° i

E:  Please chitust the office of the City Hafidger for further
‘ iriformation abﬁﬁt‘wc?kgr!g Compensation bénefits.
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Qf race, color, religiop, gender, age, national origin, disability,
marital or veteran status, or any other legally protected status.

An employee alleging such discrimiration must complete
an Atfirmative Action Coftplaint form, obtainablé from the
City Manager’s Office, and deliver it fo thé Affirmative
ACtion Officer (City Manager) ‘within three (3) working
days of the alleged discriminatory incident. ‘

g

A.

i. A brief description of the incident.
.Discussion of the diffe?ent poiﬁts of view.

3. Rnalyzing the effect o

f the alléged discriminatory
act, if any. ST T B

4. Drafting a written agreement between the parties to

discontinue the diécximination, if any. ’

" C. If the employee believes the discrimination has not heen
£ stopped after the agreeme

nt is signed, the employée may
file a petition to reopen the Affirmative Actian
investigation with the city Manager. : .
D. If, after the above steps have been completed, the
_ has not réceived
he/she.may pursue the matter with

eliployée  believes that hé/She
satisfactory results,
the following:

1. Colorado Division of civil Rights

' 1560 Broadway, Room 1050
Denver, Colorado 80202
(303) 866-2621

2. U.s. Equal Employment Opportunity Commission (EEOC)
1845 Sherman Street, Room 201 ‘ ' :
Denver, Colorado 80202

All embioYees, ihqiudin
tefporary shall have
Grievance procedure.

g probétionary, part—-time- and
access to the Affirmative Action
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‘Midd

protection against retaliation for activities

]Ildl

persons of Mexican, Pﬁerto_ Rican, Cub'an; Central or South American

or other Spanish eulture or origin), Pacific Islander, Asian, Eastern,
le Eastern, or Southern European origin, ‘

(B

“Prohibited harassirient” mieans unwelcome  Gonduct, inchuding
physical, verbal, or written ‘conduct that .constitites race/color
himassment, national origit hatassment, gender Harassient, sexval
harassment, sexual oriéntation hardssment, religiotis. harasstrint,
disébilty hatassment, age harassment, or maritalffamily - status

‘edserent, or that constitutes haressmenf based o other staths o dor

the equal employment oppertunity Tays, including but not Jimited to
e 7] ' ; such as opposing a prattice
made unlawful by 2n equal employment opporhinity law or
patticipation in an investigation or ofher proceeding under the equal
employment  opportunity laws, or association with a protected
T ) “Ill_ﬁl. Y A= ‘ . = X
Examples of “prohibifed hiragsment” include but are not Limited to;
shurs, jokes, degrading commsits, degriding pictutds degrading

- Symbols, or othiey iwiitterl, verbal, or physiéal conduct, based on

race/calor, national ofigin, gender, sox, séiial orientation, religion;
= SRR PR A L T Piaa$iy et - " m e et Pegmrin s Frod B i Py
disability, agé or miaritdl/family ‘status, which has the pirpose of bffacis) .
OE TPFeacaathle SR g Za s vty WAL CEROR IR I I N IS il N
of nareasonably inferfering with an individal’s work perfofinange |
Creates an intimidating, hostile or offensive work envirgnmert, résults {
in a tangible employment action, or is sufficiently severe or pervasive
to alter the condition of employment. .

n addition, examples of prohibited conduot which constitute “sexusl
harassmeht” includes but are not limited to sexual advaiices; requests
for sexual favors, or other physical, verbal, or vaitien conduct of ar:
sextal, nature, when Sibmission fo the gonduct s made eithe
explicilly or implicitly a feim 6t condifion of an individual’s’

employment, subission fo or rejection bf the coriduct by ‘in

individual, or sibriission to or rejection. of the conduct by an
individual otherwise Tesilts in a tangible employment action, *

“Race/color arassrrieht” means harésiment becuse of an individual’s
race or skin color. Examples of “Tagg” include, but are not limited to,
Afncan Ariterican/Black, Caricasian/White, Asian/Pacific Islarider,

individual is used as the basis for employment decisions affecting thiat

Hispafiic, Latino, or Native Amiericgn, TN
“Religious hdrdssitient” means harasstment besause of i individual’s:
tiaditional religious views or moral o ethical beliefs s to whiat is right
Of | Wrong, Which beliefs ate sincercly held with the strefigh of

- trditional religious views

- - . E S '.T.;' ‘ )
“Sexual  orientation harassment” imeans harassment because of an
individital’s séixtial orientation. . 3 % e -



‘“?? City of Florepce Personnel Policy 1/95
‘ 13.03.

Sexual Harassment Policy:

A. Xt is the pglicy of the City of

discrimination in its employmeht.pracpices.

- ihNline with the recent guidelines adopted

EnpiQyment  Opportunity Cormission
harassgient, it is the policy of the
W environment that is free from sexu
Kblds sexually harassing condu
cted Yoward ahother employée.

responsibility to maintain high s
integrity ayg
performance
confidénce of ze;
of employee mistpnduct which
the employment r&lationship.

2

.Qéﬁihiﬁiqn: NHarag
violdtion of Section

atic ion\/03 of iitlg VIX.
advances, regilests ‘fok Sexual fayors,

harassmner n (4 IbNSsion to &uch
either explicit or implich

individual’s employment; (
of such conduct by an indivig
employment decisions affectislyg

Such conduct has the purpose o
interfering with the individual

creating an intimidating, hostil
envirenmeht."  (1604.11 - Guideli

Because of Sex - EEOC - (1980). _
Responibility: It is the responsibiliy
Who Teels vistimized by sexual harats

alleged haragser know that such behaviy

to the supervisor, department ‘head &nd
Mahager. An investigation will take P

employeé found to violate the policy on se

will be subject to the appropriate di

procedure.

The City expects its depattn

2nd to report instances of allaged miscond)

. Florence to prohibit
Furthermdre,
by the Efual
régarding séxual
City to provide a
al harassment ang
ct by an efinloyee
City empleyees have a
tandards of honesty,
conduct in order to assure the
_City business, and t¢ maintain th :
sHe citizéntry. Sexual harassment is a form
N¢ undermines the intégrity of

proper

a

sment on  the basis of sex is a
Unwelcome sexdal
. and other Verpal
£ a\sexudl nature constifiites

gextial

conduct ish mads
\tly a term or conditioh Of ar
submission to or rejectior
ual is used as a basis for
such individual; or (3)
effect of uhreasonably
s work pgtﬁdﬁﬁﬁﬁ%§ or
R, Or offensive wor
\es on Disdrimindtion

king

A

iy. of any efipfoyee
ent to et thé
is unweléome
et imnediately
or the City
1§ce and any
xual\ Harassment
§Ciplinary

ént heads and §uperv@36fs td

take a preventive stance with regard to séxual haragsment

and to take immed

of such acts.

39

iate corrective action when made {ware




 Spouse, a significant other, or other person With a present or former personal relationship

0 2 City employee, or a client, vendor, contractor, visitor, member of the public or other
person, Complaints will be investigated promptly and follow-up action taken ag
determined appiopriate, - T T U7 7 o |
Employees who report incidents of workplace violence may réquest to do so

COnﬁdcnﬁﬂlx. Such requests Wﬂl be honored to the degree legally all_ow_e:d;

?

Any conduct that requfres imxr;ed_iate attention by law gnfo,rcen;_f_ﬁnt should be reported to
the police at 911. : ‘ : '

B RESOLVED this d \M'day of 6’04&— ,2006-.

Codo (o0
Mayor ' {} ) | f, |
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Steéb 4:  The City Mana
‘solition is prepared wi
City Manager’
further admin

ger’s written decision of the
th a copy to the employeé. THe
s decision ¢loses the case and there is no
istrative appeai. - ' -

T
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55 hature and should be applied in a positive mahner so that
corrective action can bé taken by the erblayee.
B. Writtén Reprimand and Cautioning:

_ nd_ Whenever an émployee’s
Performance falls beloy an acdeptable level with regarg
o conduct and work habits, the supervisor should infarm
the employee promptly of, such lapses in performince ang
give ‘cousigel and assistanice to the employée. Th the
event EHAE. Vérbal reprimands or varnings Have préved
insufficient to corfect; performinee, attitide or work
habits, &n "Employee Notice Form" shall be issued
defining in writing the nature of th

containing an explafiation thiat future
result in progressive discipline.
be Specifically reférred to by
(inoluding dates of verbal reprimand

occurrencés will
All violations should
date and ingident
i if afly). '

T T T . Y oz T T R T I
Suspénsions: An  employeé shall he immediately
SUSpended without pay by the city Nanager pehding &n
fivestlgation of alleged miscondict by an ehpléves 17
: there 1< probable cause to believe ‘an empldyes hasg;
© [lelated he coge of cohduct, the Departnakt Rultk Sm.
- Regulations or any other law where +the enployee’s; .
Presence poses a continuing danger to persons, damage
to property, disruption of City services or interféres
with operation of City Government, Howéver, the:'City
Manager may suspend an employee with pay in the event of
an industrial sccident or as brovided by the Police
Departmeént Procedures Maniial in the. évent of a shosotify. -

Following an immedjate Suspenision without pay, the City
landger in conjuriction with' the department head and/or. .
immediate supervigsr shall prepire a-detailed account of
the circunstanices Which caused the sugpension action and
ist the names of all pérsonnel who were withesses to the
situation. . S R '

Within forty-eight (48) hours after the i:rimedi_ata
sSuspénsion action without.pay, the City Manager or his
designee will trahsmit to the suSpended empleyee 'a
Heithen notice of the'sipestaq diration b¢ the Ssbescisn
T _. { OL Eroposéd .Aistissal; Gf that is the City naqgws ot
A his/her designée’s imtent. .. e

- i
= 3

He
v Ma

. dismissal (reqular \ yee . £
' letter will state specifically apd in dstail the reasons
(ﬂ for the suspension or prdposed dismissat.
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classificatio 1c be made if any employee in the lower
classificatiohn would be laid off by reason of such action. e
A defioted émployee is entitled to progress within the appropriate
pay range like any other employee, based upon job performance. The
- Provisicns tegarding probatiofary périods will apply in the case of
demoticns. = 7 it : C e P ot ;

-?;iqf-tbrﬁﬁe &éﬁbtién, the empl§yéé shall be given writtén rotice
of the reéasonsg for the proposed demotion and. shall be given the

opportinity to

nj answer said reasons before ‘the appropriate
department head. If the City Manager determines demotion is
PIOper, a Eébennal'A@tign/Payroll Authorization form shall be
Completed which shall include the specifics for the demotion.

. Disability/Tnabilits Terminationt AR
BALTREnt | B ok the position because of physical or" fiéntal
inpairment. Employsed suffering from aiine ) :

Je1on ey cause problens to the émpioyes or other efpldye
-athended to; " or if the empioyes’s leaye  accumil

milations e
( continuously used for illnesses, he/she shall be required to Submits
" to an eéxamirn 1

sician of the City’s choice and said
or by the City. 1If corrective: surgery
nended to remedy or alleviate problems and
employee does buit to such surgery or therapy’ within
recomfiended schedules, the employee may be dischdrgded due to such
physical disability or limitation. fThe emp: Oyee mdy be subjéct to
discharge for refusing t6 submit to the examination. o

15.07. Dismissgal:

A.  General: Théese procedures for dismissal are to minimize
thé risk of improper terminations.

Probationary and Cemporary employées may be dismissed
With or without cause at the sole discretion of the City
Manager. A permanent employee may be dismisged b the
City Manager only for cause as outlined in these policias
and/dr  approved departmental policiss and procédurés.
- Such , dismigsals shall be dceomplishéd by méans of &

© Pérsonnel hétioh/Payroll Authorization form acCompanied
by a full and detailed Employee Nétice Form, prepared by
the cCity Manager and/or the department head, copies of
which shall be submitted to the efiployee and the Payroll
Clerk: ' ' . : :
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A. Violation of any law, rule, policy or iegulation.

‘B. .ﬁigmanagamant, of substantial waste of fuhﬁs, abuse of
+ ‘authority or a substantial and specific danger to public
‘health or safety o EN

City Manager for investigation and may be submitted
verbally or in writing. The name of the employes making

‘Eggp_g disclosure shall not be revealed excépt at the
necessary to facilitate legal or ddministr
@rqqeedings.
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4.  Assault - , o
A.  Fighting or behavior which |

'Provokes or is likely to pro-

' Voke a Tight &ithe¥ on or off
the job if such belavior affects
or is likely to affect the pér-
formance of the eémployee’s .duties:

5. Bribery
A.

Using or dccepting bribery to
Secure appointment or advantage
as a City employes

6. Bulletin Boards . .. vo:o, "

B+ POSting any materials on bulletin
bOsLds or City property, or re-
mMoving any such materials, the
Bésting of which is authorized
Or required by law, unless author-
ized by the appropriate department
head. b )

3

7. Carelesshness ' '
A. Carélessness that affects the
~ safety of perdonnel, equipment,
Ldols or prdperty or dauses
materials, parts or equipmént -
to be damaged. .. 7
B e B ek

B.  Failure to keep the departiient
_and/or the Pérsotinel Department
notified of proper address or
telephone numbér (if any).

conduct (on or off the job)

A.  Unlawful or improper conduct
whether on or off the job
which would tehd to affect the
enployee’s ability to conduct

© his/her job effectively.

Wanton or willful violation of
statutory authority, of city
policies and procedurss or
départmental operating rules
ahd regulationg,
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1. Damaging City Property

Policy 1/95

or Property

Of Other Efpldyess

A.  Delilierately destroying,

nisusing 3 4

of damdging public progerty or any

City Property or

équipment or the

pr¢perEY‘bflég&ipmént‘df any employee

which is locatec

premises or used
of

12.

City functions.

d orf City occupied

in the performance

]

gifie’ Statements or Material

A. Making of publishing false,
vicious, or malicious state-

ments concerning any empioyee

Or supervisor of

the city.

13. Discrimination

i

A.  Willfully engaging in any ack, - 2
uct or activity within the

con _
scope of his/Her

-Qiseriiiinates

employment which

¢ diréctly or

-indirectly, against any person,
or class of persons on the basis
of race, color, religion, gender

age, national or

marital or veteran status,
other legally protected status. .

igin, disability,
or any

B.  MNegligently erga
condiict or activ

ging in any act, 1 2
ity within thg

‘§00pe of his/her eniployment which

diseriminates, d
against any pers
on the basis of
génder, age, mat
marital or veter
legally protécte

14.

irectly or indirectly

on or class of pe¥sons
race, color, religionm;
ional origin, disability,
an status, or any other

d status.

I‘Disdfﬁ§ri Coﬁﬂﬁé# ‘
A.. ENgaging iff hors

éplay, scuffling, 1 2

wrestling, throwing things, mali—-

cioug mischief,-
tracting the att

deliberately dis-
erition of others,

cat call ot simila¥ types of dis<
Orderly condiict which would teénd to

affect the perfo
duties or to int
nate work activi
employees,

riance of the employee’s
erfere with the legiti-
ties of the City or its
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(Txi B. Failure to work overtime, special 1
—a - hours or Special shifts after
being scheduled according to over-
time and standby duty policy, or
failure without good cause or legi-
‘timate exeuse; to réspend to caii
during adyerse weather conditions
or emergencies, . - . o

Reﬁﬁsqi to dédpgfaté in investi- 2
gations in which the employee
is involved or has relevant

'informatiqn.

T

D.  Where operations are continuous, 2
ledving the post at the end of
the scheduled shift befors being
relieved by supérvisor of authorized
employee on incoming shift. * & .

F
T

19. interféféﬁééjﬁith;be“ér;Péffpfménﬁeldf Work
- Concerted intérference with work 4

in or about the City’s work
stations including, but not limited
to instigating, leading, or partici- :
bating in any walkout,. strike, sit-down,
stand-in, sloydown o¥ refusal to return .
to work at the Scheduled time for the
Scheduled shift, B S

| Eing/Wasting Tine 1 -
A.  Wasting time ¢r loitering during 1 2
working Héurs: . v, LA :

i

‘Lééving'ﬁﬁé'aﬁsiQHed york area 2
durirg working hours without
authorization.

T Disﬁegarding'jpb duties by 1
loafing orx Neglect . of work
during workihg heudrs.

oy PR |

21. Personal. Gain o A
A. No Shployee shall reguest, use 2
or Permit the ude, whether
diréctly or indirectly, of any
publicly owned, or publicly
supported equipment, vehicle,
facility, labor service or
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27.

A. Unlawful possession or use

Weapons (authprigeﬂ‘usé, carrying, or concealing)
3 ' - 3 4
of firearms, explosives of } S
| Weapeps in the performande of

his/her duties as a city employee,

o

-

28.

dthEr-dusf Ciuses Not

Other ise Sbecificall "@ﬁ'afprdﬁfiaﬁez fol-

Listed a& a Calse Herein = = 1owing progressive

B P N -~ _ disciplinaty guide-
* lines. R

]
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- g - ST g o E _

G- Erolotional Probationary:
pronoted but Who aré sérving

eriod : 1me of f shall be returned to a
position of the classification fran which he/the was
Promoted of advAnced, if'possiblg; '
D. Layoff.Detey Layoff decisions will be baséd on
' value, of employées to the City in
gquiremhents, availability of work ang
fid perfofmdnce of individuals and the
to cope with the remaining work load
Should it become necessatry to choose between employeés of
relativé egual value to the City, length of service will
be the determining factor. ‘ | ;
16.03, Notice of Layoff: Every effort will be made to provide
émployees w@th'a‘m@ﬁiﬁum'nf fourteen (14) calendar days of notice
prior to layoff, ) N e e ' s 2 a
16.04.  ‘Recall Laid off employées shall bha recalled toitheir
foriler clagsification and department in

. ica £.An the réverse order iniwhich
they were laiad ofrE. 'Péiﬁﬁﬁéﬁt'fﬁii—fime'employaés laid off ‘shall
‘be placed on an eligible—fcr-reemploymeht list for a period not t%
*% “exceed onée (1) year. Laid off employees récalled within one
¥ 4hundred eighty (180) calendar days shall have their tenure of
%Service‘IESto:gd_with appropriate adjustments made for time: on lay
‘off, If reemployment occurs after one hundred eighty .(180)

calendar days, the efiployee shdll be treated as a new employee,

Recall will he offered to laid off employees provided they are
- Qhalified to perform the duties Of the job. A laid off employee,
nEShooFfered: recall; who is teiiporarily unable £o Abedgb dun oh
medical reasons, may request a ledve of absence withouk pay not tg
eXceed thirty (30) calendar days. : -

16.05. Notice of Recall: The cCity will notify laid off
employees of recall by certified mail to the last known addréss on
file with the Payroll clerk. Laid off employees shall keep the
Payroll Clerk notified of dny address changes. Failure to do so
shall be deeiied an ingicatipp that the employee is not intérésted
inl, or desirdus 'of, Being reemployed, . = -

If, without good cause,

seven (7) calendar days after mailing of
1_éﬁﬁr¢ of sérv;cé shall be brokén.

16.06.  ‘Accrual of Beflefits During Layoff: Taid off eénployees
Sh&ll not be eligible for any city benefits during a period of
layoff. They shall be paid for all earned but unused personal
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'XVII. EMPLOYEE DEVELOPMENT

. General: The City of Florehde regards the training of
its human Fresources as a vital and contributing factor in the
Sooesetul adcomplishitent of its objective.  In order  that
Smployees nay increéase their proficiency, knowledge; skills,
abilities and qualifications for positions of :

and responsibility, the City adminis

: inoreasing difficulty
. 00, 2 tration encourages and will aid
department heads and employees in developing and implementing sugh
educationdl programs as are suitable to various departménts of the

17,02.  Eligibility:

A. Régular full time emp
 probationary periods
assistance with approve
All eénployses are eli
¢oordinated ‘training

loyees who have completéed original

may he eligible for financial
d, job-related education Prograns.
gible for City-offered or cify-
at prografs if authorized by their

departiient heads.

+B.  Performance ratings of an empléyee requesting educational
assistance must be of satisfactory nature.
. . The resignation or discharge of a
B dutomatically terminate his eligibili
benefits. i

n  empl oyee shall
ty for educational

17.03. City  TInitiated Training: City initiated training .
- Programs are those programs designed to impfove the employeé’s on-
the-job perfoimance. ° Training programs may be offered. by  or
‘coordinated through the city br offered by outside agenciesy

b

ff”a:tfaipiﬁg'p¥¢gr§m is offeréd by of &qnfdinafédlﬁhtbﬁgn the
City, the employee may he required to attend by his/her supervisor
or departméent head. a ' :

When an employee is required to atténd a training program at the
regquest of his/her department head, all expenses incident to the
training shall be borne by the City. Any reduest for funds by
departiient heads shall -coincide with the current budget and
finaneial policies of the City. Pt T T

17.04. Financial Assisthricé: An enployeé Who wishes the: City to
péy_ﬁbr any portion of his/her educatiocfial expenseés must: request
polmbursefient in writing and ohtain authorization of the depactecat
head and approval of the City Manager priér to enroliment. :
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¥VITI. OUTSIDE BMPLOYMENT OR BusifiEss Aérivxﬁf
18.01, Gemral Reg’ular full

~t1me employmant with the Clty of
Florence ig regarded as prlmary employment L8351f1ed enployees

must obtaln the written abpfoval of the Clty' Mahag&r before
‘engéglng In (l} out51aé employiient; or. (2) any, hu51ness act1v1t
which mlght present a conflict of intersst. Such agproval Wlll

only be granted for secondary employment,Whlch daés nét adversely-
affect the em

ployee s job perfonmanee or health

18.02. A broval _for Out31de Emnlovment

AL "outslde Emplayment“ or

"Bu51ness ACthlty“ forms are
aVallabla from the city

Manager. Thé form must be
cémgleted and approvEd.before the employee éngages in tha

oﬂtslae enployient or busindgs activity. Thegd forng mugk
e réhéWed anhually by January 31st of each’ yéar: & new

form st be completed svery time an efﬁplﬁyée change.s
out51de émﬁioymen or bu81néss act1V1ty _

B. Flnal appfﬁval is sup
' the city Manager
retalned in the emp

ject to the revlew of approval bys
A copy of the approved form will he@
loyee’s personnel file.

18.03.

In1ur1es Incurred While En
Business Act1v1ties

_——-——-——_,_______“

gaged in Outsidg Empiovmént or.

gaged ln éut51da empldyment
mployee s supeﬁvxsor prior to
s next sdheduled Worklnq day ox sbuner, 1f

An lnqury 1ncurred Whlle en

mugt Be repcrted to the e

tHe efiployee’
' p0531ble‘;

3

B. An employea W1ll not be granted 1njury leave for any

1n3ury arising from out51de emplgyment or bu51ness
act1v1tlesi

18.04. Cbnfllctln Emplo 'eht. A Clty of Florence emplo ee
shall not ﬁccept émployment with any person, firm or cOrpuratlon

which cont¥acts with the city to supply labor, mat%:mals,
confisdities or sérvices; or to construct reﬁair or malntaln city
proParty or fac111t1es. - _ _ : :
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‘conce¥ning their coverage should reyiew &

City of Fiqreﬁce Personnel Policy 1/95
19.093.  Detailed  Tneurange Information Available:  Insurance
Soverage For Héalth, life, accidental dgath and dismembe

: i€z ! 1d ¢ rmenit are
periodically updated. Employees who redgiire detailed information

R : ‘ he sumnary booklets which
are avallable for each plah. Copies of each bodKlet are normally
Proyided when an employee first enrolls or when an plan is

moudfied. Additiondl coples may be obtained from the City Minagere
Office. Lo 5 E : ' cas W S
19.04.  political Activity:

A. Eieéticns_and_gamﬁaidhs:
own time ahd away from any

Eﬁgloyegs are free, on their

> Al fom any City facility, to participate
in all federal, state and county partisan campaigns, an
to openly express their VieWs afid sUpport For candidat

by the City, &r which intepfere with the pers
the émployee’s normal duties. -
B.  Municipal plections and Campaigs:

1. An employee shall not take an active part in

political management or in a political campaign, related
to City elections, except to the extent such activity has
been specifically authorized by the city Councili
consistent with the provisions of the Colorado Campaign
Reform Act, as amended, or is specifically permitted By
subparagfaph (2) of this subsection (g) bélow; - .-
Specifically, and employeé shall not: .~ = |

a. use any éify'faéiliﬁ? qr_rgsgﬁrcé or the 3
City office in support of any issue

e authority of any

or candiddte; |

b. Cafipaign fof any isSue or candidate in any ﬁanné; :
calculated to exert the influence of City employment;

C. distribute political stickers, buttons or similar
materials during working hours or at City facilities;
d. campaign for any issue or candidate during Working.houfs
or at City facilities; 1 ’ ' '
. - . ) . ) - . \"I vip y %
. campaign for any issue or candidate while wearihy a,
uniform that identifies him/hér as a City émployee;
f. setve as an officer o
brimdry purpose of pr
for City office;

f ahy organization which has the
omoting the candidacy of any pe¥son
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C.

d.

3.

campaign for or against a

19.05.

AD

City of qurence_Persqnnel Policy

‘undertaken ¢h his/her behalf or filir

| character;

1/95

partieipate in the nonpartisan activities of a civig,

comimunity, social, labor or professional organization;
he a member of a political party or other political

organization and participate in its activities to the
extent consistent with law; E : ‘
attend a pqliyical_cbhvention, rally, fu
furiction, or other political gathering;

nd=raising

sign a pqlifical petition as an individuai;_

against any issiie or candidaté before the
eXcept any candidate for ¢ity office; L
AR A P N i a ! s R
seek election td city office, provided that the employee
resigns or takes formally authorized urpaid leave from
City eifiployméent Prior to any campaiy '

petition;

run for ndminatibn or election as a cahdidate in any
election.not involving City government;

be politically active in connection with a charter or
pgnstitutiqnal amendment, referendum, approval of a
municipal ordinande or any q i

K ! N B a i .
: 5 ;

participate, at the direction of the City Council, in any
Political activity in which the dity is authorized by
state law to ﬁarticipéte}'sﬁbjegt ta the instructions of
the city Council, provided, however, an employee may
choose not to participate; or o =

otherwise participate fully in public affairs, exéept as
prohibited by law, in a manner which does not materially
Compromise his efficiency or integrity as an employee or
the neutrality, efficiéncy, or integrity of city. .
govermment. .., 7T TS O Gy

No supérvisdr shall in any way cderce an employee to
: r: hy candidateé or issue. o

Résidericy Rétiiretient

Individuals shall be fecruited from a géographic
area as wide as is necessary to assure cbtaining

G5



v

-

gf;

Tegulations developed b
19.07. Rest Bieaks: Each employee

'for the use and control of ‘'coffe

City of E‘lorence Per,sgnne_l Policy 1/9_5_;

‘the most qualified cé4ndidates for the various types of
positions, In dases whete City residents and non-
residents are equaliy qialified for particular vacait
positions, the  residerts Shall  receive  first
consideration in £111ing such vadancies,

B. A1l eiiployees are &ncouraged to live within fhe cCity

- limits; however, anydne appolnted  to the follojring

department head positidng musk teside within three miles

of the City limits: Chief of Police, Director of Public
‘Works and Water Superintendent. All other department
head positions are exempt from this residency policy.

Anyone dppointed to the aforementioned positions ang
residing Gutside the city limits must rélocate to within
three miles of the City limiés-Within,six (6) moitths of
completion of appointment to the mbave positions. |
10000, Safef: Tt is the resbbhaibility of every ehpiojde o
Observe safe working practices at ail Eimes. supervisory perdennel
Boferyrocted bo tiain pérsons under their supervisiifi Lo ook
Fehalatione oY, SHBloyee is expested fo conforn to Oity chtery
Squlatior Y the safety coordinator aﬁa.ﬁﬁpfﬁﬁgﬁ.By ﬁﬁé
City Couricil and to attend all scheduled safety néetings.
Violations of the adopted safety rules and regulations cén be cause
for termination. : ' :

. “ ) may enjoy the privilege of &
xest beriod or "coffee break" of fifteen (18] n

) inutes edch in the
morning ahd in thé afternooh. The rest break may be Eakén. diking
any four hour perisd. Breaks should be gcattéred so that' a1k work
" department does not cease.. Department haads ake ¥éspbhsibie

e breaksw, T o
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