Councilmembers:

Marc Williams, Mayor

David Jones, Mayor Pro-Tem
Lisa Feret, At large

Bob Fifer, At large

John Marriott, District 3
Randy Moorman, District 1
Lauren Simpson, District 2

City of Arvada
City Council Agenda

OCTOBER 9, 2023
WORKSHOPS

Staff Members Usually Present:

Lorie Gillis, City Manager

Linda Haley, Deputy City Manager

Don Wick, Deputy City Manager

Rachel Morris, City Attorney

Jacqueline Rhoades, Director of Public Works
Sharon Israel, Director of Utilities

Jessica Garner, Director of Community & Econ. Dev.
Bryan Archer, Director of Finance

Gabriella Bommer, Director of Human Resources
Rachael Kuroiwa, Director of Communications & Engagement

Kristen Rush, City Clerk

THIRD FLOOR CONFERENCE ROOM
EXECUTIVE SESSION
5:00 P.M.

Info: 720-898-7550

Legal Advice, Pursuant to CRS 24-6-402(4)(b) and Instructions to Negotiators, Pursuant to C.R.S. 24-6-

402(4)(e) Relating to Boomfield's proposed withdrawal from JPPHA

Legal Advice, Pursuant to CRS 24-6-402(4)(b) and Instructions to Negotiators, Pursuant to C.R.S. 24-6-
402(4)(e) Relating to Ralston Road Construction Project and Hamon Construction

CITY COUNCIL CHAMBERS
6:00 PM

1. Call to Order/Roll Call of Councilmembers

2. Workshops

A.  2nd Budget Workshop: 2024 Pay Plan Update

Personnel Rules Update

B.
C.  Water, Wastewater and Stormwater 2024 Rate/Fee Recommendation Workshop
D.  Staff Updates

3. Adjournment
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TO: THE HONORABLE CITY COUNCIL DATE: October 9, 2023
SUBJECT: 2nd Budget Workshop: 2024 Pay Plan Update

Report in Brief

Presenter: Gabriella Bommer, Director of Human Resources

On October 16, 2023, City Council will vote on a Resolution Adopting the Pay Plan for Fiscal Year 2024. The City’s pay plan
is an important part of the City’s Total Reward Philosophy, which includes being an employer of choice in the Colorado front
range by offering competitive pay and benefits that attract and retain a high performing workforce. The 2024 pay plan updates
include market rate adjustments for all job families, salary structure updates for the police job family, and reclassifications, job
title changes and new positions. The proposed updates have been included in the City’s budget and can be funded through the
10-year financial model.

Background

The City’s pay plan contains a list of all budgeted full-time and part-time benefited positions organized by job families
according to similar characteristics, including:

Executive (EX)— Department Heads and the City Clerk

Management (MGMT) — Management and supervisory positions

Professional (PROF) — Non-supervisory professional positions

Information Technology (INFT) — Non-supervisory professional positions specific to information technology
Technical and Business Support (TBS) — Technical, administrative, business and customer support positions

Labor, Trades, Crafts and Utilities (LTCU) — positions that perform work that can be classified as a trade or a craft or
are primarily field work or manual work (non-office work)

e Police (PD) — all sworn police positions from police recruit to deputy police chief

The City’s pay plan is a grade and step system. Each job family includes pay grades which represent a range of pay. Positions
are assigned to pay grades based on an evaluation of internal and external market value. Individual employees are then placed
into the pay grade at a step that correlates with their qualifications, including relevant education, training, and experience as
compared to others in similar positions.

Market Adjustments and Step Increases

Each year the human resources team provides recommendations for market adjustments to pay grades based on market
research. These adjustments are recommended to ensure the City's pay ranges remain competitive and maintain the City's
employer of choice philosophy.

This year’s market research concluded that the employment market in Colorado remains highly competitive. Factors impacting
the City’s ability to attract and retain its workforce include a low unemployment rate and more jobs than there are people
available to work, which creates a tight labor market.
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The Colorado Department of Labor and Employment (CLDE) reported a 2.9% unemployment rate in Colorado for the month of
July. This marked the fifteenth consecutive month that the unemployment rate in Colorado was less than 3% and remained at
pre-pandemic levels. The unemployment rate in Arvada was reported slightly higher at 3.2% with a 68.7% labor participation
rate.

The Bureau of Labor Statistics (BLS) reported the ratio of unemployed persons per job opening in Colorado was 0.5 in
June. This means that there are two jobs for every unemployed person in Colorado. Ratios of less than 1.0 signal tighter labor
markets when there are more job openings than there are people to work.

These statistics are reflected in the City’s recruitment and turnover metrics. The City team continues to see a decline in the
number of job applicants per job opening. Compared to nearly 42 applicants per job posting in 2020, the City’s average number
of applicants per job posting in 2022 was 14, and it is currently down to 12 for 2023.

The City’s turnover rate also continues to remain higher than pre-pandemic levels, although we are pleased to report that it is
improving. Our peak high was 17.6% in 2021 compared to last year's rate of 15.2%. A review of our peer cities indicated that
Arvada's turnover in 2022 compared similarly to Westminser and Lakewood, while Thornton was lower at approximately 12%,
and Broomfield and Denver were higher at 16% and 17%, respectively. As of August 31st, Arvada’s turnover rate was 8.2%. If
it continues at this rate, we expect to reach a year-end turnover rate of at least 12%.

All city departments have faced, and continue to face, challenges associated with recruitment and retention. Of particular
concern is our police department, which continues to see higher than average turnover and vacancy rates. Current turnover for
sworn police officers is near 10% and there are currently 40 of 191 sworn police positions vacant. Although pay is not the
primary driver of turnover, it remains critically important that the City maintain a competitive total rewards package for our
officers.

Annual market adjustments ensure that the City's pay grades stay competitive with the movement of pay in the market. Market
data collected by the human resources team includes:

e The BLS Employment Cost Index indicated that wages for civilian workers increased an average of 4.7% for state and
local government workers in the 12-month period ending in June 2023, and 5.5% for police officers.

o Surveys from the Society of Human Resources Management and Employers Council indicated pay increase projections
of approximately 4% for 2024.

e Peer cities in our market that responded to surveys regarding 2024 pay projections reported proposed merit increase
budgets between 3% and 5%.

After reviewing this information with the Finance and City Manager's Office, the following market rate adjustments are
proposed:

o 3% for the EX, MGMT, PROF, INFT, TBS and LTCU job families
o 4% for the PD job family

Additional adjustments to the police job family include:

o A shorter number of steps for police officers from six to five
¢ A reduction in police recruit pay grades from two to one, resulting in a higher entry level pay rate for new recruits
o Continued funding of the 1.5% college degree premium pay for police recruits, officers, master officers and sergeants

In addition to market adjustments, the pay plan also includes step increases for all city employees who have not reached the
maximum step of their pay grade. Step increases are the City's method of rewarding employees for their performance each
year as they gain experience in their roles and achieve performance expectations. They may also be provided to ensure pay
equity. Approximately 64% of the City’s employees will be eligible for step increases in 2024. Step increases are budgeted at
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1.75% for sworn police employees and 1.7% for all other employees.
The total combined increase for market adjustments and step increases for employees for 2024 equals:

e 5.75% for sworn police employees
e 4.7% for non-sworn employees.

The human resources, finance and city manager's office believe that these adjustments compare well with market movement
and will continue to support our employer of choice philosophy.

Reclassifications, job title changes, and new FTEs

Also included as part of the 2024 pay plan update are 13 reclassifications and 12 job title changes. A list of these changes is
included in your packet. Reclassification occurs when job functions change significantly and the position is assigned to a
different pay grade due to the changes resulting in a significantly different internal or external market value.

Job title changes occur to better represent the essential functions of a position, but there is no change in internal or market
value. Therefore, there is no change in grade or budget impact.

Fourteen new positions are also recommended in the revised 2023-2024 budget and have been included as part of this pay plan
update. A list of the new positions is included for your review.

Overall budget impact:The total budget for the City’s pay plan for 2024 is $75,736,163 and includes:

o An overall increase of 5.32% or $3,792,840 for the market adjustments, reclassifications and step increases as
follows:

o Market rate and structure adjustments 3.53% or $2,519,850
e Reclassifications 0.11% or $77,845
o Step increases 1.68% or $1,195,145

e An additional increase of 610,776 for 14 new positions
The pay plan recommendations are market-driven and integral to the City’s ability to remain an employer of choice that can
attract and retain a high performing workforce in a challenging employment market. The proposed updates have been included

in the City’s budget and can be funded through the 10-year financial model.

Strategic Alienment

The City's Pay Plan Update is guided by the City's Personnel Rules and Total Rewards Philosophy. It is aligned to the City
Council Strategic Plan as follows:

¢ OSE Guiding Principle: Fosters a top workplace environment that attracts and retains a highly engaged, inclusive
workforce and fosters a culture of wellness, safety, cycles of learning and performance excellence.

o Strategic Result: By 12/2024 update the City’s Total Rewards Philosophy and Strategy to improve the City’s ability to
attract, motivate and retain a high-performing workforce.

¢ HR Strategic Performance Measure: Competitive Market-Based Compensation: 90% of the City's matched jobs are
graded according to their market value.

Next Steps



SUBJECT: 2nd Budget Workshop: 2024 Pay Plan Update PAGE: 4
ITEM: 2.A.

City Council will vote on a Resolution Adopting the Pay Plan for Fiscal Year 2024 on October 16, 2023.

Prepared by:
Bryan Archer, Director of Finance

Reviewed by:

Approved by:

Jenna Belec, Executive Assistant 9/18/2023
Bryan Archer, Director of Finance 9/18/2023
Debra Nielson, Deputy Director of Finance 9/21/2023
Gabriella Bommer, Director of Human Resources  9/21/2023
Gail Walker, Legal Specialist-Contracts 9/21/2023
Laura Hemler, Assistant City Attorney 9/21/2023
Rachel Morris, City Attorney 9/25/2023
Linda Haley, Deputy City Manager 9/25/2023
Lorie Gillis, City Manager 9/27/2023

Enclosure, exhibits & attachments required to support the report
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Human Resources
Reclassifications 2024
The following positions have had significant changes in duties and/or have had significant, sustained change in
market value and are being recommended for reclassification in order to meet our performance measure and

compensation philosophy. There are 13 reclassified positions.

Worksystem / Department Current Title Grade New Title New Grade Notes
Community and Economic Housing Development | MGMT6 Housing Development PROF7 Change in job duties
Development and Navigation Specialist
Supervisor
Infrastructure/ Public Works Municipal Inspector Il TBS8 Municipal Inspector Foreman TBS9 Change in job
duties and
market
Infrastructure/ Public Works CAD/GIS Supervisor MGMT7 Lead Senior Civil Designer TBS10 Reorganization/Change
in job duties
Infrastructure/ Public Works Chief Surveyor MGMT7 Chief Surveyor MGMT8 Reorganization/
Change in job
duties
Infrastructure/ Public Works Part of CAD/GIS N/A Public Works Project Manager | PROF8 Reorganization
Supervisor reorg
Infrastructure/ Public Works Municipal TBS7 Municipal Inspector TBS8 Change in job duties and
Inspector | market
Infrastructure/ Public Works Building Maintenance LTCU4 Craftsworker LTCU5 Change in job duties
Worker
Infrastructure/ Utilities Water Resources MGMT8 Water Resources Administrator PROF9 Change in job duties
Administrator
Infrastructure/ Utilities (Moved Utility Systems MGMT6 Specialty Application Manager | MGMT8 Reorganization/
to Organizational Services Analyst Move to IT for
Effectiveness/IT) Supervisor systems
administrator
team / Change in
job duties
Infrastructure/ Utilities Senior GIS Analyst PROF7 GIS Application Systems INFT3 Reorganization/Move to
(Moved to Organizational Administrator IT for systems
Services Effectiveness/IT) administrator team /
Change in job duties
Infrastructure/ Utilities Operations Support MGMT7 GIS Manager MGMT8 Reorganization/Move to
(Moved to Organizational Supervisor IT for systems
Services Effectiveness/IT) administrator team /
Change in job duties
Infrastructure/ Utilities Utility Systems Analyst | PROF7 Application Systems INFT3 Reorganization/Move to
(Moved to Organizational Administrator IT for systems
Services Effectiveness/IT) administrator team /
Change in job duties
Infrastructure/ Utilities Parts Specialist LTCU5 Lead Parts Specialist LTCU6 Reorganization /
Change in job duties




Job Title Changes 2024

The following jobs have had job title changes, but no changes to grades or financial impact.

P ARVADA

Human Resources

Department

Current Title

New Title

Community and Economic Development

Manager of Housing Preservation and
Resources

Housing Manager

Community and Economic Development

Assistant Building Official

Deputy Building Official

Organizational and Service Effectiveness /
Information Technology

Senior HR Coordinator

Learning and Development Coordinator

Organizational and Service Effectiveness /
Information Technology

Sr. SQL Data Analyst/Developer

Data Engineer

Organizational and Service Effectiveness /
Information Technology

Mobile Network Systems Administrator

Mobile Systems Administrator

Organizational and Service Effectiveness /
Human Resources

Network Systems Administrator

Systems Administrator

Infrastructure/Public Works

Municipal Inspector Il

Municipal Inspector

Infrastructure/Public Works

Survey Party Chief

Survey Crew Chief

Infrastructure/Utilities

Police Civilian Operations Manager

Police Operations Manager

Safe Community/Public Safety

Police Civilian Operations Supervisor

Police Operations Supervisor

Safe Community/Public Safety

Police Civilian Operations Supervisor

Police Records Supervisor

Safe Community/Public Safety

Evidence Supervisor

Police Evidence Supervisor

Organizational and Service Effectiveness /
City Managers Office

Chief Communications Manager

Director of Communications and Engagement

New Positions added to the pay plan for 2024

Work System/ Department

Job Title

FTE

Infrastructure/ Public Works

Stormwater Inspector |

Infrastructure/ Utilities

Utility System Technician-Associate

Organizational and Service Effectiveness /
City Attorney's Office

Assistant City Attorney I

Organizational and Service Effectiveness /
City Attorney's Office

Legal Specialist

Safe Community/Judicial

Deputy Court Administrator

Safe Community/ Public Safety

Behavioral Health Case Manager

Safe Community/ Public Safety

Police Officer

Safe Community/ Public Safety

Police Records Specialist

Safe Community/ Public Safety

Police Services Technician

Vibrant Community and Neighborhoods

Parks Worker I

Total added to pay plan

14
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Human Resources

Positions eliminated from pay plan for 2024

Work System/ Department Job Title FTE

Community and Economic Development Housing Rehabilitation/Loan Specialist 1

Total eliminated from pay plan 1
Total overall position impact to pay plan 13




2024 Pay Plan Update

City Council Workshop
October 9, 2023




Introduction

Strategic Alignment
Pay Plan Design
Market Conditions
Recommendations
Financial Impact
Other Total Rewards
What's Next



Organizational and Service Effectiveness

Strategic Alignment e

e Fosters a top workplace environment that
attracts and retains a highly engaged,
inclusive workforce

City Council Strategic Plan Strategic Result:

e By 12/2024 Update the City’s total
rewards philosophy and strategy to
improve the City’s ability to attract and
rating a high performing workforce.

/o




Strategic Alignment

Total Rewards
Philosophy

e Employer of Choice

e Attract and retain high
performers with a
dedication to public
service.

e Fiscally Responsible
and within the City's
ability to fund

Our total rewards package includes:

_ Competitive market- Robust health,

& 5
‘@‘ based salaries and . wellness and
performance-based retirement
pay increases benefits

Flexible work Opportunities for
@ schedules and professional
opportunities for development

remote and hybrid and career
work (depending advancement
on position)

Comprehensive paid
leave programs,
including paid holidays,
vacation, sick leave,
and paid family and
medical leave

A respectful, safe
and inclusive work

%y environment that

focuses on people

first.



Pay Plan Design

e Contains all budgeted full and part time e Market-based
positions e Grade and Step System
e Grouped by job families o Jobs assigned to pay grades
o Executive

o 0O O O O O

based on internal and market
value.

o Employees placed into steps
based on qualifications.

Management
Professional
Information Technology

Police .
Labor, Trades, Crafts and Utilities e PayEquity well supported by step
Technical and Business Support system & biannual pay equity analysis

»



Market Conditions

Market and Peer City Turnover 2022

e Turnover improving, but still
h|gh CO All Industry
e Unemployment CO All Govt
o 2.9% for CO,
o 3.2% for Arvada
e Labor participation rate 68.7%.
e 2 jobs for every 1 unemployed Lakewood
person
e Gov's office projects slowing
economy by end of year, but
labor market will remain strong Thornton

Denver

Broomfield

Arvada

Westminster

0.0% 10.0% 20.0% 30.0%

@ Sources: Bureau of Labor Statistics, Colorado Dept of Labor and Employment, Colorado Governor's Office, Employers Council, Peer Cities



Arvada turnover metrics

Resignations, Retirements and RIFs

RIFs [ Retirements [ Resignations

20.00% 17.65%

15.00%
10.00%
5.00%
0.00%
2012 2020 2021 2022 2023 YTD
Year

2023 YTD Turnover by Department

City Attorney
3.2%
CED

Utilities 7.9%

17.5% CMO
1" 1.6%

Finance

Public Works

11.1%

VCN

639

PD Non-sworn

PD sworn

11.1%

30.2%

/5



Arvada employee survey

Why would they leave?

Higher pay
Career advancement
Better benefits

Change careers

Better flexible /
remote work

Better work
environment

Feel more
valued/respect

0% 20%

Employee Total Rewards Survey N=448

Why did they leave?

Better position

o  career advancement

o  better pay or benefits

o  different field of work
Personal/family

o  (#1 reason among sworn)
Management & Work Environment

o Flexibility

o  Workload

o Respect

o Recognition
Leave public service
Retirement

Exit Interviews N=41



Arvada recruitment metrics

Number of applicants per job postings Where did they go? Millions of workers

continues to trend down. left jobs during the “great resignation.”
COA Average # of applicants per job opening Now it's the "great reshuffle.”

50

Changing fields/ careers

Putting family/personal life first
Prioritizing health/ wellbeing
Want freedom/flexibility

Better work culture

Career advancement/ purpose
Fair, competitive pay; transparency

40

30

20

10

2020 2021 2022 2023 YTD

COA Average # of applicants per job opening @

Sources: Forbes Magazine, World at Work



e Bureau of Labor Statistics Employment

Market pay data & Cost Index for the 12 month period ending
prOjectionS June 2023:

o 4.7% for civilian government workers

o 5.5% for service workers (includes
police)

e Society for Human Resources Management
projection: 4% to 4.4% pay increases for
2024.

e Employers Council survey projections: 3.8%
pay increases for government employers in
2024.

e Peer cities reported merit increase budgets

of 3% to 5%.
&




Recommendatlons Market Rate Adjustments

e 4% Sworn police job family
e 3% all other job families

Step Increases

e 1.75% Sworn police employees (42% eligible)

e 1.7% all others (70% eligible)
Total Pay Increase budget:

e 5.75% Sworn Police
e 4.7% all others




Additional efforts for police

e Shorten police officer steps from 6 to 5;

1 2 3 4 5
S 83,283 | 7.25%|S 89,321 | 7.25%| S 95,796 | 7.25%| S 102,742 | 7.25%| $ 110,190

e Collapse Police Recruit pay grades from 2 to 1, $77,400 entry level pay
e Continue 1.5% bachelor degree pay premium
e Continue Master Police Officer career advancement

e Employee referral program



Reclassifications,
job title changes
and new positions

13 reclassifications - significant changes
to job duties and market value

12 Job title changes - new title to better
reflect job duties, no change to market
value

14 new positions
o 7 existing positions/ extended
o 3 grant funded
o 4 new fully funded



Total Budget: $75,736,163

FlnanCIal ImpaCt Increases:
e 3.53% or $2,519,850 for market rate
adjustments

e 0.11% or $77,845 for reclassifications
e 1.68% or $1,195,145 for step increases
e $610,776 for 14 new positions.

e Market-driven

e Supports employer of choice total rewards
philosophy

e Funded through the 10 year model




Update on other total
rewards



Additional improvements to health and dental

Health Benefits & benefits
Paid Leave

e 0% premium increase for health, dental and
vision (5th year in a row!)

e “Right start 4 Kids" dental coverage

e Infertility coverage added to our health plan

New Extended Care Leave

e Up to 12 weeks of partially paid leave for
major illness or injury, pregnancy/childbirth
and bonding, adoption/foster care and
bonding, military exigency and domestic
violence safety

&




Continue to survey our workforce
o Employee engagement survey this fall
o Total rewards survey in the spring
Job Architecture and ERP Project
o Improve equity in job development and
classification, employee access to
information, career development
On the radar for 2024/2025
o Flexible/hybrid work and service level
guidelines
Employee wellbeing/lifestyle benefits
Bilingual skills
Retention, longevity & retirement
Safety culture

o O O O



Questions?
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TO: THE HONORABLE CITY COUNCIL DATE: October 9, 2023
SUBJECT: Personnel Rules Update

Report in Brief

Presenter: Gabriella Bommer, Director of Human Resources

The Human Resources and City Attorney's Office team members are recommending updates to Chapter 70, Personnel Rules, of
the Arvada City Code in order to comply with recent amendments to state employment laws, including the Colorado Equal Pay
for Equal Work Act and the Colorado Healthy Families and Workplaces Act, and for general housekeeping and maintenance of
the Personnel Rules. A complete accounting of every change is available in the attached redlined version of Chapter 70. A
high-level summary of the most substantial changes is detailed below.

Background

The Human Resources and City Attorney's Office team members are recommending updates to the Chapter 70, Personnel
Rules, of the Arvada City Code in order to comply with recent amendments to state employment laws, including the Colorado
Equal Pay for Equal Work Act and the Colorado Healthy Families and Workplaces Act. While updating the Personnel Rules
for these reasons, the City team also took the opportunity to do some additional housekeeping including: updating the outline
and format for consistency, updating grammar to reflect current standards, eliminating redundant definitions or terms that were
repeated in multiple sections, and removing procedural language that is contained in the City’s Policies and Procedures, making
reference to those policies where applicable. Two new sections were also added to introduce extended care leave and employee
responsibilities in the event of criminal charges and convictions during employment. A complete accounting of every change is
available in the attached redlined version of Chapter 70. The most substantial changes are described below as follows:

Article IT - Employment
Sec. 70-31 Equal Employment Opportunity

e Removed procedural information related to equal employment opportunity and referenced the city policy that contains
this information.

e Changed the title to “Definitions and employment status.”

o Added definitions for items that were repeatedly defined in multiple sections of the rules.

Sec. 70-34 Job Vacancy & Sec. 70-35 Interviewing, testing and selecting employees
e Removed sections that are no longer allowed due to the Colorado Equal Pay for Equal Work Act Posting
Requirements.

Sec. 70-36 Probationary Period

e Removed a section allowing the probationary period to be waived for variable hour and seasonal employees.
o Clarified performance evaluation dates after the probationary period is completed.
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Sec.

Sec.

70-37 Promotions and Transfers & Sec. 70-39 Voluntary Reassignment
e Removed definitions now located in Sec. 70.32.
e Removed language regarding pay which is found in Article III.
70-39 Re-employment

¢ Added explanation of how rehire status works for employees who resign or are laid off.
o Added that employees who are terminated for cause are not eligible for rehire.

Article I1I - Employee Compensation

Sec.

Sec.

Sec.

Sec.

Sec.

Sec.

Sec.

Sec.

70.50, 70.50.1, 70.50.2 Pay Plan and Classification System and 70.50.3 Reclassifications

o Added or clarified language to comply with the Colorado Equal Pay for Equal Work Act.

70.53 Appointment Rate
e Removed information regarding how pay is handled for rehires, transfers, promotions, demotions and voluntary
reassignments.
o Added references as to where this information can be found in Article I11.

70.54 Disciplinary Rate

e Removed disciplinary fines due to non-compliance with the Colorado Equal Pay for Equal Work Act.

70-55. Pay Increases
o Added that pay increases may be made upon a date established by the city manager as the annual pay increase review
date for better compliance with the Colorado Equal Pay for Equal Work Act.
70-59 Pay rates upon transfer, promotion, demotion or voluntary reassignment
e Removed individual definitions and explanations for each of these terms and added one section that states how they are
all handled consistently in compliance with the Colorado Equal Pay for Equal Work Act.
70-60. Pay rates upon reclassification
o Added that subsequent pay increases for reclassifications will be handled consistently with other changes as detailed in
Sec. 70-59, for compliance with the Colorado Equal Pay for Equal Work Act.
70-63 Reduction of Wages

e Removed disciplinary fines for compliance with the Colorado Equal Pay for Equal Work Act.

70-65 On Call Pay Pay
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e Updated language, removed procedural information and referenced City policy and procedure.
Article IV - Attendance and Leave
Sec. 70-100 Hours of work, work assignments and schedules
e Removed procedural language and referenced City Policy and Procedure.
Sec. 70-105, 105.1, 105.2, 105.3, 105.4 and 105.5 Sick Leave, Sick Leave Advance, Sick Leave Exchange, Sick Leave Payable
on Death or Retirement, Sick Leave Bank, and Additional Paid Sick Leave during a Public Health Emergency
e Removed procedural language and added that sick leave will be granted in accordance with applicable federal and state

laws and in accordance with a policy authorized by the city manager.
e Referenced new City Policy and Procedure for Sick Leave and all its related subcategories.

Sec. 70-107 Extended Medical Leave, Sec. 70.110 Victims of Domestic Violence, Sec. 70.111 Fatigue Leave
and Sec. 70.118 Facility Closure

o Removed procedural language and referenced existing City Policy and Procedure.

Sec. 70-117 Leaves of Absence Without Pay

e Added language stating that an unpaid leave of absence without the approval of an appointing authority shall be
construed as unauthorized and subject to discipline.

Sec. 70-119 Sabbatical Leave

e Removed the definition of good standing, which is already referenced in Sec. 70-32.

Sec. 70-120 Extended Care Leave

o This is a new section added to introduce and reference the City’s new Policy and Procedures for Extended Care
leave.

Article V - Employee Responsibilities
Sec. 70-143. Employee Conduct

o Clarified status of regular employees and non-regular employees who are “at-will” employees.
o Added additional protected classes for conduct related to abusive treatment or disrespect.
¢ Added marijuana as a controlled substance and added explanation of how investigations are handled.

Sec. 70-144. Discipline/Discharge

o Added language explaining how employment status will be handled for employees charged with a felony while
awaiting court proceedings.
e Removed language regarding disciplinary fines.
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Sec. 70-150 Drugs and Alcohol

e Added use of or being under the influence of marijuana while working.

Sec. 70-155 Criminal charges and convictions during employment

o This is a new section explaining an employee’s responsibility to report criminal charges or convictions and the
appointing authority’s responsibility for handling such matters.

Article VII — Separation and Termination of Employment
Sec. 70-184 Last Day of Employment

o Added information regarding the return of City property upon the last day of work and the process of handling it.

Sec. 70-185 Retirement Health Benefits

e Removed a section regarding prior employees which is no longer relevant.

Sec. 70-186.2 Recall Status

e Changed title to "Rehire Status."
e Removed recall status due to non-compliance with the Colorado Equal Pay for Equal Work Act posting requirements.

Strategic Alienment

These changes will ensure the City's Personnel Rules are compliant with recent amendments to employment law, specifically
the Colorado Equal Pay for Equal Work Act and the Colorado Healthy Family and Workplaces Act. Updates are aligned to the
City Council Strategic Plan through the Organizational Service and Development work system guiding principles:

o Provides leadership, policy and guidance, communication, and engagement services to City Council, the community
and the organization.

o Fosters a top workplace environment that attracts and retains a highly engaged, inclusive workforce and fosters a
culture of wellness, safety, cycles of learning and performance excellence.

Next Steps
Second reading and public hearing is set for October 16, 2023, at 6:15pm.

Prepared by:
Gabriella Bommer, Director of Human Resources

Reviewed by:
Linda Haley, Deputy City Manager  9/21/2023

Approved by:
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Gabriella Bommer, Director of Human Resources
Bryan Archer, Director of Finance

Gail Walker, Legal Specialist-Contracts

Laura Hemler, Assistant City Attorney

Janelle Miller, Assistant City Attorney

Rachel Morris, City Attorney

Lorie Gillis, City Manager

Enclosure, exhibits & attachments required to support the report

9/19/2023
9/19/2023
9/20/2023
9/21/2023
9/21/2023
9/25/2023
9/27/2023




COUNCIL BILL NO. 23-
ORDINANCE NO.

AN ORDINANCE REPEALING AND REENACTING CHAPTER 70, PERSONNEL RULES,
OF THE ARVADA CITY CODE

WHEREAS, the City of Arvada, Colorado, (“City”), is a home rule municipality, organized and
existing under Article XX, Section 6 of the Colorado Constitution; and

WHEREAS, Chapter 7 of the Arvada City Charter establishes an employment system based on
personnel merit; and

WHEREAS, Section 7.5 of Chapter 7 of the Arvada City Charter permits the Arvada City Council
to adopt ordinances establishing personnel rules and regulations; and

WHEREAS, the personnel rules and regulations of Chapter 70 of the Arvada City Code were last
substantially and comprehensively updated in 2014; and

WHEREAS, the Arvada City Council now wishes to comprehensively update Chapter 70 of the
Arvada City Code to comply with several updates in state and federal laws and to reflect current
city practices.

NOW THEREFORE, BE IT ORDAINED BY THE CITY COUNCIL OF THE CITY OF
ARVADA, COLORADO:

Section 1. Chapter 70 of the Arvada City Code, titled, “Personnel Rules” is hereby repealed and
reenacted to read as follows:

“PERSONNEL RULES

ARTICLE I - IN GENERAL

Sec. 70-1. Short title.

This chapter is known and may be cited as the "Arvada Personnel Rules."
Sec. 70-2. Legislative declaration.

These personnel rules are established pursuant to the provisions of section 7.5 of the Charter. These
regulations do not establish or create a contract of employment, either express or implied, between
the city and any employee. These rules do not grant any right of continued employment to any



employee. These rules are subject to change by the city, including changes to employee benefits
and personnel practices. Any such change may apply to both present and future employees of the
city. The city manager may make exceptions to these rules when necessary to preserve the health,
safety, or welfare of the city.

Sec. 70-3. City prerogatives reserved.

(a) The city reserves all management, administrative, and executive rights to which it is
entitled under these rules, the Charter, and any other provision in this Code or other law,
including but not limited to the following:

(1)

)
3)

4

©)
(6)

(7

®)

)

(10)
(11)

Hiring, promoting, reclassifying, regrading, transferring, retiring, and assigning
employees of the city;

Evaluating employees' skills, abilities, and performance;

Determining beginning and ending times for work and the number of hours to be
worked by an employee;

Determining the location and assignment of work and the size and composition of
the workforce;

Revising, eliminating, combining, and establishing positions;

Establishing, closing down, or expanding the operation of any facility, department,
or division;

Reducing, increasing, altering, combining, transferring, ceasing, or otherwise
curtailing the operation, service, or equipment of any department or division of the
city;

Entering into contracts for services and labor and determining the services and labor
to be performed by any person or entity;

Introducing technological changes and new, improved, or modified services,
methods, techniques, and equipment and otherwise generally managing the
operation and directing the workforce of the city in all respects;

Laying off and recalling employees to work; and

Reprimanding, suspending, demoting, dismissing, or otherwise disciplining
employees of the city.



(b)

The city reserves the right to interpret these personnel rules and to promulgate such policies
and procedures as may be necessary to implement them or to assist in their interpretation.
Such right also includes the right to promulgate, implement, and interpret policies and
procedures specific to a department.

Secs. 70-4—70-30. Reserved.

ARTICLE II - EMPLOYMENT

Sec. 70-31. Equal employment opportunity.

Equal Employment Opportunity has been, and will continue to be, a fundamental principle at the

City of Arvada, where employment is based upon personal capabilities and qualifications without

discrimination because of race, religion, color, sex, sexual orientation, gender identity, gender

expression, national origin, ancestry, citizenship status, marital status, pregnancy, age, medical
condition, handicap, or disability or any other protected characteristic as established by law. The
city will comply with all applicable federal and state laws and city policy in providing equal

employment opportunities.

Sec. 70-32. Definitions and employment status.

The following terms, as used throughout this Chapter 70, shall have the following meanings:

(a)

(b)

(©)

(d)

Anniversary date of employment means the date on which a probationary, regular full-time
or regular part-time employee began employment with the city and which is the date used
in calculating eligibility and accruals for sick leave, vacation leave, and longevity pay. An
employee who is rehired within 12 calendar months after voluntarily resigning will retain
their former anniversary date of employment. An employee rehired more than 12 calendar
months after voluntarily resigning will have an anniversary date effective on rehire.

Applicant means a person seeking employment with the city regardless of whether the
person is an internal or external candidate.

Appointing authority means the city manager or any designee thereof who has the authority
to appoint, suspend, transfer, demote, remove, or otherwise discipline employees of the
city. Typically the appointing authority is the department director of each administrative
department.

At-will employee means an employee who may be terminated at any time, or who may
terminate employment, with or without a reason, and is not subject to the pre-disciplinary,
disciplinary, and administrative review processes. Probationary, health plan eligible,
variable hour, and seasonal employees are designated "at-will" employees.
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Benefits means compensation for employment in addition to salary or wages offered by the
city from time to time that may include health, dental, vision, life insurance, participation
in a city-sponsored retirement plan, authorized leave accruals and paid holidays. Generally,
when qualifying under the terms described in this article, an employee is eligible for
benefits on the first day of the month following one full calendar month of employment.

City means the City of Arvada.
Day means a calendar day unless otherwise specifically stated.

Emergency service status position employee means an employee classified by the
appointing authority as an employee who is subject to call-back on a 24-hour basis and
who is employed subject to their ability to respond to emergency situations.

Exempt employee means an employee who is not eligible for overtime pay under the Fair
Labor Standards Act (FLSA), as determined by the city. All exempt employees shall be
deemed salaried employees.

Demotion means a placement of an employee from one position to another position that
has a lower maximum salary rate than the original position and less authority or
responsibility.

Disciplinary action means a disciplinary suspension without pay, demotion, or other
similar employment action taken in response to an employee’s job performance or conduct.

For-cause employee means a regular employee who has successfully completed their
probationary period and is subject to the pre-disciplinary, disciplinary, and administrative
review processes.

Good standing means that an employee has an overall positive performance appraisal either
from their annual review if available or as documented by the employee’s immediate
supervisor; the employee 1s not on extended probation nor a performance improvement
plan; and the employee has no written reprimands or disciplinary actions in their official
personnel file within the 12-month period prior to the assessment of good standing.

Health plan eligible employee means a variable hour or seasonal employee who has met
the requirements to participate in the city sponsored health plan but is not otherwise eligible
for city benefits.

Job-share employee means a probationary or regular employee who is scheduled to work
between 20 and 29 hours per week, and whose position is denoted under the city's budget
as a single full-time position, but whose duties are performed by two different employees.
A job-share employee is scheduled to work a minimum of 20 hours per week.
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Non-exempt employee means an employee eligible for overtime pay or compensatory time
under the FLSA, as determined by the city.

Probationary employee means an employee hired into a regular full-time or regular part-
time position identified in the city's budget and pay plan who has not been formally
evaluated and officially removed from probation by the appointing authority. Probationary
employees are eligible for city benefits provided the employee meets the minimum hourly
threshold for benefit eligibility set forth in this article.

Project employee means a current employee who has been assigned by the city manager to
lead a project deemed necessary for the continued success of the city.

Promotion means the appointment of an employee to a job in a pay grade with a higher
maximum rate and additional authority or responsibility.

Regular employee means an employee who has completed a probationary period and who
has been removed from probationary status by the appointing authority. A regular
employee may be a full-time employee, a part-time employee, or a job-share employee.

Regular full-time employee means an employee who is normally scheduled to work at least
40 hours per week and has successfully completed their probationary period. A regular
full-time employee is eligible for city benefits.

Regular part-time employee means an employee who is normally scheduled to work less
than 40 hours per week and has successfully completed their probationary period. A regular
part-time employee is eligible for city benefits on a pro-rata basis. Regular part-time
employees hired on or prior to December 31, 2014, must work a minimum of 20 hours per
week to be eligible for benefits. Regular part-time employees, excluding job-share
employees, hired or rehired on or after January 1, 2015, must work a minimum of 30 hours
per week to be eligible for benefits.

Seasonal employee means an employee who is hired generally at the same time each year,
such as in the spring or in the winter, and whose duties are typically associated with a
function or operation that is performed during or because of seasonal conditions. A
seasonal employee will not normally be deemed a health plan eligible employee unless, at
the conclusion of a 12-month measurement designated by the city manager, the employee
has worked an average of 30 or more hours per week during said measurement period.

Transfer means placement of an employee in a different position but with the same pay
grade as the employee’s original position.

Variable hour employee means an employee whose work schedule may not be uniform in
the number of hours worked, but who is expected to work an average of 29 hours or less



per week when hired. A variable hour employee will not normally be deemed a health plan
eligible employee unless, at the conclusion of a 12-month measurement period designated
by the city manager, the employee has worked an average of 30 or more hours per week
during said measurement period.

Sec. 70-33. Nepotism.

No appointing authority shall appoint or promote any member of the appointing authority’s
immediate family to any position in the city. Unless a supervisory relationship between immediate
family members existed prior to January 1, 2007, from and after January 1, 2007, no employee
may directly or indirectly supervise any member of the employee’s immediate family. Immediate
family means the employee’s spouse, child, parent, sibling (including natural, step, adopted, foster,
or in-law relationships), aunt, uncle, or cousin. This prohibition also applies to a person who the
employee identifies as the employee’s significant other or domestic partner whose primary
residence or place of primary abode is the same as the employee. The restrictions of this section
concerning supervisory relationships shall apply to initial hires, transfers, assignments, demotions,
or promotions effective on or after December 23, 2006. Supervisors and managers may, under
emergency, short-term, or intermittent circumstances, and while acting under the authority of their
position, direct the actions of their immediate family to conduct lawful and necessary activities
related only to the emergency, short-term, or intermittent circumstances. When a situation that
runs contrary to this section arises through promotion, transfer, or marriage, the affected
individuals have 90 calendar days in which to remedy the prohibited supervisory relationship by
one of the employees transferring, where possible, or terminating employment.

Sec. 70-34. Job vacancy and posting.

(a) The appointing authority, or designee thereof, will submit a vacancy questionnaire to the
human resources department for approval to post a vacant position.

(b) The city will make reasonable efforts to post all vacant positions and vacant promotional
opportunities for a minimum of five business days, unless there is a business reason
approved by the human resources director, or their designee. Vacant positions may be
posted for internal applicants only if a qualified pool of current employees has been
identified by the hiring supervisor and human resources. The appointing authority may
consider internal candidates who do not meet the minimum qualifications for a position
based on past performance and demonstration of aptitude to perform at a proficient level.
If selected, the internal candidate must meet the minimum requirements within a stated
period of time.

(©) Vacant positions will be posted internally and may be advertised externally. The posting
will specify:



(1) the title, salary range, benefits, duties of the position, and minimum qualifications;
(2) the time, place, and manner of making an application;

3) the closing date for receiving applications; and
4) any other pertinent information related to the vacant position.
Sec. 70-35. Interviewing, testing, and selecting employees.

(a) All appointments to positions will be made according to individual merit to be
ascertained, in so far as is practical, by open, competitive examination. The selection
process will fairly evaluate the capacity and fitness of the applicant to perform the duties
and responsibilities of the position. A range of testing options may be used, including, but
not limited to, written, oral, physical, polygraph, and psychological tests. Consideration
may be given to past performance reviews, reference checking, background checking, or
any combination thereof. An applicant may be required to verify any statement contained
in their application for employment. Applicants competing for the same position will be
subject to the same selection process.

(b) An applicant who takes part in the selection process will be notified of the
applicant’s status.

(c) Any applicant for city employment may be tested by the city for controlled
substances at the expense of the city and at a laboratory selected by the city upon an offer
of employment and prior to appointment.

(1) Any applicant who refuses to submit to the controlled substances test or participate
in any employment test will be disqualified from consideration for employment by
the city.

(2) Should an applicant's test reveal a positive illegal controlled substances result, the
applicant will not be eligible for employment by the city.

(d) It is the responsibility of the applicant to notify the human resources department of
any change in the applicant’s availability or the applicant’s contact information.

(e) After completion of the selection process, the appointing authority will select the
applicant deemed most qualified for the position through the examination process. The
human resources department must validate the appointment and perform the appropriate
background checks. If the applicant accepts the appointment following the appropriate
background checking, and reports for duty at the time the appointing authority designates,
the applicant is deemed to have been appointed. While the city will select the most qualified



applicant for a position, city employees will be given significant consideration when
qualifications are deemed substantially equal.

6] Health plan eligible, variable hour, or seasonal appointments will be made by the
hiring supervisor after interviews, references, or other job-related tests have been
conducted.

(2) When an employee is granted a military leave of absence, the position may be
temporarily filled for the length of time the employee is on military leave in accordance
with the policy regarding military leave established by the city manager.

Sec. 70-36. Probationary period.

(a)

(b)

(©)

(d)

The probationary period is part of the selection process and will be utilized for the purpose
of observing an employee's work and suitability for the position.

All employees appointed, promoted, transferred, voluntarily reassigned, demoted, or
reemployed shall be required to serve a regular probationary period. Employees
reemployed in the same position within 180 days of separation of employment are not
required to serve a probationary period unless the employee was still within their
probationary period at the time of separation of employment.

The probationary period for all employees who are in positions identified in the city's pay
plan shall be 12 months. The probationary period for any employee may be extended,
before the expiration of the initial probationary period, up to an additional six months, upon
the approval of the appointing authority. At the successful completion of the probationary
period, the employee becomes a regular employee.

Prior to the completion of an employee's probationary period, the appointing authority will
submit a completed evaluation report on the employee’s performance to the human
resources department. In addition to this evaluation, the appointing authority will determine
whether or not the employee is to be placed on regular status. The evaluation report will be
reviewed with the employee by the supervisor and the employee will receive a copy. If the
evaluation report is not available in time, the period may be extended by the appointing
authority for a reasonable time, not to exceed six weeks; however, any subsequent increase
in salary, or subsequent appointment to regular status, shall be made retroactive to the date
on which the employee would normally have been eligible for regular status. The employee
is still considered to be on probation until such a time the employee is officially removed
from probation by the appointing authority. When the employee is officially removed from
probation, the employee will receive a pay increase and the employee’s performance
evaluation date will be adjusted to the annual evaluation date established for regular
employees.



(e)

®

(&)

In cases where an employee's performance is on a continuous and sustained level exceeding
the requirements and expectations for the job, any portion of the last six months of the
probationary period may be waived for those subject to a probationary period. When such
action is recommended, the appointing authority will submit supporting evidence to the
human resources department that the employee is performing at a level above that normally
expected in the position. The employee will then receive a pay increase and the evaluation
date will be adjusted to the annual evaluation date established for regular employees.

An appointing authority may dismiss an employee with or without cause at any time during
the probationary period.

An employee appointed by promotion or transfer but who does not satisfactorily complete
the probationary period may, upon recommendation of the appointing authority, apply for a
position in the class occupied by the employee immediately prior to the promotion or
transfer, if a vacancy in that class exists at that time. If a vacancy does not exist, the
employee will be terminated from employment.

Sec. 70-37. Promotions and transfers.

(2)

(b)
(c)

(d)

The city encourages employees to assume higher-level positions or lateral transfers for
which they qualify. Toward this end, the city will post all positions unless there is a
business reason not to post the position as approved by the director of human resources.

An employee must be in good standing to be considered for a promotion or transfer.

With the exception of promotions pursuant to established career progression models, the
appointing authority may consider internal candidates who do not meet the minimum
qualifications for a position based on past performance and demonstration of aptitude to
perform at a proficient level. If selected, the internal candidate must meet the minimum
requirements within a stated period of time.

Upon promotion or transfer, the employee will serve a probationary period in the new
position as defined in Sec. 70-36.

Sec. 70-38. Voluntary reassignment.

(a)

(b)

When an employee applies for a position which is at a lower grade than the employee’s
current grade, the employee’s application will be considered a request for a voluntary
reassignment.

The employee will serve a probationary period in the new position. The date of
reassignment will become the new evaluation date for purposes of a probationary
performance evaluation.



(©)

(d)

(e)

Employees who move to a lower grade through a voluntary reassignment will have a one-
time option to cash in their vacation leave (and compensatory time for nonexempt
employees) at the higher rate of pay in accordance with city policy.

At termination, any accruals eligible for payout will be calculated at the employee's then
current rate of pay.

Upon a voluntary reassignment to a non-exempt position, exempt employees will not be
paid for accrued compensatory time, nor will such time transfer to the new position.
Benefits will transition to the plan of the new position effective on the first day of the
transfer. Leave will begin accruing at the new rate on the first day of the transfer as
provided in Article IV, Attendance and Leave, of this chapter. The employee will not lose
service years counted towards vacation accrual or retirement vesting or years of service.

Sec. 70-39. Re-employment.

(a)

(b)

(©)

(d)

An employee who is rehired at the city within 12 calendar months of a layoff or a voluntary
resignation may retain all leave accrual rates and compensation if reappointed to the same
position held prior to the separation from employment. Vesting in retirement plan(s) upon
rehire will be based upon the provisions of the appropriate retirement plan document.

An employee who is rehired to a different position than the position held prior to a layoff
or resignation within 12 calendar months of the separation from employment will only
retain their leave accrual rate. The employee’s appointment rate will be handled in the same
manner as a new employee. Vesting in retirement plan(s) upon rehire will be based upon
the provisions of the appropriate retirement plan document.

Rehired employees in either situation under subsection (a) or (b) will serve a probationary
period pursuant to section 70-36(b) and will be treated in the same manner as a new
employee for all other purposes.

Employees who were involuntarily separated from the city for violations of city policies or
procedures or resigned in lieu of termination shall not be considered for rehire.

Sec. 70-40. Personnel file.

(a)

The human resources department will establish and maintain a personnel file for each
employee which will contain all official records pertaining to the employee. This file is the
employee's official file. The director of human resources or a designee thereof will allow
or deny inspection of personnel files in accordance with the provisions relating to the
inspection of public records.
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(b) Employees may review their personnel file under the supervision of a human resources
staff member. Employees may request a copy of their entire file or particular sections.

(c) Employees may not review tests, references, or other materials associated with their
approval or denial of a position with the city.

(d) Supervisors should keep a working file on each employee that consists of any performance
notes, verbal and written reprimands, leave requests, and contact information. Any original
written reprimands issued to the employee must be placed in the personnel file located in
the human resources department. A copy may also be placed in the supervisor's file.

Sec. 70-41. Performance evaluation.

For each regular employee, the appointing authority, or designee thereof, will complete an
evaluation of the employee's performance annually and at such other times as deemed appropriate
by the appointing authority. The appointing authority or designee may perform unscheduled
evaluations as necessary. The original performance evaluation must be placed in the personnel file
kept in the human resources department. A copy may also be placed in the supervisor's file.

Secs. 70-42—-70-49. Reserved.
ARTICLE III - EMPLOYEE COMPENSATION
Sec. 70-50. Pay plan and classification system.

The city will provide its employees with a classification system and pay plan that meets the city’s
total rewards philosophy and complies with all applicable federal and state laws.

Sec. 70-50.1. Pay plan.

(a) The city’s pay plan contains a list of all regular budgeted positions and corresponding
salary schedules. A proposed pay plan will be submitted to the city council by the city
manager or their designee for adoption by resolution in coordination with the annual
budget. The pay plan may be amended at any time by resolution of the city council upon
the recommendation of the city manager.

(b) By written directive, the city manager, acting upon the recommendation of the director of
human resources, and subject to the availability of funds, shall be authorized to make
temporary adjustments to the classification system and pay plan not to exceed 12 months
in duration. No temporary adjustment to the classification system and pay plan shall be
deemed final until approved by the city council as provided herein. Such review and
approval by the city council may occur at such times as recommended by the city manager,
but in any event not later than the next review of the annual budget.

11



Sec. 70-50.2. Classification system.

(a)

(b)

(©)

The city will implement a job evaluation process that will create and maintain a framework
to allow an equitable and cost-effective salary structure called a “classification system.”
The classification system is created when city positions are evaluated and grouped together
into pay grades in a pay plan based on similar job duties, skills, qualifications, effort and
responsibilities. A “pay grade” is a range of pay that represents the internal and external
market value for the positions in the grade. The minimum rate means the bottom of the pay
grade and the maximum rate means the top of the pay grade.

As part of the job evaluation process, a new or updated job description approved by the
appointing authority, must be submitted to human resources before any addition or change
can be made to the classification system or pay plan. The job description is a formalized
statement summarizing the essential duties and responsibilities, and required qualifications
to perform a job.

The human resources department will consult with the appointing authority or designee to
review internally equitable positions and relevant published salary survey data for a similar
job or jobs that reflect similar duties, skills, qualifications, effort and responsibilities. Upon
completion of the evaluation, the human resources department will determine the
appropriate pay grade for a position.

Sec. 70-50.3. Reclassifications.

(a)

(b)

(©)

Each fiscal year, the human resources department will evaluate changes to job descriptions
to determine if a position should be reclassified in accordance with a policy established by
the city manager.

A reclassification is a change in a position’s pay grade based on the results of a job
evaluation. A position may be reclassified if there are significant changes in the duties,
skills, qualifications, effort, or responsibilities of the position and such changes
significantly affect the position's internal and market value.

The job evaluation is performed for all new or reclassified positions.

Sec. 70-51. Paydays.

Regular paydays for city employees are every other Friday. When the regular payday falls on a
holiday for which city offices are closed, payroll will inform employees of the alternate payday.
A pay statement will be delivered, either electronically or in paper format, whichever is in the

city's best interest. On each payday, the pay statement will show gross pay, deductions, and net
pay. Direct deposit to an institution of the employee's choosing is required for a city employee to
receive their bi-weekly pay. Automatic deductions authorized by the city, such as additional tax
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withholding, contributions to city-sponsored voluntary benefit plans, and individual savings plans,

may also be arranged through the human resources and finance departments. Annual or monthly
pay rates are recalculated to correspond to the city's bi-weekly payment schedule.

Sec. 70-52. Base pay.

Base pay is the fixed compensation paid to an employee for performing specific job responsibilities
and reported in the pay plan through an hourly calculation.

Sec. 70-53. Appointment rate.

(2)

(b)

(©)

The appointment rate will be determined based on an evaluation of an applicant's
qualifications, including relevant education, training, and experience as compared to others
in similar positions. Appointment rates above the middle of the pay grade may be paid with
approval of the city manager or designee thereof. No position will be paid above the
assigned salary grade maximum.

The appointment rate for an employee who is rehired at the City after a layoff or voluntary
resignation will be handled pursuant to section 70-39.

The appointment rate for an employee upon transfer, promotion, demotion, or voluntary
reassignment will be handled pursuant to section 70-59.

Sec. 70-54. Reserved.

Sec. 70-55. Pay increases.

(a)

(b)

Pay rate increases within an established pay grade may be granted to an employee based
on an employee's performance. An employee will first be considered for a pay increase
upon satisfactory completion of the required employment probationary period. Thereafter,
employees may be considered for additional pay increases upon either the satisfactory
completion of each 12 subsequent months of service, or upon a date established by the city
manager as the annual pay increase review date until the employee reaches the maximum
rate of the pay grade. All pay increases will be submitted to the director of human resources
or a designee for review. No pay increase may be granted in excess of the maximum rate
for the pay grade.

In instances where an employee is denied a pay increase based on performance, the
employee's supervisor or appointing authority will inform the employee in writing of the
areas in which the employee needs performance improvement. The performance of an
employee who is denied a pay rate increase may be reviewed again at a time determined
by the appointing authority.
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Sec. 70-56. Overtime and compensatory time.

The city will pay overtime and award compensatory time in accordance with applicable federal
and state laws, these personnel rules, and any applicable policies established by the city manager.

Sec. 70-56.1. Non-exempt employees.

(a)

(b)

(©)

(d)

A non-exempt employee who works in the designated work week longer than 40 hours will
be paid for such work in excess of 40 hours at a rate equal to one and a half times the
employee's regular hourly rate of pay. Non-exempt employees who are regularly scheduled
for 12-hour shifts and who work longer than their scheduled hours during the designated
work week will be paid for such work in excess of their scheduled hours of the week. Such
non-exempt employees will be paid at a rate equal to one and a half times the employee's
regular hourly rate of pay.

Overtime worked by any employee must be authorized in advance by either the employee's
appointing authority or designee thereof. The following leaves will be considered work
days for purposes of computing overtime: sick leave, holiday, floating holiday, extended
care leave, fatigue leave, city closure, injury leave, bereavement leave, military leave,
administrative leave, and jury duty. Leave time taken, but not listed herein, shall not be
considered time worked for purposes of determining overtime eligibility.

(1) Exception: Vacation and compensatory time taken may be used for purposes of
computing overtime if it is taken during a week in which an emergency service
status employee works for non-discretionary reasons during time which occurs
immediately before or after their normally scheduled hours for that day. Such time
must be approved by the employee’s supervisor.

A non-exempt employee may choose to receive compensatory time in lieu of pay for
overtime work at a rate equal to one and a half hours for each hour of work for which
overtime pay is required by this section. A written agreement to permit accrual of such
compensatory time must be executed by the employee to permit the accrual and use of
compensatory time. However, if the agreement is provided, an employee can accrue no
more than 40 hours of compensatory time. Any overtime work in excess of such 40-hour
accrual limitation for compensatory time will be paid to the employee as provided above.
Compensatory time off may be taken by a non-exempt employee at a time determined by
the employee's appointing authority or designee thereof, to be convenient to the city and,
where possible, the employee.

A non-exempt employee who terminates employment with the city for any reason will be
paid for any accrued and unused compensatory time at the hourly rate of pay of the
employee at the time of termination.
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Upon notice to payroll, non-exempt employees may choose to cash out their compensatory
accruals at any time.

A non-exempt health plan eligible, variable hour, or seasonal employee required to work
on a city-designated holiday will be compensated at a rate equal to one and a half times the
employee's regular hourly rate of pay for all hours worked during that holiday. When a
holiday falls on a Saturday or Sunday and is observed by the city on an alternate day (Friday
prior or Monday following), the appointing authority shall determine which day of work
(the holiday or the city observed day) the non-exempt health plan eligible, variable hour,
or seasonal employee will receive the additional compensation provided herein. The
employee may only receive the additional pay for one day per holiday.

Sec. 70-56.2. Exempt employees.

(a)

(b)

(c)

An exempt employee who works in any work week more than 40 hours shall accrue
compensatory time at the rate of one hour for each hour worked in excess of 40 hours in a
work week. Exempt employees who are regularly scheduled for 12-hour shifts and who
work longer than their scheduled hours during the designated work week will accrue
compensatory time at the rate of one hour for each hour worked in excess of their scheduled
hours of the week.

Compensatory work must be authorized in advance by an employee's appointing authority
or designee thereof. The following leaves will be considered as work days for purposes of
computing compensatory time: sick leave, holiday, fatigue leave, floating holiday,
extended care leave, city closure, injury leave, bereavement leave, military leave,
administrative leave, and jury duty.

(1) Exception: Vacation time and compensatory time taken may be used for purposes
of computing compensatory time if it is taken during a week in which a designated
emergency service status employee works for non-discretionary reasons during
time which occurs immediately before or after their normally scheduled hours for
that day. Such time must be approved by their supervisor.

An exempt employee will accrue no more than 40 hours of compensatory time at any given
time. However, the city manager may, by administrative directive, authorize accruals of
compensatory time in excess of 40 hours. Any hours accrued in excess of the 40-hour
compensatory time accrual limitation and not otherwise authorized or permitted by
administrative directive of the city manager will be forfeited. Compensatory time off may
be taken by an exempt employee at a time determined by the employee's appointing
authority or designee thereof, to be convenient to the city and, where possible, to the
employee. Upon termination of employment, or upon separation for any other reason, an
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exempt employee is not entitled to any payment or reimbursement for accrued
compensatory time at the time of such termination or separation.

Sec. 70-57. Pay for part-time work.

Pay for part-time work is at the equivalent hourly rate set forth in the pay plan. Pay for holidays,
sick leave, and vacation to regular and probationary part-time employees is on a pro rata basis, as
determined by the part-time employee's work schedule. Regular and probationary part-time
employees will also pay for applicable benefits on a pro rata basis, as determined by the part-time
employee's work schedule. Health plan eligible, variable hour, or seasonal employees who work
part time hours are not eligible for city benefits except as provided in section 70-32 of this chapter.

Sec. 70-58. Pay for health plan eligible, variable hour, or seasonal work.

Pay for health plan eligible, variable hour, or seasonal work may not exceed the maximum rate for
an equivalent position in the pay plan. No employee benefits are granted to a health plan eligible,
variable hour, or seasonal employee except as provided in section 70-32 of this chapter.

Sec. 70-59. Appointment rates upon transfer, promotion, demotion or voluntary
reassignment.

If an employee is transferred, promoted, demoted, or voluntarily reassigned, the rate of pay for the
employee in the new position will be based on the employee’s qualifications, including relevant
education, training, experience, and seniority, as compared to others in similar positions. This new
pay amount will not be less than the minimum rate or more than the maximum rate for the new
grade. The employee will serve a probationary period in the new position.

Sec. 70-60. Pay rates upon reclassification.

(a) An employee’s pay rate upon reclassification will be determined based on an assessment
of the employee's qualifications, including relevant education, training, experience, and
seniority as compared to others in similar positions. This new pay amount will not be less
than the minimum rate or more than the maximum rate for the new grade.

(b) An employee who has been reclassified will be considered for additional pay increases
upon either the satisfactory completion of each 12 subsequent months of service from the
date of reclassification, or upon a date established by the city manager as the annual pay
increase review date until the employee reaches the maximum rate of the pay grade.

Sec. 70-61. Pay rates for temporary acting assignments.

(a) An employee may be temporarily assigned in an acting or interim capacity to a position in
a higher pay grade than the position the employee normally occupies. If the employee
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(b)

(c)

(d)

assumes all authority and responsibility for the new position and the assignment exceeds
three calendar weeks, the employee will be granted a temporary increase to the step in the
new grade based on an assessment of the employee's qualifications, including relevant
education, training, experience, and seniority as compared to others in similar positions.
This increase cannot be less than the minimum or greater than the maximum rate of the
pay grade of the position the employee is filling. Temporary assignment pay will be paid
for the full period of the temporary assignment, retroactive to the first day.

If an employee is serving in a temporary assignment and the employee is due to be
considered for a pay increase based on their performance in the position they normally
occupy, the employee may be considered for a pay increase upon their return to the normal
position and the pay increase will be issued retroactive to the date it was originally due.

If a temporary acting assignment exceeds a period of 12 months, the employee may be
considered for a pay increase upon completion of 12 months in the temporary acting
assignment, or at a time designated by the city manager as the annual salary review date.

Notification of acting status and requests for pay increases during a temporary assignment
must be made by memorandum from the appointing authority to the director of human
resources.

Sec. 70-62. Longevity pay.

Certain employees hired prior to December 31, 1978, are entitled to longevity pay. Such pay is
recognized and ratified for these employees. The city manager may establish administrative
procedures for the administration of this compensation.

Sec. 70-63. Reduction of wages.

(a)

Subject to the requirements and limitations of the Fair Labor Standards Act (FLSA),
reductions in an employee’s regular pay may be made for any of the following reasons:

(1) Unauthorized absence,

(2) Absence due to illness after all sick leave, holiday leave, floating holiday leave, and
vacation time has been used,

3) Absence due to suspension from duty without pay,
4) Leave without pay,
(5) Overpayments, or

(6) Any other absence not authorized by this Chapter 70 or by the city manager.
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(b) Whenever an employee works for less than the regularly established number of hours a
day, days per week, or weeks per month, the amount paid shall be pro rata based on the
number of hours worked for that pay period.

(c) The employee's appointing authority will approve all reductions in pay.

(d) It is the city’s policy to comply with the salary basis requirements of the FLSA. Therefore,
the city will not intentionally make improper reductions of pay from the salaries of
employees not permitted under FLSA. If an employee believes that an improper reduction
of pay has been made to their pay, they should report this information to payroll or the
human resources department. Reports of improper reductions of pay will be promptly
investigated. If it is determined that an improper reduction of pay has occurred, the
employee will be promptly reimbursed. If the city makes an overpayment, the city will set
up a repayment schedule after conferring with the employee.

Sec. 70-64. Call-back pay.

Regular and probationary non-exempt employees who are called back to work outside of their
regular work hours shall be paid a minimum of two hours of overtime pay at one and one-half
times the normal rate of pay. A regular or probationary non-exempt employee may choose to
receive compensatory time in lieu of overtime pay. The two-hour minimum shall not apply when
the overtime hours overlap with or coincide with the normal work hours. The employee’s
supervisor has the right to assign an employee under this provision to work on any other projects
for the full two hours paid. Multiple callouts within any two-hour timeframe will count as one
callout for this section. Call-back pay applies to non-exempt employees subpoenaed to appear in
court on behalf of the city outside of their normal work hours.

Sec. 70-65. On call pay.

Regular and probationary non-exempt employees assigned to be on call for a set period and
required to be available to respond to emergency situations on a 24-hour a day basis will be paid
on call pay. Such employees may not consume alcohol or any impairing controlled substances or
drugs, including marijuana, during their on-call period and will need to respond to the emergency
situation in a time frame determined by the employee's department. The employee shall be
compensated, in addition to their regular pay, in accordance with a policy established by the city
manager.

Sec. 70-66. Assignment pay.

Regular and probationary non-exempt employees assigned to be on call 24-hours per day for a
continuous, consecutive and ongoing basis of 27 weeks or more and required to respond to an
emergency situation will be paid assignment pay. Such employees may not consume alcohol or
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any impairing controlled substances or drugs, including marijuana, while on assignment and will
need to respond to the emergency situation in a time frame determined by the employee's
department. The employee shall be compensated in addition to their regular pay in accordance
with a policy established by the city manager.

Sec. 70-67. Shift differential pay.

Non-exempt regular and probationary employees who are scheduled on an ongoing basis to work
shifts that are other than that which is generally considered as the day shift shall be compensated
at a rate of one percent of pay for second shift/swing shift and two percent for third shift/graveyard
shift. Shift differential pay will be calculated on the employee's base plus overtime pay or
compensatory time pay.

Sec. 70-68. Transportation allowance, travel, and miscellaneous expenses.

Employees who incur expenses in the conduct of city business, such as use of a personal car, out-
of-pocket miscellaneous expenses, and travel expenses while in attendance at approved meetings
and conferences, shall be reimbursed for such expenses in accordance with a policy established by
the city manager.

Sec. 70-69. Bonuses and special incentives.

The city manager may implement bonuses or special incentive programs in addition to the salary
rates established in the official pay plan.

Sec. 70-70. Pay at death.

Upon the death of an employee, any pay due to the employee will be paid to the employee's
surviving spouse. If the employee has no surviving spouse, any pay due to the employee will be
paid to the employee's estate.

Sec. 70-71. Deferred compensation.

Employees are permitted to participate in a deferred compensation or other such plan as authorized
by the city council and approved by the city manager. Employees may exchange a portion of
regular vacation and/or vacation exchanged for sick leave as specified in a policy authorized by
the city manager. The monetary value of this exchange will be put into the employee's deferred
compensation plan subject to the terms and limitations established by the city manager.

Sec. 70-72. Medical and dependent care spending accounts.

Regular and probationary employees may participate, in accordance with applicable state and
federal law, in pre-tax medical care and dependent care spending accounts as authorized by the
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city council and approved by the city manager. Employees are authorized to have such amounts as
they may choose withheld from their paycheck, subject to the terms and limitations that the city
manager deems lawful and appropriate, and to spend such sums consistent with the purposes of
the spending accounts. The city is authorized to withhold from the employees such amounts to pay
and make payment on behalf of the employees consistent with the terms and limitations established
by the city manager. The city is authorized to determine the lawful disposition of such spending
account funds withheld but not spent in a manner consistent with applicable state and federal law.

Sec. 70-73. Retirement health savings plan.

Regular and probationary employees may participate, in accordance with applicable state and
federal law, in retirement health savings plans as authorized by the city council and approved by
the city manager. Employees are authorized to have such amounts as they may choose withheld
from their paycheck, subject to the terms and limitations that the city manager deems lawful and
appropriate. The city is authorized to withhold from the employees such amounts to pay and make
payment on behalf of the employees consistent with the terms and limitations established by the
city manager. The city is authorized to determine the lawful disposition of such spending account
funds withheld but not spent in a manner consistent with applicable state and federal law.

Secs. 70-74—-70-99. Reserved.
ARTICLE IV - ATTENDANCE AND LEAVE
Sec. 70-100. Hours of work, work assignments, and schedules.

(a) All employees have a seven day work period that complies with the Fair Labor Standards
Act. Unless otherwise authorized in writing by the director of human resources, the work
period begins at midnight (12:00 a.m. M.S.T.) on Saturday and ends at 11:59 p.m. M.S.T.
on Friday. The normal work schedule may vary within departments based on business
reasons set by management.

(b) The appointing authority, or their designee, is responsible for scheduling work
assignments. The appointing authority or their designee may change work assignments,
schedules, organization, or structure at any time based on the needs of the city.

(c) Flexible and remote work schedules may be available in accordance with a policy approved
by the city manager.

Sec. 70-101. Time reporting.

(a) The attendance of all employees is recorded daily by each department and is submitted to
payroll every two weeks. Attendance records are city records and care must be exercised
in recording the hours worked, overtime hours, compensatory time accruals, leave taken,
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and absences. Employees are responsible for accurately and correctly recording their own
time and may not complete time records for another employee unless specifically
authorized to do so by that employee's appointing authority or their designee.

(b) Any time away from work during an employee's scheduled hours must be documented on
the time entry form. Time away from work requires prior approval from the employee's
supervisor. Use of sick, vacation, holiday, floating holiday, compensatory time, or any
other use of time must be reported. Leave time can be used in 15-minute increments.
Regular and probationary employees must account for all scheduled time by entering hours
worked or approved paid or unpaid leave.

Sec. 70-102. Attendance and punctuality.

Employees are required to be in attendance at their work location in accordance with their job
assignment and approved work schedule. Employees are expected to be at work on all scheduled
work days and during all scheduled work hours and to report to work on time. Employees must
report any absences and tardiness according to the guidelines determined by the employee's
appointing authority.

Sec. 70-103. Holiday leave.

(a) All regular and probationary full-time employees are granted 13 eight-hour paid holidays
each calendar year. Ten of these holidays are the following:

(1) New Year's Day;

(2) Martin Luther King, Jr.'s Birthday;
3) Presidents' Day;

(4) Memorial Day;

(5) Juneteenth;

(6) Independence Day;

(7) Labor Day;

(8) Thanksgiving Day;

9) Day after Thanksgiving; and

(10)  Christmas Day.
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(b)

(c)

(d)

(e)

&)

(2

Holiday means the period between midnight (12:00 a.m.) to 11:59 p.m. of the day on which
the holiday occurs.

The remaining 24 holiday hours are floating holidays and will be scheduled and taken
between the first and last pay period of the current year by each employee with the approval
of the employee's supervisor. In the case of employees assigned to shift work, whose
services are required on a 24 hours-per-day or seven days-per-week basis, the holidays
shall be set out in the employee's annual work schedule in a time convenient to both the
employee and the city. If a probationary employee is hired between February and
December, the probationary employee will receive a pro rata amount of floating holiday
time for the first calendar year of employment. The amount received will equal two hours
for each month of employment during the calendar year in which the probationary
employee is hired. For example, an employee hired in November will receive four hours
of floating holiday time for the first calendar year. The time will be placed in the employee's
floating holiday accrual in one lump sum.

Upon termination, an employee will be paid for any unused holiday time for holidays that
have already occurred. Any holiday time used, but unearned at the time of termination, will
be deducted from accrued leaves or final pay. Floating holiday will be considered as
"earned" at a rate of two hours per month.

When a holiday occurs on Saturday, the preceding Friday will be observed; when it occurs
on Sunday, the following Monday will be observed. When a holiday occurs during an
employee's vacation, the employee may use the holiday time. Vacation is not charged for
that holiday. If an employee is on sick leave on a holiday, the employee may use the holiday
time. Sick leave is not charged for the holiday. If an employee is scheduled to work on a
holiday and is sick, holiday leave is not charged for the scheduled work day. If an employee
is scheduled to work on one of the nine designated holidays the employee will record
regular hours worked. The employee will then have the unused holiday hours available to
use on another day at a time convenient to both the employee and the city.

Regular and probationary part-time employees will receive holiday pay on a pro rata basis,
as determined by the part-time employee's work schedule.

Regular and probationary employees who are on administrative leave on a designated
holiday will charge their time to administrative leave for that day and will have the unused
holiday hours available to use on another day at a time convenient to both the employee
and the city.

Sec. 70-104. Vacation leave.
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(a)

Each regular and probationary full-time employee earns and is allowed to take annual
vacation leave with pay as follows:

Years of Service Monthly Accruals (Hours)
Civilian Sworn Police
0 through 4 8 9.33
5 through 9 10 10.66
10 through 14 12 12.66
15 or more 13.33 14.66
(b) Regular and probationary part-time employees will receive vacation leave on a pro rata

(©)

(d)

basis, as determined by the part-time employee's work schedule.

Vacation time may not be taken until after it is earned. The time at which an employee
takes vacation will be determined by the employee’s supervisor at a time convenient to
both the employee and the city. If an illness occurs while an employee is on vacation and
would normally justify allowance for sick leave, then that time will not be counted against
vacation leave if so requested by the employee and approved as provided for in the
appropriate leave section. Regular and probationary employees who are separated from the
city will be compensated for vacation accrued to the date of separation at the employee's
rate of pay at the time of separation. The only exception to this rate of pay is the excess
vacation accruals referred to at the end of this section.

No employee shall, without the express written consent of the city manager, accrue at any
time more vacation leave for civilian or sworn police employees respectively than the
following:

Years of Service Accrual Maximums (Hours)

Civilian Sworn Police

0 through 4 192 224

5 through 9 240 256

10 through 14 288 304

15 or more 320 352

(e)

For regular and probationary part-time employees, such maximums are determined on a
pro rata basis, as determined by the part-time employee's work schedule. If a regular or
probationary employee's scheduled hours are reduced resulting in a lower maximum (for
example, from full-time to 50 percent part-time), the employee will be paid the dollar value
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of any vacation hour accruals in excess of the new, pro-rata maximum. This payment will
occur at the time of the change in hours.

6] Certain employees are entitled to excess vacation accrual amounts from 1985 and 1997.
Such leave accruals are recognized and ratified. The city manager may establish
administrative procedures for the administration of this benefit.

Sec. 70-105. Sick leave.

The city will grant sick leave to employees in accordance with applicable federal and state laws
and a policy established by the city manager.

Sec. 70-105.1. Reserved.
Sec. 70-105.2. Sick leave exchange.

An employee may exchange sick leave hours for vacation time in accordance with a policy
established by the city manager.

Sec. 70-105.3. Sick leave payout upon death or retirement.

The city may pay out sick leave upon death or retirement in accordance with a policy established
by the city manager.

Sec. 70-105.4. Sick leave bank.

An employee who is facing a life-threatening illness or injury may apply for additional sick leave
from the sick leave bank provided all other leaves have been exhausted. The creation and employee
use of the sick leave bank is governed by a policy established by the city manager.

Sec. 70-105.5. Additional paid sick leave during a public health emergency.

Additional paid sick leave may be granted to and used by employees during a public health
emergency in accordance with applicable federal and state law or public health orders, and a policy
established by the city manager.

Sec. 70-106. Family and Medical Leave Act (FMLA) leave.

(a) The Family and Medical Leave Act (FMLA) allows for 12 weeks of leave in a 12-month
period for the birth and care of a newborn, the adoption or placement of a child in foster
care, an employee's own serious health condition, or the serious health condition of an
employee's spouse, child (under the age of 18 or older if disabled), or parent. This leave
may be paid or unpaid depending on circumstances and in accordance with a policy
established by the city manager.
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(b) In order to be eligible for FMLA, an employee must have worked for the city for at least
12 months and 1,250 hours in the previous 12 months.

Sec. 70-107. Extended medical leave.

The city recognizes that some illnesses may extend past the 12 weeks that FMLA allows for serious
health conditions. Regular full-time and part-time employees who have been on FMLA for 12
weeks may request an extended leave up to an additional 14 weeks to recuperate and recover from
the serious health condition underlying the FMLA leave. The decision to extend the medical leave
will depend on the business needs of the organization and is subject to approval by the appointing
authority, in accordance with a policy established by the city manager.

Sec. 70-108. Injury leave.

(a) Any probationary or regular employee who suffers an injury or illness in the line of duty
and is covered by the Workers' Compensation Act is granted up to 720 hours of paid injury
leave (pro-rated for probationary and regular part-time employees) if the work related
injury or illness renders the employee unable to perform the employee’s regular duties. If
the work-related injury or illness is the result of the carelessness or negligence of the
injured employee, or, if the employee fails to notify the city in writing within 48 hours of
the occurrence of the incident, the employee is not eligible for injury leave. If the
employee's claim is not covered under the Workers' Compensation Act, such that the
employee is not entitled to injury leave, the employee may use other applicable accrued
leave for which the employee is eligible.

(b) Paid injury leave may not be taken for doctor-ordered hospitalization, recuperation, office
visits or physical therapy appointments that occur outside the employee’s regular working
hours. Supervisors may allow employees to flex hours for these appointments in instances
where the employee works a non-traditional work schedule, such as nights or weekends.

(©) Paid injury leave is not available to health plan eligible, variable hour, and seasonal
employees. Notwithstanding the preceding, all employees, including health plan eligible,
variable hour, and seasonal employees with work-related injuries or work-related illnesses
are subject to the same reporting, transitional, and modified duty requirements as are
probationary and regular employees, as set forth below. In the case of health plan eligible,
variable hour, and seasonal employees, all work time missed due to doctor-ordered
hospitalization, recuperation, office visits or physical therapy appointments, will be
reported and tracked as non-paid injury leave per instructions from the city's finance
department. Such tracked time may be reported to Colorado’s Division of Labor and
Employment in accordance with any then current state requirements. Qualifying wage
reimbursement, if any, will be provided by Colorado’s Division of Labor and Employment.
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(d)

(e)

®

Injury leave ceases upon the occurrence of one or more of the following situations:
(1) The employee is returned to regular or modified duty;
(2) The employee reaches maximum medical improvement;

3) The employee refuses a transitional or a temporary modified duty assignment, and
such employment is offered to the employee in writing and is within the restrictions
provided by the authorized physician; or

4) A physician, approved by the city, determines that the employee is no longer
capable of performing the essential functions of the position.

If, for the purpose of obtaining any order, benefit, award, compensation, or payment under
the provisions of the Workers' Compensation Act, either for self-gain or for the benefit of
any other person, anyone makes a false statement or representation material to the claim,
the city shall report such person to the proper authorities. Such person may be punished
pursuant to state or federal law and shall forfeit all rights to workers' compensation benefits
upon conviction. Furthermore, such action may result in disciplinary action, up to and
including termination from employment.

If a child support obligation is owed, compensation benefits may be attached and payment
of the child support obligation may be withheld and forwarded to the obligee pursuant to
state statute.

Sec. 70-109. Transitional duty and modified duty.

(a)

(b)

A transitional duty assignment is temporary work in another position that can be performed
by an employee who is unable to perform the employee’s essential job functions due to
physical or other limitations set forth by a certified healthcare provider. A modified duty
assignment is created when the employee's current position is temporarily adapted to meet
the recommendations of the healthcare provider. An employee in transitional or modified
duty status must remain under the care of a healthcare provider. The human resources
department and/or risk management department will work with the appointing authority to
determine if transitional or modified duty is available and what type of duty will best fit
the needs of the organization and the employee. Transitional or modified duty is not
guaranteed.

A transitional or modified duty assignment will not exceed 90 days, unless additional time
is granted based upon consideration of the needs of the city and the nature of the employee's
injury or illness. In no event shall transitional or modified duty assignment(s) exceed a total
of 12 consecutive months or 18 months of intermittent duty for any single injury or illness.
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Transitional or modified duty shall not create an obligation for the city to permanently
modify or alter any position.

Sec. 70-110. Victims of domestic abuse leave.

Leave related to domestic abuse will be granted to eligible employees in accordance with state and
federal law, and in accordance with a policy established by the city manager.

Sec. 70-111. Fatigue leave.

Fatigue leave is granted to a regular or probationary employee for rest (during the employee’s
regular work shift) when that employee has been required to work extended overtime on an
emergency basis, or perform duties which have been identified as essential by the appointing
authority, during what would normally be sleeping hours. The employee’s supervisor may grant
fatigue leave in accordance with a policy established by the city manager.

Sec. 70-112. Bereavement leave.

(a) An employee will be granted up to 40 hours per incident (pro rata for part-time employees)
of bereavement leave for the death of an immediate family member, with the approval of
the employee’s direct supervisor. For purposes of this section “immediate family member”
consists of an employee's spouse, child, parent, sibling, grandparent, grandchild, (including
natural, step, adopted, foster, or in-law relationships). This also includes any other relative
or person who the employee identifies as the employee’s significant other or domestic
partner whose primary residence or place of primary abode is the same as the employee.

(b) The appointing authority may grant additional time if deemed appropriate at the written
request of the employee for an occurrence such as an out-of-state funeral.

(c) An employee may also be granted up to four hours of bereavement leave to attend the
funeral of a recently deceased city employee provided the bereavement leave granted for
such purposes does not exceed the actual time necessary for attending the funeral and
reasonable travel time as determined and approved by the employee’s immediate
supervisor.

Sec. 70-113. Military leave.

Military leaves of absence are granted to employees in accordance with all state and federal laws
and a policy established by the city manager.

Sec. 70-114. Jury duty.
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(a)

(b)

(©)

(d)

(e)

®

(2
(h)

The city recognizes jury duty as a civic responsibility of our community. Health plan
eligible, variable hour, seasonal, probationary, and regular employees, who have worked
for the city for a minimum of three months within the previous 12 months of receiving a
jury summons, are eligible for payment from the city during part or all of the employee’s
jury duty service.

All probationary and regular employees will be paid their normal salary for scheduled
workdays of jury duty. The salary paid will be based on the employee's scheduled hours.
The employee may keep any additional pay received from the court.

If the employee has been selected for grand jury duty, the court pays a set amount plus
expenses beginning with the first day of service. In addition, the city will pay a
probationary or regular employee their regular scheduled salary. The employee may keep
any additional pay received from the court.

The city will pay health plan eligible, variable hour, or seasonal employees for the first
three days of jury duty only. The health plan eligible, variable hour, or seasonal employee
will only be paid for time scheduled on those days. The employee may keep any additional
pay received from the court. Beginning with the fourth day of service, the health plan
eligible, variable hour, or seasonal employee will be paid a set amount each day as pre-
determined by the State of Colorado for jury duty service.

If the employee is not scheduled to work on a day in which the employee is scheduled to
participate in jury duty, there will be no compensation from the city for that day.

The city will not reimburse employees for mileage, parking, or meals. Any payment from
the court may be kept.

All employment benefits will remain the same during jury duty.

If an employee is involved as a party or as a witness in litigation to which the city is not a
party, the employee may use any accrued vacation, holiday, or compensatory time or, if no
leave is available, seek approval for leave without pay.

Sec. 70-115. Time off to vote.

Under most circumstances, it is possible for employees to vote either before or after work. If, after
consultation between an employee and their supervisor, it is determined that an employee does not
have adequate time before or after work to vote, such time will be allowed during normal work
hours. Time off will not exceed two hours. If it is necessary for an employee to use such time, the
employee should make arrangements with the employee’s supervisor in a timely manner. The time
allowed will be so arranged as to create the least disruption possible in the work.
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Sec. 70-116. Administrative leave.

Administrative leave is leave with pay which is not provided for by other paid leaves. It may be
granted to or required of an employee. Administrative leave may be granted at the discretion of
the appointing authority or the city manager for the benefit of the city. Administrative leave may

be used for workplace investigations, prior to a pre disciplinary administrative meeting, or for
other city related purposes as determined by management.

Sec. 70-117. Leaves of absence without pay.

(2)

(b)

(©)

(d)

(e)

Employees may be granted a leave of absence without pay with the approval of the
appointing authority, if all other eligible leave has been exhausted, or if the appointing
authority finds that such leave serves the business needs of the city. For an employee-
initiated leave of absence without pay, an employee must utilize all other eligible leave
available to the employee prior to initiating a leave without pay. Employees taking a leave
of absence without pay under the city's sabbatical leave policy and procedure are not
required to utilize all other eligible leave prior to initiating a leave without pay.

If leave without pay is needed during an eligible Family and Medical Leave Act (FMLA)
leave or extended care leave, such leave will be governed by the city's FMLA or extended
care leave policy, as may be applicable, and is not subject to this section.

A leave of absence without pay will be approved by the appointing authority when it is in
the best interest of the city. When a leave of absence without pay is initiated by the
employee, the best interests of the city must also be considered in granting such leave.
Upon the conclusion of such leave, an employee returns to work with the same duties and
the same salary that the employee was held when the leave commenced.

(1) In the event an employee takes a leave of absence without pay without the approval
of the appointing authority and does not report to work, the employee’s absence
shall be construed as an unauthorized absence and may be grounds for discipline.

If an employee's position is eliminated while the employee is on such leave, the employee
has no claim to the position, and the employee will be promptly notified. If the employee
fails to comply with any conditions of the leave or fails to return to work as specified in
the approval of the leave, then the employee is presumed to have resigned from city
employment effective the last day of the approved leave.

During a leave of absence without pay, the following is required:

(1) The employee will be put on inactive status;
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(2) The employee will not earn or accrue any leave of any kind or any other benefits.
However, if a set holiday is scheduled to occur during an approved leave without
pay, the employee may use their holiday leave prior to starting the leave without

pay;
3) Neither the employee nor the city will contribute to a city retirement plan; and

4) For a leave without pay of two or more consecutive, full pay periods, the employee
is responsible for payment of 100 percent of the premium during those pay periods
for any medical, dental, vision, life, or disability benefits offered by the city that
the employee wishes to continue.

Sec. 70-118. Facility closure.

The city manager or their designee has the authority to close one or more city facilities to protect
the safety of city employees and residents. In the event of a facility closure, employee
compensation will be determined in accordance with a policy established by the city manager.

Sec. 70-119. Sabbatical leave.

A regular employee who has worked for the city for a minimum of seven consecutive years and is
considered to be in good standing shall have the opportunity to take up to three months of time for
the purpose of rejuvenation or the pursuit of a personal objective or aspiration. An employee may
take sabbatical leave only once every seven years. The city manager may establish administrative
procedures for the administration of this benefit.

Sec. 70-120. Extended care leave.

The city may grant extended care leave to employees in accordance with applicable federal and
state laws and a policy established by the city manager.

Secs. 70-121—70-142. Reserved.
ARTICLE V - EMPLOYEE RESPONSIBILITIES
Sec. 70-143. Employee conduct.

(a) The city expects all employees to be accountable for their work related conduct and for
performing their job duties to the highest professional standards at all times. The city
reserves the right, in all instances, to impose discipline, up to and including dismissal.
Discipline is imposed solely at the discretion of the city, based on its evaluation and in
consideration of relevant factors and circumstances.
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(b)

(©)

(d)

Employees not meeting the definition of “regular employee” will be given performance
expectations and feedback as deemed appropriate by the city, but at all times will be
deemed as at-will employees. Such employees shall be subject to the standards of conduct
stated in subsection (d). However, under no circumstances should the rules contained in
this section 70-143 be construed to create "for cause" employment for any such employee.

Discipline procedure for regular employees. A supervisor or an appointing authority or
their designee may reprimand a regular employee for cause. Such discipline may include
reprimand, suspension without pay, demotion, or dismissal.

Standards of Conduct. Examples of performance or conduct applicable to all city
employees, regardless of status, are presented in the list below. This list is not considered
all-inclusive as the city cannot anticipate all behaviors of an employee. Other non-
protected actions that have a negative impact on an employee’s performance or the
effective functioning of the city may result in disciplinary action. Individual departments
may also have specific rules, regulations, or policies that describe performance or conduct.
The violation of any departmental rule, regulation, or policy may also warrant disciplinary
action.

(1) Any false statement made on an application for employment or any other form or
application submitted to or required by the city, or omission of information that
might affect the applicant or employee unfavorably.

(2) Conduct detrimental to customer service or city operation.
3) Theft or misuse of city money or property.

4) Violation of any national, state, or local law when the misconduct would interfere
with an employee's performance of their job or undermine public trust in the
integrity of the city. The city may consider such conduct a violation of its rules or
procedures regardless of a conviction.

(%) Misusing, destroying, or damaging any city property or property of another
employee or customer.

(6) Abusive treatment or disrespect of any person including, but not limited to, physical
or verbal confrontations, insults, or derogatory comments based on race, religion,
color, sex, gender, sexual orientation, gender identity, gender expression, national
origin, ancestry, citizenship status, marital status, pregnancy, age, medical
condition, handicap, disability, or any other protected characteristics as established
by law.
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(7

(®)

©)

(10)

(11)
(12)

(13)

(14)

(15)

(16)

(17)
(18)
(19)

(20)

Unauthorized possession of weapons or explosives on city premises or utilization
of any object as a weapon.

Insubordination, failure, or refusal to comply with directives, orders, or
assignments.

Falsification, destruction, or unauthorized use of any city records, reports, or other
data or information belonging to the city.

Being untruthful, misleading, or uncooperative during an administrative
investigation or about any job-related matter.

Mishandling or unauthorized disclosures of confidential city information.

Immoral conduct or indecency, vulgar, threatening, insulting, or abusive language
while on the job, including excessive gossiping or spreading rumors.

Incompetence, inattention to duties, horseplay, wastefulness, or sleeping while on
the job.

Possession, purchase, manufacture, dispensing, use, sale, or being under the
influence of controlled substances, marijuana, or alcohol while on the job when not
medically required or when it is a requirement of the job.

Violating a safety rule or safety practice, or creating or contributing to unsafe
working conditions.

Failure to report violations of safety policies, procedures, or adhering to reporting
requirements.

Failure to properly use or enforce the use of safety gear, clothing, or equipment.
Engaging in personal business or outside employment while on the job.

Attempting to influence an employment decision for the benefit of a member of the
employee's immediate family. Immediate family means the employee’s spouse,
child, parent, sibling, grandparent, grandchild, aunt, uncle, cousin, (including
natural, step, adopted, foster, or in-law relationship). This also includes a person
who the employee identifies as their significant other or domestic partner whose
primary residence or place of primary abode is the same as the employee.

Having an undisclosed financial interest, direct or indirect, in any contract with the
city, or having an undisclosed financial interest, directly or indirectly, in the sale of
any land, materials, supplies, or services to the city.
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21)

(22)

(23)

(24)

(25)

(26)

27)

(28)

(29)

(30)

€2))

(32)

(33)

(34)

Engaging in any business, activity, or transaction in which an employee has a
substantial financial or personal interest, direct or indirect, that might reasonably
be expected to interfere with the ability of the employee to perform their duties.

Seeking nomination or election to the Arvada City Council.

Engaging in any federal, state, county, or local political campaigning during an
employee's working hours.

Using the employee’s employment, position, badges, or credentials for preferential
treatment, commercial or personal gain, or in any other manner not authorized by
the city. Allowing any individual unauthorized access to or use of a city badge,
insignia, or credential.

Using city vehicles, equipment, property, social media, or other technological
resources for unauthorized personal use.

Unauthorized absence from work and failure of employee to communicate with
supervisor before that shift. Guidelines for reporting may be established by each
department.

Excessive absences or excessive tardiness as determined by the employee's
appointing authority or failure to work or report to supervisor for two consecutively
scheduled days.

Engaging in any unprotected activity that interferes with an employee's or any other
employee's performance on the job.

Failure to report any violations of ordinances, statutes, charter, personnel policies,
administrative regulations, or department rules by any city employee or failure to
report a conviction or plea to a misdemeanor or felony.

Inability to perform job duties or substandard performance of assigned duties.

Failure to maintain an appropriate personal appearance as established by city or
departmental policy, including failure to maintain appropriate personal hygiene.

Violation of any departmental or city rule, regulation, policy, or procedure.

Failure to obtain or maintain a required certification, license, or training as a
condition of employment.

Allowing unauthorized access of individuals to restricted areas of city facilities,
materials, or equipment.
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(e)

(35) Any other action by an employee which in the opinion of management warrants
discipline or discharge and which a reasonable person would expect to result in
disciplinary action either because it affects the employee's performance, the
effectiveness of the city, including other employees, or undermines safety or public
trust in the integrity of the government.

Investigations of violations of employee conduct rules or regulations will be performed by
the appointing authority or their designee, or the human resources department.
Responsibility for investigations may be transferred to other authorized individuals in
certain situations such as, but not limited to, allegations of violence, retaliation, or
harassment based on race, religion, color, sex, gender, sexual orientation, gender identity,
gender expression, national origin, ancestry, citizenship status, marital status, pregnancy,
age, medical condition, handicap, disability, or any other protected characteristics as
established by law.

Sec. 70-144. Discipline and discharge.

(a)

(b)

Occasionally performance or other behavior falls short of the city's standards, values and/or
expectations. When this occurs, the city may take disciplinary action, which it deems
appropriate in its sole discretion.

Disciplinary actions can range from a reprimand to immediate discharge. Action taken by
the city in an individual case does not establish a precedent in other circumstances. Some
of the actions available to management include, but are not limited to, the actions stated
below.

(1) A supervisor or appointing authority may reprimand a regular employee verbally
or in writing for cause. A reprimand is a communication by the supervisor or
appointing authority that serves as a disciplinary measure that is critical of an
employee's conduct or performance. A reprimand, or memo memorializing a
verbal reprimand, may be kept in the employee’s personnel file.

(2) An appointing authority may suspend without pay a regular employee for cause for
not more than 30 working days. A suspension is city-mandated time off from work
without pay as a disciplinary action. A suspension without pay for an exempt
employee must be in full day increments.

3) A supervisor may require an employee to take a decision day(s) in conjunction with
a disciplinary action. A decision day is a paid suspension during which an employee
is required to consider their employment with the city as well as make plans for
improvement. A suspension with pay may be used during an investigation process
or when an employee may benefit from a decision day(s).
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(©)

(d)

4) An appointing authority may demote a regular employee for cause provided that no
employee will be demoted to any position for which the employee does not possess
the minimum qualifications. A demotion means placement of an employee from
one position to another position that has a lower maximum salary rate than the
original position and less authority or responsibility. A demoted employee will
receive a pay rate not to exceed the job rate for the position to which the employee
is demoted. The employee will serve a probationary period in the new position and
the date of demotion will become the new evaluation date for purposes of
calculating wages and performance evaluations.

%) An appointing authority may dismiss a regular employee for cause. Health plan
eligible, variable hour, seasonal, and probationary employees are employed at will
and may be dismissed at any time, with or without cause. Dismiss means the
separation of an employee from city employment.

An employee is not entitled to representation either during an investigation or through the
administration of discipline.

A regular employee may challenge discipline decisions through the processes set forth in
article VI of this chapter.

Sec. 70-145. Non-discrimination and anti-harassment policy statement.

(a)

(b)

The city is committed to a work environment in which all individuals are treated with
respect and dignity. Each individual has the right to work in an atmosphere that promotes
equal employment opportunities and prohibits unlawful discriminatory practices, including
harassment. Therefore, the city expects that all relationships among persons in the
workplace will be businesslike and free of unlawful bias, prejudice, discrimination,
retaliation, and harassment. Employees must report any concerns regarding harassment,
discrimination, or retaliation to a representative of city management or the human resources
department.

Every employee must review and sign the city policy relating to anti-harassment and
discrimination. All employees shall be required to attend regular anti-harassment and anti-
discrimination training as established by the human resources department.

Sec. 70-146. Safety.

The city is committed to a safe work environment for all employees. An employee must report any
unsafe practice or condition to their supervisor. If an employee is injured on the job, no matter how
minor, they must immediately report the incident in writing to their supervisor.

Sec. 70-147. Violence in the workplace.
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Acts of violence, intimidation, or aggression will not be tolerated in the workplace. Any instance
of violence, intimidation, or aggression must be reported to the employee's supervisor, risk
management, or to the human resources department.

Sec. 70-148. Medical and mental health exams (fit for duty exams).

At any time for reasonable cause, the city may require an employee to undergo a medical and/or
mental health examination by a qualified designated professional to determine that the employee
is able to perform the essential functions of the job. Such exams will be conducted in accordance
with a policy authorized by the City Manager.

Sec. 70-149. Smoking.

Smoking, to include vaping or e-cigarette products, is prohibited in all city facilities, vehicles, and
on all designated city property.

Sec. 70-150. Drugs and alcohol.

(a) Working during or immediately after the use of alcohol, marijuana, a controlled substance,
or abuse of any controlled substance is prohibited. Working while under the influence of
or impaired by alcohol, marijuana, or a controlled substance is also prohibited.
Furthermore, the possession, purchase, manufacture, dispensing, consumption (use), or
sale of a controlled substance, marijuana, or alcohol on city premises while conducting city
business is prohibited. Authorized police employees, when such conduct is in the course
of their assigned duties, may be excluded from this prohibition. Another exception is a city
meeting or event in which the serving of alcohol is sanctioned by the city manager or
appointing authority or where alcohol is served as part of the city operation. Under no
circumstances should an employee drive under the influence or while impaired after
leaving such an event. Employees required to take a legal prescription by a medical
provider may do so. If such medication could impact an employees' safety or effectiveness,
the employee must notify their supervisor.

(b) Upon forming a reasonable suspicion, the city manager, an appointing authority, or a
supervisor is authorized to order an employee to submit to a test for controlled substances,
marijuana, and/or alcohol at the city's expense in a manner selected by the city. A
reasonable suspicion means a belief based on observed facts or behavior sufficient to lead
a reasonably prudent person to suspect that an employee is under the influence or is
impaired because of use of controlled substances, marijuana, or alcohol. Any employee
refusing to submit to such a test or to consent to the release of the results of such test to the
city is subject to disciplinary action.

Sec. 70-151. Computers, internet, e-mail, and voicemail.
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(a)

Employees are responsible and accountable, in part, for the on-going integrity of the city's
information technology. Such systems include, but are not limited to, computers, e-mail,
voicemail, mobile devices, and any other similar technology systems. These systems are
the property of the city and are intended for business use only. Therefore the city expressly
reserves the right to access any computer files, use of software, Internet usage, e-mail, chat
messages, voicemail and other similar electronic data on a city-owned device or system.
Although employees select individual passwords, employees should not assume that such
data is confidential. However, other than management acting on behalf of the city,
employees should not attempt to gain access to another employee's computer, Internet, e-
mail, voicemail, or other similar account or device. Furthermore, an employee is prohibited
from installing or connecting personal or non-business software or hardware without the
express, written permission from the chief information officer of the information
technology department or their designee.

Sec. 70-152. Inspections.

(a)

(b)

The city reserves the right to conduct searches and inspections of any city-owned property
without notice. City-owned property includes, but is not limited to, desks, file cabinets,
books, bookshelves, hallways, toolboxes or bins, rooms, closets, computers, electronic
mobile devices, storage areas, lockers, vehicles or vehicle compartments, or boxes of files.
Personal locks are prohibited on city-owned lockers. Any employee who refuses to submit
to a search may be subject to disciplinary action.

Upon forming a reasonable suspicion of wrongdoing or for work related non-investigatory
reasons, an appointing authority, in consultation with human resources and the city
attorney’s office, is authorized to order a search of an employee's personal belongings
located in or on city-owned property as described in subsection (a) of this section, as well
as in or on any city owned parking areas to the extent allowed by law. A reasonable
suspicion of wrongdoing means a belief based on observed facts or behavior sufficient to
lead a reasonably prudent person to suspect an employee has taken custody, possession, or
control of items of interest to the city in a personal belonging. An item of interest to the
city shall include, but is not limited to: any item constituting contraband under the laws of
the city, the United States or the State of Colorado, including unauthorized weapons,
explosives, incendiary devices or material, poisons or hazardous or infectious substances,
any controlled substances, and unauthorized possession of any property owned or leased
by the city, including any items of personally owned by the city, cash, checks, credit or
debit cards, files, summonses, books, manuals, written business records, computer records
or work related files in any form of transportable medium, or any city computer record or
file, including copies of source codes, owned by or licensed to the city for its workplace
use.
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Sec. 70-153. Solicitation.

Employees may not solicit any other employee during working time. The only exception is city
sponsored activities or products. With the approval of the employee's appointing authority, an
employee may place fund-raising information in a city break room or may post information on a
designated electronic or physical bulletin board. The appointing authority reserves the right to
refuse to post any item. Under no circumstances may an employee disturb the work of others to
solicit, e-mail, or distribute literature to them during their working time, including fund-raising
activities.

Sec. 70-154. Conflict of interest.

(a)

(b)

(©)

(d)

(e)

Employees have an obligation to refrain from activities which conflict or interfere with the
city's operations such as, but not limited to, outside employment, sharing privileged or
confidential information, outside business interests, and accepting gifts or gratuities.

An employee must seek written permission from the appointing authority prior to engaging
in secondary employment. Paid secondary employment may be allowed as long as it in no
way interferes with an employee's position or performance at the city. In addition, the
secondary employer must not be a supplier of materials or contractor of services for the
city if it creates a conflict of interest or an appearance of a conflict of interest.

An employee may not use plans, programs, or information of public interest for personal
gain or to benefit friends, family, and/or acquaintances. If an employee has an outside
interest which could be affected by any city plan or activity, the employee must report this
immediately to their supervisor. Employees are responsible for ensuring that only
information that is appropriate to share with the general public is released.

Outside business interests which would create a conflict of interest may include having a
personal financial relationship with any individual or business organization, other than a
regulated financial institution, that furnishes supplies, merchandise, property, or services
to the city.

An employee may not accept gifts or gratuities from any individual or organization
currently or proposed to do business with the city; however, unsolicited advertising or
promotional items valued under $50.00 may be retained by an employee and perishable
items may be retained if they are made available to others. An employee may not accept
items which are not business related, such as, but not limited to tickets to sporting or
cultural events. This prohibition is not intended to apply to the purchase of a meal in a
setting where the attendees are discussing city business, unless otherwise prohibited by
departmental policies.
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City employees may only solicit businesses for activities which benefit the community
and/or which are approved by the city manager.

Sec. 70-155. Criminal charges and convictions during employment.

(2)

(e)

Any employee, regardless of status, must report any of the following to the employee’s
appointing authority:

(1) any misdemeanor, drug misdemeanor, or felony charges pending against the
employee regardless of the jurisdiction of the charge as soon as practicable
but no later than seven days from incurring the charges; and

(2) any conviction or plea, including guilty and no contest pleas, to a
misdemeanor or felony regardless of the jurisdiction of the charge as soon
as practicable but no later than seven days from the date of conviction.

(b) Notwithstanding the reporting duties stated in subsection (a), an employee has no
duty or obligation to report a sealed conviction, pardoned conviction, or otherwise vacated
conviction. An employee also has no duty or obligation to report an arrest that does not
result in charges.

(©) Failure to satisfy the reporting duties stated in subsection (a) may warrant
disciplinary action in accordance with section 70-143.

(d) If an employee is charged with a class 1 misdemeanor as defined by C.R.S. §18-
1.3-501 or the equivalent of such if in a jurisdiction outside of Colorado, or a felony, the
employee’s appointing authority may place the employee on a suspension without pay for
the duration of the court proceedings regardless of the length of the proceedings. The
proceedings are deemed to have ended upon the date the conviction is entered regardless
of whether sentencing occurs that same date or at a later date. Should the employee be
cleared of such charges against them, the employee will be reimbursed for any lost wages
resulting from a suspension without pay.

The city may consider any employee misconduct that is violative of any national, state, or

local law a violation of these personnel rules if such misconduct interferes with the employee’s

performance of their job or undermines public trust in the integrity of the city. As such, the
employee is also subject to discipline for the misconduct itself in accordance with section 70-
143.Secs. 70-156—70-165. Reserved.

ARTICLE VI - EMPLOYER-EMPLOYEE RELATIONS

Sec. 70-166. Employee committee.
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The city has established an employee committee for the purpose of enhancing communication for
both the city manager and the city employees. Representatives to the employee committee are
selected by each department. Representatives may meet monthly with the city manager or their
designee. The city manager may periodically discuss with the employee committee any employee
issues which the city manager deems necessary to discuss with the committee. Employee
committee members may use this meeting time to discuss any issues or employee concerns with
the city manager or their designee. Representation on the committee will be established by the
bylaws of the committee. The employee committee may collect and expend funds for sanctioned
activities and events related to employee recognition, activities that benefit employees, or
community service.

Sec. 70-167. Open door philosophy.

The city has an open door philosophy. An employee may discuss any business related matter with
the employee’s department supervisor or management, where appropriate. Employees are
encouraged to bring issues, suggestions, concerns to their management in as timely a manner as
possible using the guidelines listed below.

Sec. 70-168. Internal complaint and grievance procedures.

(a) The city has two methods by which an employee may file a formal complaint: the internal
complaint resolution process and the internal grievance procedure.

(b) The city's complaint resolution process, detailed in section 70-168.1, applies when an
employee has a complaint regarding a specific situation relating to:

(1) Working conditions, working practices, or health or safety practices;
(2) Decisions made pursuant to department or city policies;

3) A reprimand that does not involve a suspension without pay, step reduction in pay,
or demotion; or

(4) Performance appraisal concerns.
() The city's grievance process, detailed in section 70-168.2, applies when an employee:

(1) believes the city has not followed any article and section of the personnel rules or
policies; or

(2) believes the city is not providing the employee with the wage, salary, or benefits to
which the employee is entitled because of their position.

Sec. 70-168.1. Complaint resolution process.
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(a)

(b)

(©)

If an employee has a complaint regarding a specific incident arising from a situation
described in section 70-168(b), the employee may file a formal complaint by following the
city’s complaint resolution process stated below.

(1) Step 1. The employee should first attempt to resolve the issue(s) by discussing it
with their immediate supervisor within ten days of the event at issue.

(2) Step 2. If the situation is not resolved within ten days from the time the complaint
is discussed with the employee's immediate supervisor, barring extenuating
circumstances, it should be brought to the attention of the next level supervisor with
written documentation. That supervisor has ten days to respond to the employee in
writing.

3) Step 3. This process may be repeated with each higher level of management
including the employee’s department director. This is the final step for performance
appraisal concerns or a concern involving a reprimand that does not involve a
suspension without pay, or demotion. For performance appraisal concerns or a
concern involving a reprimand that does not involve a suspension without pay, or
demotion, the decision of the department director is final in this administrative
process.

4) Step 4. If the employee is not satisfied with the department director's decision
regarding a complaint about working conditions, working practices, health or safety
practices, or decisions made pursuant to department or city policies, the employee
has ten days from receipt of the department director's decision to bring the issue to
the city manager with written documentation.

The city manager will respond to the employee within 20 days, barring extenuating
circumstances. The decision of the city manager is final in this administrative process.

If the employee's immediate supervisor, manager, or department director fails to respond
to a complaint at any step of the process within the specified time limit, it will be considered
a denial of the complaint. If the employee still wishes to proceed, the employee must
proceed to the next step of the complaint resolution process within the time limits provided
as if a formal denial had been rendered on the last day allowed for the supervisor, manager,
or department director to respond. In the event the employee does not appeal a complaint
from one step to the next step within the time limits specified, the complaint shall be
considered resolved on the basis of the last response by the immediate supervisor, manager,
or department director, as the case may be. With the agreement of both parties, time limits
may be extended.
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(d) The city will not permit retaliation or discrimination against anyone who raises a complaint
under this process.

Sec. 70-168.2. Grievance procedure.

(a) If an employee has a grievance about the topics stated in section 70-168(c), the employee
may file a grievance by following the city’s grievance procedure stated below.

(1)  Step 1. The employee will communicate the grievance in writing within ten days of
the occurrence giving rise to the grievance. The grievance must include the article
and section of the personnel rules which the employee believes the city has not
followed, and the name of the employee’s immediate supervisor and department
manager, if applicable. The supervisor has ten days to respond to the grievance after
its receipt.

(2) Step 2. If Step 1 does not resolve the matter and the employee wishes to continue
pursuit of the grievance, the employee must file a written grievance with the
employee's department director and transmit copies to the director of human
resources within ten days of the Step 1 response. The department director will
respond in writing within ten days of receipt of the employee's written grievance.
The director of human resources is not required to respond at this Step 2.

3) Step 3. If Step 2 does not resolve the grievance and the employee wishes to proceed
with the grievance, the employee must file the following information with the city
manager and the director of human resources within ten days of receipt of the
department director's written response:

(1) A copy of the written grievance;
(i)  The response from the department director; and
(i11)) A request that the city manager appoint a grievance advisory committee.

(4) Step 4. The city manager will review the submission of materials submitted by the
employee in Step 3.

(1) The city manager, in their sole discretion, may appoint a grievance
advisory committee consisting of three members who will investigate the
grievance and submit findings and recommendations to the city manager.
One member will be selected by the employee committee, one member
will be appointed by the city manager, and those two members will select
a third city employee to serve as the third member of the grievance
advisory committee. If, however, the two members are unable to agree on
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(b)

(©)
(d)

the third member or the employee committee fails to appoint a member
within seven days from receipt of notice from the city manager, the vacant
position will be appointed by the city manager.

(i1) After the final member has been appointed, the grievance advisory
committee has 30 days to review the submitted grievance and submit its
findings and recommendations to the city manager. The committee expires
with the submission of its findings and recommendations to the city
manager. The grievance advisory committee may conduct interviews,
review documents, and pursue any information they believe necessary in
the course of their review.

(1i1) If the city manager chooses not to appoint a grievance advisory committee,
the city manager may move forward with rendering a decision based on
their analysis of the situation. The city manager may conduct interviews,
review documents, and pursue any information they believe necessary in
the course of their review.

(iv)  The city manager will render a decision within 30 days from the date the
grievance advisory committee submits its findings and recommendations or
45 days from the date the employee submitted the information in Step 3 to
the city manager if the city manager elects not to appoint a grievance
advisory committee. The decision of the city manager is final in this
administrative process.

If the employee's immediate supervisor or the department director fails to respond to a
grievance at any step of the procedure within the specified time limit, it will be considered
denial of the grievance. If the employee wishes to proceed, the employee must appeal to
the next step of the grievance procedure within the time limits provided as if a formal denial
had been rendered on the last day allowed for the city to respond. In the event the employee
does not appeal a grievance from one step to the next step within the time limits specified,
the grievance shall be considered resolved on the basis of the last response by the
immediate supervisor or department director, as the case may be. With the agreement of
both parties, time limits may be extended.

An email shall constitute a writing for the purposes of this section.

The city will not permit retaliation or discrimination against anyone who follows this
grievance process.

Sec. 70-169. Pre-disciplinary administrative meeting.
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Before a regular employee is suspended without pay, demoted, or dismissed, the employee's

appointing authority shall provide the employee with a written statement describing the reason(s)
for such proposed action. Prior to the effective date of such proposed action, the appointing
authority shall provide the employee with an opportunity to be heard and to respond to the
reason(s) for such proposed action.

Sec. 70-170. Administrative review.

(2)

(b)

(©)

(d)

(e)

Any regular employee may request an administrative review of the following:
(1) A suspension without pay;

(2) A demotion; or

3) A dismissal from employment.

Any regular employee may request in writing an administrative review of a suspension
without pay, demotion, or dismissal imposed by an appointing authority against such
employee. This request must be submitted to the director of human resources within ten
days from the effective date of the disciplinary action.

Unless otherwise authorized by the appointing authority imposing a disciplinary action, a
request for an administrative review of a disciplinary action by an employee will not stay
or postpone the effective date of such disciplinary action.

Within ten days from receipt of the written request, the director of human resources will
set a time, day, and place for the administrative review. The administrative review shall be
held within 90 days from the date of receipt of the written request for said review.

The city manager shall appoint a hearing officer to conduct the administrative review in
accordance with the provisions relating to administrative hearings as set forth in chapter 2
of the city code. The decision of the hearing officer is final, unless it is appealed to the city
manager in the manner hereinafter provided.

Sec. 70-170.1. Appeal of administrative review.

(2)

(b)

Within ten days of the hearing officer's decision, either the employee or the appointing
authority may appeal the decision of the hearing officer to the city manager. Such appeal
must be in writing and must state the reason or reasons upon which such appeal is made.

When considering an appeal, the city manager or designee may exercise their option to
perform any of the following: conduct an in-depth administrative review in accordance
with the provisions relating to administrative hearings as set forth in chapter 2 of the city

44



code; conduct additional proceedings to supplement the record; or the city manager or
designee may read the record and consider the evidence of the administrative review
conducted by the hearing officer.

(c) The city manager or their designee is authorized to decide as follows:

(1
2
)
(4)

To uphold the decision of the hearing officer;
To uphold the disciplinary action imposed by the appointing authority;
To overrule the disciplinary action imposed by the appointing authority; or

To impose a different form of discipline upon the employee than the discipline
imposed by the appointing authority.

(d) In the event that the city manager or their designee was the appointing authority in the
administration of discipline pursuant to this article, then, and for the purpose of appeal of
an administrative review as provided in this section, the city manager may designate a third
party either within or outside the city, not otherwise a participant in the disciplinary action
imposed or any appeal thereof, to hear the appeal of a decision of the administrative hearing
officer. The city manager's designation shall be made in writing by written memorandum
from the city manager to the city clerk. Any person designated to hear an appeal from the
decision of an administrative hearing officer pursuant to this article shall be empowered to
hear such appeal and render a decision in the same manner as would the city manager.

(e)  The decision of the city manager or their designee is final for the purpose of judicial review.

Secs. 70-171—70-181. Reserved.

ARTICLE VII - SEPARATION AND TERMINATION OF EMPLOYMENT

Sec. 70-182. Resignation.

Regular and probationary employees are requested to give the appointing authority at least 14
calendar days' prior notice, unless the appointing authority agrees to permit a lesser period of time.
A written resignation giving the reasons for leaving shall be submitted by the employee to the
appointing authority. The appointing authority will forward the resignation to the human resources
department. A resignation may be approved verbally by the employee's immediate supervisor
when deemed to be in the best interests of the city. The supervisor must document the discussion
and submit it to the human resources department within 24 hours of the discussion.

Sec. 70-183. Retirement.
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An employee meeting the retirement eligibility requirements of their retirement plan may choose
to retire from employment at the city. It is the employee's responsibility to notify their supervisor
and the human resources department when they are contemplating retirement. A 30-day written
notice is requested. Upon being qualified under the employee's respective retirement plan, the
employee may be eligible for retirement health benefits as described in the following sections.

Sec. 70-184. Last day of employment.

(2)

(b)

The last effective date of employment is the date of the employee's last physical day of
work. Exceptions may be made for good business reasons by the director of human
resources. Payment for eligible accrued leaves and other termination pay, if any, is paid on
the next regularly scheduled payday. An employee retiring from the city or leaving
employment due to a layoff or reduction in force may use their vacation leave accruals to
extend their last day of employment. A retiring employee may only extend their last day of
employment by the amount of vacation leave accruals they have on the day they give notice
to the city. An employee subject to a layoff or reduction in force may only extend their last
day of employment by the amount of vacation leave accruals they have on the day they are
given official notice of their position being eliminated. Retiring employees and those subject
to layoff or reduction in force extending their last day in this manner will no longer receive
any car allowance, assignment pay, or shift differential after their last day of work.

On or before the employee's last day of work, all city property must be returned to the
employee's department. Failure to return city property can result in a deduction in pay. If an
employee fails to return any city property, and the manager wishes to deduct the value of
the property from the employee’s final paycheck, the manager must first provide written
notice to the employee within ten days after employment terminates, informing the
employee that the property was not returned; the replacement value of the property; and date
when the property was provided to the employee. If not returned within 14 days from the
date the notice is provided to the employee, the city may deduct the value from the
employee’s final paycheck. If the employee subsequently returns the property within 14
days of the deduction of their wages, the city must then repay the employee within 14 days
of the receipt of the returned property.

Sec. 70-185. Retirement health benefits.

(a)

(b)

The city may offer health insurance coverage to employees who retire from employment.
The city does not guarantee that a health benefit plan will continue to be available. The city
reserves the right to modify any health benefit plan, and to end a health benefit plan for
any employee, retiree, or dependent.

In the event a retiree elects not to participate in a health benefit plan, such retiree shall not
be permitted to re-join the health benefit plan at a later date. The retiree shall not be
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permitted to change coverage from single to dependent plus one or family coverage. The
retiree may remove dependents from coverage. In the event a decision is made to procure
a health benefit plan for retirees which is separate from the health benefit plan procured for
employees, the maximum premium cost for retirees for single or family coverage shall be
no more than 150 percent of the full cost for single or family coverage of the employees'
plan.

Sec. 70-186. Layoffs and reductions in force.

(2)

(b)

(©)

(d)

(e)

In the event the city must reduce the workforce for any reason, as determined by the city,
employees may be laid off.

In the event of a layoff, a reduction in force (RIF) will be limited to the department within
which layoffs take place. The primary factors to be used in determining which employees
are affected by the RIF are the individual employee's skill and ability to perform their job
and veteran's preference according to state law. In those positions in which employees
possess differing skills and abilities, the city will retain the employee who is more capable
of performing the job, regardless of seniority. Among the factors to be considered in
evaluating employee skill and ability are performance appraisals, disciplinary actions, and
related information or references to such information filed in employee personnel files
within the human resources department or the supervisor's file. Such determination will be
made by the department's management with agreement from human resources and legal.
In situations in which incumbents' skills and abilities are relatively equal, seniority will
determine the order in which employees are affected by a RIF. Seniority will be calculated
based upon an employee's date of hire as a benefitted employee. Date of hire is the date on
which a regular or probationary employee began employment with the city, and which is
used to calculate eligibility and accruals for sick leave, vacation leave, pension vesting,
and longevity pay.

When only one individual has a particular job title, and the service or program provided by
that individual is a service or program that has been eliminated as part of the RIF, that
individual's position will also be eliminated.

An appointing authority may, with the approval of the city manager, elect either to reduce
the total working hours of employees or reduce the level of payment and responsibility of
the current classification, or both, in order to minimize the effect of general layoffs as
determined by the operational needs of the city.

Employees who have been promoted, but who are serving a probationary period at the time
of a RIF, shall be considered to hold the position in the highest classification in which they
have completed the probationary period.
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Sec. 70-186.1. Notice and preliminary administrative hearing.

(a) Regular employees laid off pursuant to section 70-186 will be given written notice not less
than two weeks in advance of the effective date of such separation, or the employee will
be paid severance pay for two weeks in the absence of such written notice.

(b) Prior to the effective date of separation, the appointing authority shall provide the employee
with an opportunity to be heard and respond to the layoff.

Sec. 70-186.2. Rehire status.

Employees who are separated by layoff are entitled to apply for future job vacancies in the same
manner as an internal candidate for up to one year from the date of the layoff. Employees rehired
after a layoff will be rehired pursuant to section 70-39.

Sec. 70-187. Medical inability to perform.

(a) An employee may be dismissed for disability or inability when the employee cannot
perform the essential functions of the position due to physical or mental impairment.
Separation from employment for such reasons shall not be deemed disciplinary and shall
be recorded as a medical separation. Employees may be required to submit to a physical or
mental examination in accordance with a policy established by the city manager. Such
examination(s) will be conducted by a medical provider selected and paid for by the city.

(b) If treatment is recommended to remedy or alleviate the situation and the employee does
not submit to such treatment within required schedules, or if the treatment cannot be
completed within a reasonable timeframe, the employee may be dismissed due to the
disability. The city will determine what constitutes a reasonable timeframe based on the
business needs of the city.

Sec. 70-188. Severance pay.

If the city manager determines that it is in the best interest of the city, they may authorize severance
pay or benefits to any employee who terminates or separates from city employment for any
reason.”

Section 2. Severability. Should any provision of this ordinance be declared by a court to be
unconstitutional or invalid, such decision shall not affect the validity of the ordinance as a whole,
or any part thereof, other than the part so declared unconstitutional or invalid. The city council
declares it would have adopted this ordinance and each part or parts hereof irrespective of the fact
that any one part or parts be declared unconstitutional or invalid.

Section 3. This ordinance shall be effective five days after publication following final passage.
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INTRODUCED, READ, AND ORDERED PUBLISHED this  day of ,2023.

PASSED, ADOPTED AND APPROVED this day of 2023.

Marc Williams, Mayor

ATTEST:

City Clerk

APPROVED AS TO FORM:
Rachel A. Morris, City Attorney:

BY:

Publication Dates:
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REDLINE/STRIKEOVER VERSION

FOR INFORMATION ONLY -- NOT PART OF THE ORDINANCE
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Strikethrough indicates deleted material

“PERSONNEL RULES

ARTICLE I - IN GENERAL

Sec. 70-1. Short title.

This chapter is known and may be cited as the "Arvada Personnel Rules."

Sec. 70-2. Legislative declaration.

These personnel rules are established pursuant to the provisions of section 7.5 of the Charter. These
regulations do not establish or create a contract of employment, either express or implied, between
the city and any employee. These rules do not grant any right of continued employment to any
employee. These rules are subject to change by the city, including changes to employee benefits

and personnel practices. Any such change may apply to both present and future employees of the

city. The city manager may make exceptions to these rules when necessary to preserve the health,
safety, or welfare of the city.

Sec. 70-3. City prerogatives reserved.

(a) The city reserves all management, administrative, and executive rights to which it is
entitled under these rules, the Charter, and any other provision in this Code or other law,
including but not limited to the following:

(1)

)
3)

4

)

Hiring, promoting, reclassifying, regrading, transferring, retiring, and assigning
employees of the city;

Evaluating employees' skills, abilities, and performance;

Determining beginning and ending times for work and the number of hours to be
worked by an employee;

Determining the location and assignment of work and the size and composition of
the workforce;

Revising, eliminating, combining, and establishing positions;
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(6) Establishing, closing down, or expanding the operation of any facility, department,
or division;

(7 Reducing, increasing, altering, combining, transferring, er-ceasing, or otherwise
curtailing the operation, service, or equipment of any department or division of the
city;

(8) Entering into contracts for services and labor and determining the services and labor
to be performed by any person or entity;

9) Introducing technological changes and new, improved, or modified services,
methods, techniques, and equipment and otherwise generally managing the
operation and directing the workforce of the city in all respects;

(10)  Laying off and recalling employees to work; and

(11) -__Reprimanding, suspending, demoting, finine-dismissing, or otherwise disciplining
employees of the city.

(#2)-b)The city reserves the right to interpret these personnel rules and to promulgate such policies
and procedures as may be necessary to implement them or to assist in their interpretation.
Fhis—neladesSuch right also includes_the right to promulgate, implement, and interpret
policies and procedures specific to a department.

Secs. 70-4—70-30. Reserved.
ARTICLE II - EMPLOYMENT
Sec. 70-31. Equal employment opportunity.

ta)——Equal Employment Opportunity has been, and will continue to be, a fundamental principle
at the City of Arvada, where employment is based upon personal capabilities and qualifications
without discrimination because of race, religion, color, sex, sexual orientation, gender identity,
gender expression, national origin, ancestry, citizenship status, marital status, pregnancy, age,
medical condition, handicap, or disability or any other protected characteristic as established by
law._The city will comply with all applicable federal and state laws and city policy in providing
equal employment opportunities.

51



ASec. 70-32. Definitions and employment status.

The following terms, as used throughout this Chapter 70, shall have the following meanings:

(a)

(b)

Anniversary date of employment means the date on which a probationary, regular full-time
or regular part-time employee began employment with the city and which is the date used
in calculating eligibility and accruals for sick leave, vacation leave, and longevity pay. An
employee who is rehired within 12 calendar months after voluntarily resigning will retain
histhertheir former anniversary date of employment. An employee rehired more than 12
calendar months after voluntarily resigning will have an anniversary date effective on
rehire.

Applicant means a person seeking employment with the city regardless of whether the

(©)

(3d)

person is an internal or external candidate.

Appointing authority means the city manager or any designee thereof who has the authority
to appoint, suspend, transfer, demote, fine;-remove, or otherwise discipline employees of
the city. Typically the appointing authority is the department director of each
administrative department.

At-will employee means an employee who may be terminated at any time, or who may
terminate employment, with or without a reason, and is not subject to the pre-disciplinary,
disciplinary, and administrative review processes. Probationary, health plan eligible,
variable hour, and seasonal;—and—nen-benefitted employees are designated "at-will"

employees.
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(4¢)

(6

Benefits means compensation effor employment in addition to salary or wages offered by
the city from time to time that may include health, dental, vision, life insurance,
participation in a city—sponsored retirement plan, authorized leave accruals and paid
holidays. Generally, when qualifying under the terms described in this article, an employee
is eligible for benefits on the first day of the month following one full calendar month of
employment.

City means the City of Arvada.

(g)

Day means a calendar day unless otherwise specifically stated.

(h)

Emergency service status position employee means an employee classified by the

()

(61)

appointing authority as an employee who is subject to call-back on a 24-hour basis and
who is employed subject to their ability to respond to emergency situations.

Exempt employee means an employee who is not eligible for overtime pay under the Fair
Labor Standards Act (FLSA), as determined by the city._ All exempt employees shall be
deemed salaried employees.

Demotion means a placement of an employee from one position to another position that

(k)

has a lower maximum salary rate than the original position and less authority or
responsibility.

Disciplinary action means a disciplinary suspension without pay, demotion, or other

(#m)

similar employment action taken in response to an employee’s job performance or conduct.

For-cause employee means a regular employee who has successfully completed
histhertheir probationary period and is subject to the pre-disciplinary, disciplinary, and
administrative review processes.

Good standing means that an employee has an overall positive performance appraisal either

(n)

from their annual review if available or as documented by the employee’s immediate

supervisor; the emplovee is not on extended probation nor a performance improvement

plan: and the employee has no written reprimands or disciplinary actions in their official
personnel file within the 12-month period prior to the assessment of good standing.

Health plan eligible employee is-anmeans a variable hour or seasonal employee who wetks

%eme*%heu—%s—per—weeleb&t—dees&aet—e&rems&meethas met the requlrements of being

a&Eher—l-zed—to partlclpate in the c1ty sponsored health plan—m—th%sam%m&&&er—as—a—feg&l-af
full-time-employee, but is not otherwise eligible for city benefits.
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(80)  Job-share employee tsmeans a probationary or regular employee who is scheduled to work
between 20 and 29 hours per week, and whose position is denoted under the city's budget
as a single full-time position, but whichwhose duties are performed by two different
employees. A job-share employee is scheduled to work a minimum of 20 hours per week.

49H—(p) Non-exempt employee means an employee eligible for overtime pay or
compensatory time under the FLSA, as determined by the city.

(H-q) Probationary employee means an employee hired into a regular full-time or regular
part-time position identified in the city's budget and pay plan who has not been formally
evaluated and officially removed from probation by the appointing authority. Probationary
employees are eligible for City-of-Arvadacity benefits provided the employee meets the
minimum hourly threshold for benefit eligibility set forth in this article.

(1) Project employee means a current employee who has been assigned by the city
manager to lead a project deemed necessary for the continued success of the city.

“3)—(s) Promotion means the appointment of an employee to a job in a pay grade with a
higher maximum rate and additional authority or responsibility.

(t) Regular employee means an employee who has completed a probationary period and who
has been removed from probationary status by the appointing authority. A regular
employee may be a full-time employee, a part-time employee, or a job-share employee.

() Regular full-time employee means an employee who is normally scheduled to work
at least 40 hours per week and has successfully completed his/hertheir probationary period.
A regular full-time employee is eligible for City-ef-Arvadacity benefits.

H—v) Regular part-time employee means an employee who is normally scheduled to
work less than 40 hours per week and has successfully completed histhertheir probationary
period. A regular part-time employee is eligible for City-of-Arvadacity benefits on a pro-
rata basis. Regular part-time employees hired on or prior to December 31, 2014
erandfathered-employees™) must work a minimum of 20 hours per week to be eligible for
benefits. Regular part-time employees, excluding job-share employees, hired or rehired on
or after January 1, 2015, must work a minimum of 30 hours per week to be eligible for
benefits.

+H—w) Seasonal employee ismeans an employee who is hired fernoetmere-than-sixmeonths
in-a-ealendar—year,-generally at the same time each year, such as in the spring or in the
winter, and whose duties are typically associated with a function or operation that is
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performed during or because of seasonal conditions. A seasonal employee will not
normally be deemed a health plan eligible employee unless, at the conclusion of a 12-month
measurement designated by the city manager, the employee has worked an average of 30
or more hours per week during said measurement period.

#FH—x) Transfer means placement of an employee in a different position but with the same

pay grade as the employee’s original position.

) Variable hour employee tsmeans an employee whose work schedule may not be uniform
in the number of hours worked, but who is expected to work an average of 29 hours or less
per week when hired. A variable hour employee will not normally be deemed a health plan
eligible employee unless, at the conclusion of a 12-month measurement period designated
by the city manager, the employee has worked an average of 30 or more hours per week
during said measurement period.

Sec. 70-33. Nepotism.

No appointing authority shall appoint or promote any member of histherthe appointing authority’s
immediate family to any position in the city. Unless a supervisory relationship between immediate
family members existed prior to January 1, 2007, from and after January 1, 2007, no employee
may directly or indirectly supervise any member of histherthe employee’s immediate family.
Immediate family means his/herthe employee’s spouse, child, parent, sibling (including natural,
step, adopted, foster, or in-law relationships), aunt, uncle, or cousin. This prohibition also applies
to a person who the employee identifies as histherthe employee’s significant other or domestic

partner whose primary residence or place of primary abode is the same as the employee. The
restrictions of this section concerning supervisory relationships shall apply to initial hires,
transfers, assignments, demotions, or promotions effective on or after December 23, 2006.
Supervisors and managers may, under emergency, short-term, or intermittent circumstances, and
while acting under the authority of their position, direct the actions of their relativeimmediate
family to conduct lawful and necessary activities related only to the emergency, short-term, or
intermittent circumstances. When a situation that runs contrary to this rile/regulationsection arises
through promotion, transfer, or marriage, the affected individuals have 90 calendar days in which
to remedy the prohibited supervisory relationship by one of themthe employees transferring—¢,
where possible), or terminating employment.

Sec. 70-34. Job vacancy and posting.

(a) The appointing authority, or designee thereof, will submit a persennelrequisitionvacancy
questionnaire to the human resources department for approval to post a vacant position.

(b) The city will make reasonable efforts to post all vacant positions and vacant promotional
opportunities for a minimum of five business days, unless there is a business reason as
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approved by the human resources;sueh-as-anunexpired-ehigibility Jist director, or there-are
qualified-candidatesfrom-arecentinterviewproeess-their designee. Vacant positions may

be posted for “internal applicants only” if a qualified pool of current employees has been
identified by the hiring supervisor and human resources. The appointing authority may
consider internal candidates who den'tdo not meet the minimum qualifications for a
position based on past performance and demonstration of aptitude to perform at a proficient
level. If selected, the internal candidate must meet the minimum requirements within a
stated period of time.

td)y  Vacant positions will be posted internally and may be advertised by-externally. The posting

an-anpouheement-The-snnowncement-will specify-:
(1) the title, salary range, benefits, duties of the position, and minimum qualifications;
(2) the time, place, and manner of making an application;

3) the closing date for receiving applications; and

“4) any other pertinent information related to the vacant position.

Sec. 70-35. Interviewing, testing, and selecting employees.

(a) All appointments to positions will be made according to individual merit to be
ascertained, in so far as is practical, by open, competitive examination. The selection
process will fairly evaluate the capacity and fitness of the applieantsapplicant to perform
the duties and responsibilities of the position. A range of testing options may be used,
including, but not limited to, written, oral, physical, polygraph, and psychological- tests.

Consideration may be given to past performance reviews, reference checking, background
checking, or any combination thereof. ApplicantsAn applicant may be required to verify
any statement contained in their application for employment. Applicants competing for the
same position will be subject to the same selection process.
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te(b) An applicant who takes part in the selection process will be notified of histherthe
applicant’s status.

(dc)  Any applicant for city employment may be tested by the city for controlled
substances at the expense of the city and at a laboratory selected by the city upon an offer
of employment and prior to appointment.

(el)  Any applicant who refuses to submit to the controlled substances test or participate
in any employment test will be disqualified from consideration for employment by
the city.

2) Should an applicant's test reveal a positive illegal controlled substances result, the
applicant will not be eligible for employment by the city.

(gd) It is the responsibility of the eandidateapplicant to notify the human resources
department of any change ef-histherin the applicant’s availability or histherthe applicant’s
contact information.

(he)  After completion of the selection process-and-appropriate-backeround-cheeking,-,
the appointing authority will select the eandidateapplicant deemed most qualified for the

position through the examination process—mak&a—;eb—eﬁfe&aﬂd—ﬁe&ﬁy%he The human
resources department ef-th :
must validate the appointment and #perform the eaﬂd-}da%eapproprlate background checks.
If the applicant accepts the appointment following the appropriate background checking,

and reports for duty at the time the appointing authority designates, the eandidateapplicant
is deemed to have been appointed. While the city will select the most qualified
eandidateapplicant for a position, city employees will be given significant consideration
when qualifications are deemed substantially equal.
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gf)  Health plan eligible, variable hour, or seasonal;-ernen-benefitted appointments will
be made by the hiring supervisor after interviews, references-and, or other job-related tests
have been conducted.

(kg) When an employee is granted a military leave of absence, the position may be
temporarily filled for the length of time the employee is on military leave-Upen-retara-of
%h%empleye%ﬁﬁem in accordance with the policy regarding mlhtary leave %thm—ﬁ%e

Fe&ssrgﬁed—a{—th%&s%eﬁeﬁ—eﬁt-h%estabhshed bV the 01ty— manager.

Sec. 70-36. Probationary period.

(a)

(b)

(©)

The probationary period is part of the selection process and will be utilized for the purpose
of observing thean employee's work and suitability for the position.

All employees appointed, promoted, transferred, voluntarily reassigned, demoted, or
reemployed;-erreecalled i recall-is-after 180-calendar-days; shall be required to serve a
regular probationary period. Employees reemployed in the same position within 180
ealendar-days of separation of employment are not required to serve a probationary period
unless the persenemployee was still within his/hertheir probationary period at the time of
separation of employment.

The probationary period for all employees who are in positions identified in the city's pay
plan shall be 12 months. The probationary period for any employee may be extended,
before the expiration of the initial probationary period, up to an additional six months, upon
the approval of the appointing authority. At the successful completion of the probationary
period, the employee becomes a regular employee.

te(d)

Prior to the completion of an employee's probationary period, the appointing authority will
submit a completed evaluation report on the empleyeeemployee’s performance to the
human resources department. In addition to anthis evaluation—ef—the—employee's
perfermanee, the appointing authority will determine whether or not the employee is to be
placed on regular status. The evaluation report will be reviewed with the employee by the
supervisor and the employee will receive a copy. If the evaluation report is not available in
time, the period may be extended by the etty-managerappointing authority for a reasonable
time, not to exceed six weeks; however, any subsequent increase in salary, or subsequent
appointment to regular status, shall be made retroactive to the date on which the employee
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(fe)

(gD

(hg)

would normally have been eligible for regular status. The employee is still considered to be
on probation until such a time s/hethe employee is officially removed from probation by the
appointing authority. Fhe-dateWhen the employee is placed-en—regularstatus—becomes
histher—evaluation—date—Evaluation—date—means—the—dateofficially removed from whieh
timeprobation, the employee will receive a pay increase and the employee’s performance

evaluation date will be eemputed—in—orderadjusted to determine—eligibilitythe annual
evaluation date established for salary-inereases-regular employees.

In cases where an employee's performance is on a continuous and sustained level exceeding
the requirements and expectations for the job, any portion of the last six months of the
probationary period may be waived for those subject to a probationary period. When such
action is recommended, the appointing authority will submit supporting evidence to the
human resources department that the employee is performing at a level above that normally
expected in the position. The employee will then receive a steppay increase and the
evaluation date will be adjusted—Fhe-employee'snext to the annual evaluation wil-be-ene

year-from-the-date sthe-wasreleased-fromprobatien-established for regular employees

An appointing authority may dismiss an employee with or without cause at any time during
the probationary period.

An employee appointed by promotion or transfer and;but who does not satisfactorily
complete the probationary period may, upon recommendation of the appointing authority,
bereinstated-toapply for a position in the class occupied by the employee immediately prior
to the promotion or transfer, if a vacancy in that class exists at that time:--etherwise-sueh. If
a vacancy does not exist, the employee will be terminated from employment.

Sec. 70-37. Promotions and transfers.

(a)

The city encourages employees to assume higher-level positions or lateral transfers for
which they qualify. Toward this end, the city pestswill post all positions unless there is a
business reason not to post the position as approved by the director of human resources.
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te)—TFhe(b) An employee must be in good standing to be considered for a promotion or transfer.

(c) With the exception of promotions pursuant to established career progression models, the

appointing authority may consider internal candidates who den'tdo not meet the minimum
qualifications for a position based on past performance and demonstration of aptitude to
perform at a proficient level. If selected, the internal candidate must meet the minimum
requirements within a stated period of time.

(H—Fhed) Upon promotion or transfer the employee w111 serve a probatlonary perlod in the

Sec. 70-38. Voluntary reassignment.

(a) When an employee applies for a position which is at a lower grade;—sueh_than the
employee’s current grade, the employee’s application will be considered a request for a

voluntary reassignment.

te(b) The employee will serve a probationary period in the new position. The date of
reassignment will become the new evaluation date for purposes of a probationary
performance evaluation.

(dc) Employees who move to a lower grade through a voluntary reassignment will have a one-

time option to cash in their vacation leave (and compensatory time (for nonexempt

employees) at the higher rate of pay—"PhesM&e—wer%kn—red—p&er—teJQeeemberéJ—l—Qﬂ—Q—

emple{yqﬁe&t—a{—ﬂ&ﬁ}evwgmdeaccordance w1th city Dohcv
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(ed)

(fe)

At termination, any accruals eligible for payout will be calculated at the employee's then
current rate of pay.

Upon a voluntary reassignment to a non-exempt position, exempt employees will not be
paid for accrued compensatory time, nor will such time transfer to the new position.
Benefits will transition to the plan of the new position effective on the first day of the
transfer. Leave will begin accruing at the new rate on the first day of the transfer as
provided in Article IV, Attendance and Leave, of this chapter. The employee will not lose
service years counted towards vacation accrual or retirement vesting or years of service.

Sec. 70-39. Re-employment.

(a) An employee who is rehired at the city within 12 calendar months of veluntariyresigninga

layoff or a voluntary resignation may retain all leave accrual rates and compensation if
reappointed to the same position as-theyleft-held prior to the separation from employment.
Vesting in retirement plan(s) upon rehire will be based upon the provisions of the
appropriate retirement plan document.

(b) An employee who is rehired to a different position than the ene-they-teftposition held prior

to a layoff or resignation within 12 calendar months of veluntarilyresieningthe separation
from employment will only retain their leave accrual rate. TheyThe employee’s
appointment rate will be paidhandled in the same manner as a new employee. Vesting in
penstonretirement plan(s) upon rehire will be based upon the provisions of the appropriate

penstonretirement plan document.

(c) Rehired employees in either situation under subsection (a) or (b) will serve a probationary

period pursuant to section 70-36(b) and will be treated in the same manner as a new
employee for all other purposes.

(d) Employees who were involuntarily separated from the city for violations of city policies or

procedures or resigned in lieu of termination shall not be considered for rehire.

Sec. 70-40. Personnel file.

(a)

(b)

The human resources department will establish and maintain a personnel file for each
employee which will contain all official records pertaining to the employee. This file is the
employee's official file. The director of human resources or a designee thereof will allow
or deny inspection of personnel files in accordance with the provisions relating to the
inspection of public records.

Employees may review their personnel file under the supervision of a human resources
staff member. An-employyeeEmployees may request a copy of histhertheir entire file or
particular sections.
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() An-employeeEmployees may not review tests, references, or other materials associated
with histhertheir approval or denial of a position with the city.

(d) Supervisors should keep a working file on each employee that consists of any performance
notes, verbal and written reprimands, leave requests, and contact information. FheAny
original written reprimandreprimands issued to the employee must be placed in the
personnel file located in the human resources department. A copy may also be placed in
the supervisor's file.

Sec. 70-41. Performance evaluation.

FheFor each regular employee, the appointing authority, or designee thereoffor-each—regular
employee, will complete an evaluation of the employee's performance annually and at such other
times as deemed appropriate by the appointing authority. The appointing authority or designee
may perform unscheduled evaluations as necessary. The original performance evaluation must be
placed in the personnel file kept in the human resources department. A copy may also be placed
in the supervisor's file.

Secs. 70-42—-70-49. Reserved.

ARTICLE III - EMPLOYEE COMPENSATION

Sec. 70-50. Pay plan and classification system.

The Gity-ef-Arvadacity will pr0V1de its employees with a classification system and pay plan that
meets the city’s total eem aten § Ay an he pefits-rewards
philosophy and complies with all applicable federal and state laws.

Sec. 70-50.1. Pay plan.

(a) The city’s pay plan contains a list of all regular budgeted positions and corresponding
salary schedules. A proposed pay plan will be submitted to the city council by the city
manager_or their designee for adoption by resolution in coordination with the annual
budget. The pay plan may be amended at any time by resolution of the city council upon
the recommendation of the city manager.

(b) By written directive, the city manager, acting upon the recommendation of the director of
human resources, and subject to the availability of funds, shall be authorized to make
temporary adjustments to the classification system and pay plan not to exceed 12 months
in duration. No temporary adjustment to the classification system and pay plan shall be
deemed final until approved by the city council as provided hereins-sueh. Such review and
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approval by the city council temay occur at such times as recommended by the city
manager, but in any event not later than the next review of the annual budget.

Sec. 70-50.2. Classification system.

(a)

(b)

(©)

The city will implement a job evaluation process that will create and maintain a framework
to allow an equitable and cost-effective salary structure; called a “classification systems-.”
The classification system is created when city positions are evaluated and grouped together
into pay grades in a pay plan—Pay-grades-are-determined-by-analyzing-the based on similar
job dutles skillskills, qualifications, effort and respons1b1ht1es—ef—pes+t}eﬁs—aﬁel—seﬂ+ng

wrth—s&mLar—é&tres—ser—eﬁfert—aﬂd—respeﬂS}b*&es— A “pay grade” is a range of pay that
represents the internal and external market value range-for the positions in the grade. The
minimum rate means the bottom of the pay grade and the maximum rate means the top of
the pay grade.

As part of the job evaluation process, a new or updated job description approved by the
appointing authority, must be submitted to human resources before any addition or change
can be made to the classification system or pay plan. The job description is a formalized
statement summarizing the essential duties and responsibilities, and required qualifications
to perform a job.

HumanThe human resources_department will consult with the appointing authority or
designee to review internally equitable positions and relevant published salary survey data
for a similar job or jobs that reflect similar duties, skills, qualifications, effort and
responsibilities. Upon completion of the evaluation, the human resources_department will
determine the appropriate pay grade for a position.

Sec. 70-50.3. Reclassifications.

(a)

Each fiscal year, the human resources department will mentter—the-marketfor evaluate
changes using-published-surveys-to ensurejob descriptions to determine if a position should

be reclassified in accordance Wlth a policy established by the city remams—eempetrtw&m

b)——(b) A reclassification is a change in a position’s pay grade based on the results of a job

evaluation. A position may be reclassified if there are significant changes in the duties-and,
skills, qualifications, effort, or responsibilities of the position and such duties—change
changes significantly affect the position's internal and market value.
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() The job evaluation is performed for all new or reclassified positions.

Sec. 70-51. Paydays.

Regular paydays for the-City-ofArvadacity employees are every other Friday:a-pay-statement-will

. . amerfo . o i the citvis best interest. When
the regular payday falls on a holiday for which city offices are closed, payroll will inform
employees of the alternate payday. On—each—payday—the—employeeA pay statement will be
delivered, either electronically or in paper format, whichever is in the city's best interest. On each
payday, the pay statement will show gross pay, deductions, and net pay. Direct deposit to an
institution of the employee's choosing is required for a city employee to receive histhertheir bi-
weekly pay. Automatic deductions authorized by the city, such as additional tax withholding,
contributions to city--sponsored voluntary benefit plans, and individual savings plans, may also be
arranged through the human resources departmentand finance departments. Annual or monthly
pay rates are recalculated to correspond to the city's bi-weekly payment schedule.

he Ae arean fa aVa’ ale .. A '
Sisms v Sh O YO

Sec. 70-52. Base pay.

Base pay is the fixed compensation paid to an employee for performing specific job responsibilities
and reported in the pay plan through an hourly calculation.

Sec. 70-53. Appointment rate.

(a) The appointment rate will be determined based on an evaluation of an applicant's
qualifications, including relevant education, training, and experience as compared to others
in similar positions. Appointment rates above the middle of the pay grade may be paid with
approval of the city manager or designee thereof. No position will be paid above the
assigned salary grade maximum.

(b) The appointment rate for an employee who is rehired at the City after a layoff or voluntary

resignation will be handled pursuant to section 70-39.

(c) The appointment rate for an employee upon transfer, promotion, demotion or voluntary
reassignment will be handled pursuant to section 70-59.

Sec. 70-54. Disciplinary rate.
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ActReserved.

Sec. 70-55. Pay increases.

(a)

(b)

Pay rate increases within an established pay grade may be granted to an employee based
on an employee's performance. An employee will first be considered for a pay increase
upon satisfactory completion of the required employment probationary period. Thereafter,
employees may be considered for additional pay increases upon either the satisfactory
completion of each 12 subsequent months of service, or upon a date established by the city

manager as the annual pay increase review date until the employee reaches the maximum
rate of the pay grade. All pay increases will be submitted to the director of human resources
or a designee for review. No pay increase may be granted in excess of the maximum rate
for the pay grade.

In instances where an employee is denied a pay increase based on performance, the
employee's supervisor or appointing authority will make-itknown-in-writing-te inform the
employee in writing of the required areas forin which the employee needs performance
improvement-ef-performanee. The performance of an employee who is denied a pay rate
increase may be reviewed again at a time determined by the appointing authority.

Sec. 70-56. Overtime and compensatory time.

The city will pay overtime and award compensatory time in accordance with applicable federal

and state laws, these personnel rules, and any applicable policies established by the city manager.

Sec. 70-56.1. Non-exempt employees.

(a)

A non-exempt employee-a , - e 353
and who works in the designated work week longer than 40 hours will be paid for such

work in excess of 40 hours at a rate equal to one and a half times the employee's regular
hourly rate of pay. Non-exempt employees who are regularly scheduled for 12-hour shifts
and who work longer than their scheduled hours during the designated work week will be
paid for such work in excess of their scheduled hours of the week. FheySuch non-exempt

employees will be paid at a rate equal to one and a half times the employee's regular hourly
rate of pay.
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(b)

(ed)

(fe)

(gD

Overtime worked by any employee efthe-eity-must be authorized in advance by either the
employee's appointing authority or divisionhead-or-designee thereof. The following leaves
will be considered as-work days for purposes of computing overtime: sick leave, holiday,
floating holiday, extended care leave, fatigue leave, city closure, injury leave, bereavement
leave, military leave, administrative leave, and jury duty. Leave time taken, but not listed
herein, shall not be considered as-time worked for purposes of determining overtime
eligibility.

(ex-1) Exception: Vacation time—taken—and compensatory time taken may be used for
purposes of computing overtime if it is taken during a week in which an employee;
whe-helds-a-designated-emergency service status pesitiensemployee works for non-
discretionary reasons during time which fases—with-er-occurs immediately before
or after hﬁ#herthelr normally scheduled hours for that day Emelﬁgeney—ser—ﬁee

exempt employee may choose to receive compensatory time in lieu of pay for overtime
work at a rate equal to one and a half hours for each hour of work for which overtime pay
is required by this section. A written agreement to permit accrual of such compensatory
time must be executed by the employee to permit the accrual and use of compensatory
time. However, if the agreement is provided, an employee can accrue no more than 40
hours of compensatory time. Any overtime work in excess of such 40-hour accrual
limitation for compensatory time will be paid to the employee as provided above.
Compensatory time off may be taken by a non-exempt employee at a time determined by
the employee's appointing authority;-divisien-head or designee thereof, to be convenient to
the city and, where possible, the employee.

A non-exempt employee who terminates employment with the city for any reason iswill
be paid for any accrued and unused compensatory time at the hourly rate of pay of the
employee at the time of termination.

Upon notice to payroll, non-exempt employees may choose to cash out their compensatory
accruals at any time.

A non-exempt health plan eligible, variable hour, or seasonal;-er-nen-benefitted employee
required to work on a city--designated holiday will be compensated at a rate equal to one
and a half times the employee's regular hourly rate of pay for all hours worked during that
holiday. When a holiday falls on a Saturday or Sunday and is observed by the city on an
alternate day (Friday prior or Monday following), the appointing authority shall determine
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which day of work (the holiday or the city observed day) the non-exempt health plan
eligible, variable hour, or seasonal;-er-nen-benefitted employee will receive the additional
compensation provided herein. The employee may only receive the additional pay for one
day per holiday.

Sec. 70-56.2. Exempt employees.

(a) A-regrtar-or-probationary-An cxempt employee of-the-eitv-who-ts-exempt-as-provided-in
Seetion213-of the Fair LaberStandardsAet-o+1938-as-amendeds-and-who works in any
work week more than 40 hours aeersesshall accrue compensatory time at the rate of one
hour for each hour worked in excess of 40 hours in a work week. Exempt employees who
are regularly scheduled for 12-hour shifts and who work longer than their scheduled hours
during the designated work week will accrue compensatory time at the rate of one hour for
each hour worked in excess of their scheduled hours of the week. AH-exempt-employees

shalbbe-deemed-saknted-emplovees.

(b) Compensatory work must be authorized in advance by an employee's appointing authority;
drvisionhead or designee thereof. The following leaves will be considered as work days
for purposes of computing compensatory time: sick leave, holiday, fatigue leave, floating
holiday, extended care leave, city closure, injury leave, bereavement leave, military leave,
administrative leave, and jury duty.

(e)-1) Exception: Vacation time taken-and compensatory time usedtaken may be used for
purposes of computing compensatory time if it is taken during a week in which an
employee,—who-helds—a designated emergency service status pesttiensemployee
works for non-discretionary reasons during time which fases—with—er—occurs
immediately before or after hﬁ#herthelr normally scheduled hours for that day

emer—geney—sx—t&aﬂeﬂs—Such time must be approved by h}s#herthelr supervisor.

(d——A-regularorprebatienary(c) An exempt employee will accrue no more than 40 hours of

compensatory time- at any given time. However, the city manager may, by administrative
directive, authorize accruals of compensatory time in excess of 40 hours. Any hours
accrued in excess of the 40-hour compensatory time accrual limitation and not otherwise
authorized or permitted by administrative directive of the city manager will be forfeited.
Compensatory time off may be taken by an exempt employee at a time determined by the
employee's appointing authority;-division-head or designee thereof, to be convenient to the
city and, where possible, to the employee. Upon termination of employment, or upon

separation for any other reason, an exempt employee is not entitled to any payment or
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reimbursement for accrued compensatory time at the time of such termination or
separation.

Sec. 70-57. Pay for part-time work.

Pay for part-time work is at the equivalent hourly rate set forth in the pay plan. Pay for holidays,
sick leave, and vacation to regular and probationary part-time employees is on a pro rata basis, as
determined by the part-time employee's work schedule. Regular and probationary part-time
employees will also pay for applicable benefits on a pro rata basis, as determined by the part-time
employee's work schedule. Health plan eligible, variable hour, or seasonal;—er—nen-benefitted
employees who work part time hours are not eligible for city benefits except as provided in section
70-32 of this chapter.

Sec. 70-58. Pay for health plan eligible, variable hour, or seasonal;-er-noen-benefitted_ work.

Pay for health plan eligible, variable hour, or seasonal;-ernen-benefitted work may not exceed the
maximum rate for an equivalent position in the pay plan. No employee benefits are granted to a
health plan eligible, variable hour, or seasonal;-erren-benefitted employee except as provided in
section 70-32 of this chapter.

Sec. 70-59. PayAppointment rates upon transfer, promotion, demotion or voluntary
reassignment.

ta)——TIf an employee is transferred, promoted, demoted, or voluntarily reassigned, the rate of pay
for the employee in the new position will be as-foHews:

oftransfer-based on pe

and seniority, as compared to others in similar positions. This iereasenew pay
amount will not be less than the minimum rate or more than the maximum rate for
the new grade. aplovec-wi o8 ationary-periodin new HoR:
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serve a probationary period in the new position.

Sec. 70-60. Pay rates upon reclassification.

1

will-be—placed—into—thenew—gradewill be determined based on an assessment of the

employee's qualifications, including relevant education, training—and, experience, and

seniority as compared to others in similar positions. This new pay amount will not be less
than the minimum rate or more than the maximum rate for the new grade.

(b)

An employee who has been reclassified will be considered for additional pay increases

upon either the satisfactory completion of each 12 subsequent months of service from the
date of reclassification, or upon a date established by the city manager as the annual pay
increase review date until the emplovyee reaches the maximum rate of the pay grade.

Sec. 70-61. Pay rates for temporary acting assignments.

(a)

An employee may be temporarily assigned in an acting or interim capacity to a position in
a higher pay grade than the position the employee normally occupies. If the employee
assumes all authority and responsibility for the new position and the assignment exceeds
three calendar weeks, the employee will be granted a temporary increase to the step in the
new grade based on an assessment of the employee's qualifications, including relevant
education, training—and, experience, and seniority as compared to others in similar
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(b)

(©)

(d)

positions. This increase cannot be less than the minimum or greater than the maximum rate
of the pay grade of the position they-arethe employee is filling. Temporary assignment pay
will be paid for the full period of the temporary assignment, retroactive to the first day.

If an employee is serving in a temporary assignment and the employee is due to be
considered for a pay increase based on their performance in the position they normally
occupy, the employee may be considered for a pay increase upon their return to the normal
position and the pay increase will be issued retroactive to the date it was originally due.

If a temporary acting assignment exceeds a period of 12 months, the employee may be
considered for a pay increase upon completion of 12 months in the temporary acting
assignment, or at a time designated by the city manager as the annual salary review date.

Notification of acting status and requests for pay increases during a temporary assignment
must be made by memorandum from the appointing authority to the director of human
resources.

Sec. 70-62. Longevity pay.

Certain employees hired prior to December 31, 1978, are entitled to longevity pay. Such pay is
recognized and ratified for these employees. The city manager may establish administrative
procedures for the administration of this compensation.

Sec. 70-63. Reduction of wages.

(a)

Subject to the requirements and limitations of the Fair Labor Standards Act (FLSA),
reduetion-efreductions in an employee’s regular pay may be made for any of the following

reasons:
(1)  Unauthorized absence-,

(2) Absence due to illness after all sick leave, holiday leave, floating holiday leave, and
vacation time has been used-,

(3) Absence due to suspension from duty without pay-,
(4)  Leave without pay-,

(5)  Disciplinary fine:

{6)——Overpayments:, or

(76)  Any other absence not authorized by the-rules;regulations;this Chapter 70 or by the
City-Managercity manager.
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(b) Whenever an employee works for less than the regularly established number of hours a
day, days per week, or weeks per month, the amount paid shall be pro-rated rata based on
the number of hours worked for that pay period.

(c) The employee's appointing authority will approve all reductions in pay.

(d) It is the City-of-Arvada'scity’s policy to comply with the salary basis requirements of the
Fair LaberStandards-AetFLSA. Therefore, the city will not intentionally make improper
reductions of pay from the salaries of employees not permitted under FLSA. If an employee
believes that an improper reduction of pay has been made to histhersalary-sthetheir pay,
they should report this information to payroll or the human resources department. Reports
of improper reductions of pay will be promptly investigated. If it is determined that an
improper reduction of pay has occurred, the employee will be promptly reimbursed.
Furthermere+f the city makes an overpayment, the city will set up a repayment schedule
after conferring with the employee.

Sec. 70-64. Call-back pay.

Regular and probationary non-exempt employees who are called back to work outside of their
regular work hours shall be paid a minimum of two hours of overtime pay at one and one-half
times the normal rate of pay. _A regular or probationary non-exempt employee may choose to
receive compensatory time in lieu of overtime pay. The two-hour minimum shall not apply when
the overtime hours overlap with or fusecoincide with the normal work hours. _ The
empleyee'semployee’s supervisor has the right to assign an employee under this provision to work
on any other projects for the full two hours paid. Multiple eal-eutscallouts within any two-hour
timeframe will count as one eal-eutcallout for this section. _Call-back pay applies to non-exempt
employees subpoenaed to appear in court on the-behalf of the City-ofArvadacity outside of their
normal work hours.

Sec. 70-65. On call pay.

a)——Regular and probationary non-exempt employees assigned to be on call-and-earrya-pager;
cell-phone-or-othertypes-of paging-deviees for a set period and required to be available to respond

to emergency situations on a 24-hour a day basis will be paid on call pay. Such employees may
not consume alcohol or any impairing controlled substanee-substances or drugs, including
marijuana, during their on-call period and will need to respond to the emergency situation in a time

frame determined by the employee's department. The employee shall be compensated, in addition
to histhertheir regular pay, in accordance with a policy established by the city manager.
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Sec. 70-66. Assignment pay.

As&gﬂmeﬂt—pa%}s—pa*d—te—aﬁ—neﬂ—aeemﬁ—regt&af egula and probatlonary non- exemp employees

and-a s51gned to be on call 24 hours per day—seven—days—a—weeleeﬂ—&& for a continuous, consecutlve
and ongoing basis of 27 weeks or more and required to respond to an emergency situation will be

paid assignment pay. Such employees may not consume alcohol or any impairing controlled
substances or drugs, including marijuana, while on assignment and will need to respond to the

emergency situation in a time frame determined by the employee's department. The employee shall
be compensated in addition to histhertheir regular pay in accordance with a policy established by
the city manager.

Sec. 70-67. Shift differential pay.

FheseNon-exempt regular and probationary employees who are scheduled on an ongoing basis to
work shifts that are other than that which is generally considered as the day shift shall be
compensated at a rate of one percent of pay for second shift/swing shift and two percent for third
shift/graveyard shift. Shift differential pay will be calculated on the employee's base plus overtime
pay or compensatory time pay.

Sec. 70-68. Transportation allowance, travel, and miscellaneous expenses.

Employees who incur expenses in the conduct of city business, such as use of a personal car, out-
of-pocket miscellaneous expenses, and travel expenses while in attendance at approved meetings
and conferences, shall be reimbursed for such expenses in accordance with a policy established by
the city manager.

Sec. 70-69. Bonuses and special incentives.

The city manager may implement bonuses or special incentive programs in addition to the salary
rates established in the official pay plan.

Sec. 70-70. Pay at death.

Upon the death of an employee, any pay due to the employee will be paid to the employee's
surviving spouse. If the employee has no surviving spouse, any pay due to the employee will be
paid to the employee's estate.

Sec. 70-71. Deferred compensation.
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Employees are permitted to participate in a deferred compensation or other such plan as authorized
by the city council and approved by the city manager. Employees may exchange a portion of
regular vacation and/or vacation exchanged for sick leave as specified in seetion70-1052-of this
chapter-a policy authorized by the city manager. The monetary value of this exchange will be put
into the employee's deferred compensation plan subject to the terms and limitations established by
the city manager.

Sec. 70-72. Medical and dependent care spending accounts.

Regular and probationary employees may participate, in accordance with applicable state and
federal law, in pre-tax medical care and dependantdependent care spending accounts as authorized
by the city council and approved by the city manager. Employees are authorized to have such
amounts as they may choose withheld from their paycheck, subject to the terms and limitations
that the city manager deems lawful and appropriate, and to spend such sums consistent with the
purposes of the spending accounts. The city is authorized to withhold from the employees such
amounts to pay and make payment on behalf of the employees consistent with the terms and
limitations established by the city manager. The city is authorized to determine the lawful
disposition of such spending account funds withheld but not spent in a manner consistent with
applicable state and federal law.

Sec. 70-73. Retirement health savings plan.

Regular and probationary employees may participate, in accordance with applicable state and
federal law, in retirement health savings planplans as authorized by the city council and approved
by the city manager. Employees are authorized to have such amounts as they may choose withheld
from their paycheck, subject to the terms and limitations that the city manager deems lawful and
appropriate. The city is authorized to withhold from the employees such amounts to pay and make
payment on behalf of the employees consistent with the terms and limitations established by the
city manager. The city is authorized to determine the lawful disposition of such spending account
funds withheld but not spent in a manner consistent with applicable state and federal law.

Secs. 70-74—-70-99. Reserved.
ARTICLE IV - ATTENDANCE AND LEAVE
Sec. 70-100. Hours of work, work assignments, and schedules.

(a) All employees have a seven day work period that complies with the Fair Labor Standards
Act. Unless otherwise authorized in writing by the director of human resources, the work
period begins at midnight (12:00 a.m. M.S.T.) on Saturday and ends at 11:59 p.m. M.S.T.
on Friday. The normal work schedule may vary within divistensdepartments based on
business reasons set by management.
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(b)

(c)

Supervisors—areThe appointing authority, or their designee, is responsible for scheduling
work assignments. The appointing authority or histhertheir designee may change work
assignments, schedules, organization, or structure at any time based on the needs of the
city.

Flexible and remote work schedules may be available when—set%e%te—ﬂ&%pabhc—er—e&hef

M%e&x—g&e%l—n—es@abhshmgm accordance Wlth a ﬂaa—b%%sehedﬂ-l%ﬂqeemp}eye%m&st
. policy
by the city

approved 1
manager.

Sec. 70-101. Time reporting.

(a)

(b)

The attendance of all employees is recorded daily by each department and is submitted to
payroll every two weeks. Attendance records are city records and care must be exercised
in recording the hours worked, overtime hours, compensatory time accruals, leave taken,
and absences. Employees are responsible for accurately and correctly recording their own
time and may not complete time records for another employee unless specifically
authorized to do so by that employee's appointing authority or their designee.

Any time away from work during an employee's scheduled hours must be documented on
the time entry form. Time away from work requires prior approval from the employee's
supervisor. Use of sick, vacation, holiday, floating holiday, eempcompensatory time, or
any other use of time must be reported. Leave time can be used in 15-minute increments.
Regular and probationary employees must account for all scheduled time by entering hours
worked or approved paid or unpaid leave.

Sec. 70-102. Attendance and punctuality.

Employees are required to be in attendance at their work location in accordance with their job
assignment and approved work schedule. Employees are expected to be at work on all scheduled
work days and during all scheduled work hours and to report to work on time. Employees must
report any absences and tardiness according to the guidelines determined by the employee's
appointing authority.

Sec. 70-103. Holiday leave.

(a)

All regular and probationary full-time employees are granted 13 eight-hour paid holidays
each calendar year. Ten of these holidays are the following:

(1) New Year's Day;
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(b)

(c)

(d)

(e)

(2) Martin Luther King, Jr.'s Birthday;
3) Presidents' Day;

4) Memorial Day;

(%) Juneteenth;

(6) Independence Day;

(7) Labor Day;

(8) Thanksgiving Day;

9) Day after Thanksgiving; and

(10)  Christmas Day.

Holiday means the period between midnight (12:00 a.m.) to 11:59 p.m. of the day on which
the holiday occurs.

The remaining 24 _holiday hours are floating holidays and will be scheduled and taken
between the first and last pay period of the current year by each employee with the approval
of the employee's supervisor. In the case of employees assigned to shift work, whose
services are required on a 24 hours-per-day or seven days-per-week basis, the holidays
shall be set out in the employee's annual work schedule in a time convenient to both the
employee and the city. If a probationary employee is hired between February and
December, sthethe probationary employee will receive a pro ratedrata amount of floating
holiday time for the first calendar year of employment. The amount received will equal
two hours for each month of employment during the calendar year in which sthethe
probationary employee is hired. For example, an employee hired in November will receive
four hours of floating holiday time for the first calendar year. The time will be placed in
the employee's floating holiday accrual in one lump sum.

Upon termination, an employee will be paid for any unused holiday time for holidays that
have already occurred. Any holiday time used, but unearned at the time of termination, will
be deducted from accrued leaves or final pay. Floating holiday will be considered as
"earned" at a rate of two hours per month.

When a holiday occurs on Saturday, the preceding Friday will be observed; when it occurs
on Sunday, the following Monday will be observed. When a holiday occurs during an
employee's vacation, the employee may use the holiday time. Vacation is not charged for
that holiday. If an employee is on sick leave on a holiday, the employee may use the holiday
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time. Sick leave is not charged for the holiday. If an employee is scheduled to work on a
holiday and is sick, holiday leave is not charged for the scheduled work day. If an employee
is scheduled to work on one of the nine designated holidays s/hethe employee will record
regular hours worked. S/eThe employee will then have the unused holiday hours available
to use on another day at a time convenient to both the employee and the city.

) Regular and probationary part-time employees will receive holiday pay on a pro rata basis,
as determined by the part-time employee's work schedule.

(2) Regular and probationary employees who are on administrative leave on a designated
holiday will charge his/hertheir time to administrative leave for that day and will have the
unused holiday hours available to use on another day at a time convenient to both the
employee and the city.

Sec. 70-104. Vacation leave.

(a) Each regular and probationary full-time employee earns and is allowed to take annual
vacation leave with pay as follows:

Years of Service Monthly Accruals (Hours)
Civilian Sworn Police
0 through 4 8 9.33
5 through 9 10 10.66
10 through 14 12 12.66
15 or more 13.33 14.66
(b) Regular and probationary part-time employees will receive vacation leave on a pro rata

(©)

basis, as determined by the part-time employee's work schedule.

Vacation time may not be taken until after it is earned. The time at which an employee
takes vacation will be determined by his/herthe employee’s supervisor at a time convenient
to both the employee and the city. If an illness occurs while an employee is on vacation
and would normally justify allowance for sick leave, then that time will not be counted
against vacation leave if so requested by the employee and approved as provided for in the
appropriate leave section. Regular and probationary employees who are separated from the
city will be compensated for vacation accrued to the date of separation at the employee's
rate of pay at the time of separation. The only exception to this rate of pay is the excess
vacation accruals referred to at the end of this section.
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(d) No employee shall, without the express written consent of the city manager, accrue at any
time more vacation leave for civilian or sworn police employees respectively than the

following:
Years of Service Accrual Maximums (Hours)
Civilian Sworn Police
0 through 4 192 224
5 through 9 240 256
10 through 14 288 304
15 or more 320 352

(e) For regular and probationary part-time employees, such maximums are determined on a
pro rata basis, as determined by the part-time employee's work schedule. If a regular or
probationary employee's scheduled hours are reduced resulting in a lower maximum (for
example, from full-time to 50 percent part-time), the employee will be paid the dollar value
of any vacation hour accruals in excess of the new, pro-rata maximum. This payment will
occur at the time of the change in hours.

6] Certain employees are entitled to excess vacation accrual amounts from 1985 and 1997.
Such leave accruals are recognized and ratified. The city manager may establish
administrative procedures for the administration of this benefit.

Sec. 70-105. Sick leave.
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The city will grant sick leave to employees in accordance with applicable federal and state laws
and a policy established by the city manager.

Sec. 70-105.1. Siekleave-advance:

forsickleave-advancedReserved.

Sec. 70-105.2. Sick leave exchange.
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An employee may exchange sick leave hours for vacation time in accordance with a policy
established by the city manager.

Sec. 70-105.3. Sick leave payout upon death or retirement.

accordance with a policy established by the city manager.

Sec. 70-105.4. Sick leave bank.

fa)——An employee who is facing a life-threatening illness or injury may apply for additional sick
leave from the sick leave bank prov1ded all other leaves have been exhausted. Hﬂder—e*tfaefém&w
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Additional paid sick leave may be granted to and used by employees during a public health
emergency in accordance with applicable federal and state law or public health orders, and a policy
established by the city manager.

Sec. 70-106. Family and Medical Leave Act (FMLA) leave.

(a) The Family and Medical Leave Act (FMLA) allows for 12 weeks of leave in a 12-month
period; for the birth and care of a newborn, the adoption or placement of a child in foster
care, an employee's own serious health condition, or the serious health condition of an
employee's spouse, child (under the age of 18 or older if disabled}), or parent. This leave
may be paid or unpaid depending on circumstances and in accordance with a policy
established by the city manager.

(b) In order to be eligible for FMLA, an employee must have worked for the City-ef-Arvadacity
for at least 12 months and 1,250 hours in the previous 12 months.

Sec. 70-107. Extended medical leave.

The city recognizes that some illnesses may extend past the 12 weeks that FMLA allows for serious
health conditions. Fhis-pohey-is-intended-to-give-employees-who-need-extended-leave,-forreason

time-to-recuperate—and-recover—Regular full-time and part-time employees who have been on
FMLA for 12 weeks may request an extended leave up to an additional 14 weeks- to recuperate
and recover from the serious health condition underlying the FMLA leave. The decision to extend
the medical leave will depend on the business needs of the organization and is subject to approval
by the appointing authority, in accordance with a policy established by the city manager.

ond a a a N a Y o a a'

Sec. 70-108. Injury leave.

(a) Any probationary or regular employee who suffers an injury or illness in the line of duty
and is covered by werkers-compensationthe Workers' Compensation Act is granted up to
720 hours of paid injury leave (pro-rated for probationary and regular part-time
employees)—The) if the work related injury or illness mustrenderrenders the employee
unable to perform histherthe employee’s regular duties. If the work related injury or illness
is the result of the carelessness or negligence of the injured employee, or, if the employee
fails to notify the city in writing within 48 hours of the occurrence of the incident, the
employee is not eligible for injury leave. If the employee's claim is not covered under the
Workers' Compensation Act-and, such that the employee is thereforenot entitled to injury
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b(b)

leave, the employee may use other applicable accrued leave for which sthethe employee is
eligible.

Paid injury leave may not be taken for doctor-ordered hospitalization, recuperation, office

(©)

(ed)

(de)

visits or physical therapy appointments that occur outside the employee’s regular working
hours. Supervisors may allow employees to flex hours for these appointments in instances
where the employee works a non-traditional work schedule, such as nights or weekends.

Paid injury leave is not available to health plan eligible, variable hour, and seasonal;and
nen-benefited employees. Notwithstanding the preceding, all employees, including health
plan eligible, variable hour, and seasonal;-and-nen-benefited employees; with work-related
injuries or work-related illnesses are subject to the same reporting, transitional, and
modified duty requirements as are probationary and regular employees, as set forth below.
In the case of health plan eligible, variable hour, and seasonal;—and—nen-benefited
employees, all work time missed due to doctor-ordered hospitalization, recuperation, office
visits or physical therapy appointments, will be reported and tracked as non-paid injury
leave per instructions from the city's finance department. Such tracked time may be

reported to Celorado—Worker—CompensationColorado’s Division of Labor and

Employment in accordance with any then current state requirements. Qualifying wage

reimbursement, if any, will be provided by Celerade—Werker-CompensationColorado’s

Division of Labor and Employment.

Injury leave ceases upon the occurrence of one or more of the following situations:
(1) When-theThe employee is returned to regular or modified duty; e
(2)  WhentheThe employee reaches maximum medical improvement; e

3) When—theThe employee refuses a transitional or a temporary modified duty
assignment, and such employment is offered to himtherthe employee in writing and
is within the restrictions provided by the authorized physician; or

(4) When-aA physician, approved by the city, determines that the employee is no longer
capable of performing the essential functions of the position.

If, for the purpose of obtaining any order, benefit, award, compensation, or payment under
the provisions of the Workers' Compensation Act, either for self-gain or for the benefit of
any other person, anyone makes a false statement or representation material to the claim,
the city shall report such person eemmits—a—eclassfivefelony—and-shall-to the proper
authorities. Such person may be punished pursuant to state statateor federal law and shall
forfeit all rights to workers' compensation benefits upon conviction. Furthermore, such
action may result in disciplinary action, up to and including termination from employment.
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(ef)  Ifachild support obligation is owed, compensation benefits may be attached and payment
of the child support obligation may be withheld and forwarded to the obligee pursuant to
state statute.

Sec. 70-109. Transitional duty and modified duty.

(a) A transitional duty assignment is temporary work in another position that can be performed
by an employee who is unable to perform histherthe employee’s essential job functions due
to physical or other limitations set forth by a certified health-earehealthcare provider. A
modified duty assignment is created when the employee's current position is temporarily
adapted to meet the recommendations of the health-earehealthcare provider. An employee
in transitional or modified duty status must remain under the care of a health-earehealthcare
provider. The human resources department and/or risk management department will work
with the department-managersappointing authority to determine if transitional or modified
duty is available and what type of duty will best fit the needs of the organization and the
employee. Transitional or modified duty is not guaranteed.

(b) A transitional or modified duty assignment will not exceed 90 ealendar—days, unless
additional time is granted based upon consideration of the needs of the city and the nature
of the employee's injury/ or illness. In no event shall transitional/ or modified duty
assignment(s) exceed a total of 12 consecutive months or 18 months of intermittent duty
for any single injury# or illness. Transitional or modified duty shall not create an obligation
for the city to permanently modify or alter any position.

Sec. 70-110. Victims of domestic abuse leave:

—Fht tesL

commencement of the leave. This leave applicsLeave related to emplovees who are victims ot the
folowing-sttutordy—debned-cevents—)-domestic violenee—or-abuse: i) —stabking:—Gi-sexual

aswattt-or-fva-erime-found-by-a-court-on-the-record will be granted to tclude-an-act-of-domestie
violence:
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ay : pmstaneeseligible employees in
accordance with state and federal law, and in accordance with a policy established by the city
manager.

Sec. 70-111. Fatigue leave.

Fatigue leave is granted to a regular or probationary employee for rest (during histherthe
employee’s regular work shift) when that employee has been required to work extended overtime
on an emergency basis, or perform duties which have been identified as essential by the appointing

authority, during what would normally be sleeping hours-. The employee’s supervisor may grant
fatigue leave in accordance with a policy established by the city manager. The—employee's

ava o o O 1 o o o o o he
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Sec. 70-112. Bereavement leave.

(a) An employee will be granted up to 40 hours per incident (pro rata for part-time employees)
of bereavement leave for the death of an immediate family member, with the approval of
histherthe employee’s direct supervisor. hmmediateFor purposes of this section “immediate
family member” consists of an employee's spouse, child, parent, sibling, grandparent,
grandchild, (including natural, step, adopted, foster, or in-law relationships). This also
includes any other relative or person who the employee identifies as his/herthe employee’s
significant other or domestic partner whose primary residence or place of primary abode is
the same as the employee.

(b) The appointing authority may grant additional time if deemed appropriate at the written
request of the employee for an occurrence such as an out-of-state funeral.

(©) An employee may also be granted up to four hours of bereavement leave to attend the
funeral of a recently deceased city employee provided the bereavement leave granted for
such purposes does not exceed the actual time necessary for attending the funeral and
reasonable travel time as determined and approved by histherthe employee’s immediate
supervisor.

Sec. 70-113. Military leave.

Military leaves of absence are granted to employees in accordance with all state and federal laws
and a policy established by the city manager.

Sec. 70-114. Jury duty.
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(a)

(b)

(©)

(d)

(e)

®

(2
(h)

The city recognizes jury duty te-be-theas a civic responsibility of our community. Health
plan eligible, variable hour, seasonal;-ren-benefitted, probationary, and regular employees,
who have worked for the city for a minimum of three months within the previous 12 months
of receiving a jury summons, are eligible for payment from the city during part or all of
histherthe employee’s jury duty service.

All probationary and regular employees will be paid their normal salary for scheduled
workdays of jury duty. The salary paid will be based on the employee's scheduled hours.
The employee may keep any additional pay received from the court.

If the employee has been selected for grand jury duty, the court pays a set amount plus
expenses beginning with the first day of service. In addition, the city will pay a
probationary or regular employee his/hertheir regular scheduled salary. The employee may
keep any additional pay received from the court.

The city will pay health plan eligible, variable hour, or seasonal;—er—nen-benefitted
employees for the first three days of jury duty only. The health plan eligible, variable hour,
or seasonal;-ernen-benefitted employee will only be paid for time scheduled on those days.
The employee may keep any additional pay received from the court. Beginning with the
fourth day of service, the health plan eligible, variable hour, or seasonal;-er-nen-benefitted
employee will be paid a set amount each day as pre-determined by the State of Colorado
for jury duty service.

If the employee is not scheduled to work on a day in which the employee is scheduled to
participate in jury duty, there will be no compensation from the city for that day.

The city will not reimburse employees for mileage, parking, or meals. Any payment from
the court may be kept.

All employment benefits will remain the same during jury duty.

If an employee is involved as a party or as a witness in litigation to which the city is not a
party, the employee may use any accrued vacation, holiday, or compensatory time or, if no
leave is available, seek approval for leave without pay.

Sec. 70-115. Time off to vote.

Under most circumstances, it is possible for employees to vote either before or after work. If, after
consultation between an employee and histhertheir supervisor, it is determined that an employee
does not have adequate time before or after work to vote, such time will be allowed during normal
work hours. Time off will not exceed two hours. If it is necessary for an employee to use such

time, sthethe employee should make arrangements with histherthe employee’s supervisor in a
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timely manner. The time allowed will be so arranged as to create the least disruption possible in
the work.

Sec. 70-116. Administrative leave.

Administrative leave is leave with pay which is not provided for by other paid leaves. It may be
granted to or required of an employee. Administrative leave may be granted at the discretion of
the appointing authority or the city manager for the benefit of the city. Administrative leave may
be used for workplace investigations, prior to a prediseiphnarypre disciplinary administrative
meeting, or for other city related purposes as determined by management.

Sec. 70-117. Leaves of absence without pay.

(a)

(b)

(c)

(d)

Employees may be granted a leave of absence without pay with the approval of the
appointing authority, if all other eligible leave has been exhausted, or if the appointing
authority finds that such leave serves the business needs of the city. For an employee—-
initiated leave of absence without pay, an employee must utilize all other eligible leave that
is-available to the employee prior to initiating a leave without pay. Employees taking_a
leave of absence without pay under the city's sabbatical leave policy and procedure are not
required to utilize all other eligible leave prior to initiating a leave without pay.

If leave without pay is needed during an eligible Family and Medical Leave Act (FMLA)
leave or extended care leave, such leave will be governed by the city's FMLA or extended
care leave policy-and-preeedure, as may be applicable, and is not subject to this section.

A leave of absence without pay will be approved by the appointing authority when it is in
the best interest of the city. When a leave of absence without pay is initiated by the
employee, the best iterestinterests of the city serviee-must also be determinedconsidered

in granting such leave. la-granting-Upon the conclusion of such leave, the-eityalews-an
employee to-returareturns to work at-the-end-of-the-leave-towith the same duties and the

same salary that the employee was performing—and—earningheld when the leave
commenced.

(1) In the event an employee takes a leave of absence without pay without the approval

of the appointing authority and does not report to work, the employee’s absence

shall be construed as an unauthorized absence and may be grounds for discipline.

If an employee's position is eliminated while the employee is on such leave, the employee
has no claim to the position, and the employee will be promptly notified-prempthy. If the
employee fails to comply with any conditions of the leave or fails to return to work as
specified in the approval of the leave, then the employee is presumed to have resigned from
city employment effective the last day of the approved leave.
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(e)

During a leave of absence without pay, the following is required:

(1
)

)

(4)

The employee will be put on inactive status;

The employee will not earn or accrue any leave of any kind or any other benefits.
However, if a set holiday is scheduled to occur during an approved leave without
pay, sthethe employee may use histhertheir holiday leave prior to starting the leave
without pay;

FheNeither the employee eannetnor the city will contribute to a Eityef-Arvada
tonplan—the-ei it et e-ef ee's-penstoncity retirement

plan; and

For a leave without pay of two or more consecutive, full pay periods, the employee
is responsible for payment of 100 percent of the premium during those pay periods
for any medical, dental, vision, life, or disability benefits offered by the city sthethat
the employee wishes to continue.

Sec. 70-118. Facility closure.

&9



The city manager or their designee has the authority to close one or more city facilities to protect
the safety of city employees and residents. In the event of a facility closure, employee
compensation will be determined in accordance with a policy established by the city manager.

Sec. 70-119. Sabbatical leave.

A regular employee who has worked for the city for a minimum of seven_consecutive years and is
considered to be in good standing shall have the opportunity to take up to three months of time for
the purpose of rejuvenation or the pursuit of a personal objective or aspiration. Being-in-good

for-the-sabbatieal-leave-An employee may take sabbatical leave only once every seven years. The
city manager may establish administrative procedures for the administration of this benefit.

Sec. 70-120. Extended care leave.

The city may grant extended care leave to employees in accordance with applicable federal and
state laws and a policy established by the city manager.

Secs. 70-120121—70-142. Reserved.
ARTICLE V - EMPLOYEE RESPONSIBILITIES
Sec. 70-143. Employee conduct.

(a) The city expects all employees to be accountable for their work related conduct and for
performing their job duties to the highest professional standards at all times. The city
reserves the right, in all instances, to impose discipline, up to and including dismissal.
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Discipline is imposed solely at the discretion of the city, based on its evaluation and in
consideration of relevant factors and circumstances.

(c)

(d)

emﬁleyees(b) Emplovees not meetmg the deﬁnmon of “regular emplovee w111 be given

performance expectations and feedback as deemed appropriate by the city, but at all times
will be deemed as at-will employees. Hewewver,- Such employees shall be subject to the

standards of conduct setferth-in-this-seetion-apphyto-al-eityemployees—Understated in
subsection (d). However, under no circumstances should this—rule/regulationthe rules

contained in this section 70-143 be construed to create "for cause" employment for

Discipline procedure for regular employees. A supervisor or an appointing authority or

the1r designee may reprlmand a regular employee for cause. An-appomting-authoribv-or
& ~Such discipline may include

reprlmand suspension without pay, d+sel-pl-m&ﬁkﬁ-&e demotion, or dismissal.

Standards of Conduct. Examples of performance or conduct that-may-warrant-diseiphinary

aetionapplicable to all city employees, regardless of status, are presented in the list below.
This list is not considered all-inclusive as the city cannot anticipate all behaviors of an
employee. _ Other non-protected actions that have a negative impact on an
empleyee'semployee’s performance or the effective functioning of the city may result in
disciplinary action._ Individual departments may also have specific rules, regulations, or
policies that describe performance or conduct. _The violation of any departmental rule,
regulation, or policy may also warrant disciplinary action.

(1) Any false statement made on an application for employment or any other form or
application submitted to or required by the city, or omission of information that
might affect the applicant or employee unfavorably.

(2) Conduct detrimental to customer service or city operation.
3) Theft or misuse of city money or property.

4) Violation of any national, state, or local law when the misconduct would interfere
with an employee's performance of histhertheir job or undermine public trust in the
integrity of the city. The city may consider such conduct a violation of its rules
and/or procedures regardless of a conviction.
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©)

(6)

(7)

®)

©)

(10)

(11)
(12)

(13)

(14)

(15)

(16)

(17)
(18)

Misusing, destroying, or damaging any city property or property of another
employee or customer.

Abusive treatment and/or disrespect of any person including, but not limited to,
physical or verbal confrontations, insults, or derogatory comments based on race,
religion, color, sex, gender, sexual orientation, ethnieity;—and/or-gender identity,
gender expression, national origin, ancestry, citizenship status, marital status,
pregnancy, age, medical condition, handicap, disability-, or any other protected
characteristics as established by law.

Unauthorized possession of weapons or explosives on city premises or utilization
of any object as a weapon.

Insubordination, failure, or refusal to comply with directives, orders, or
assignments.

Falsification, destruction, or unauthorized use of any city records, reports, or other
data or information belonging to the city.

Being untruthful, misleading, or uncooperative during an administrative
investigation or about any job related matter.

Mishandling or unauthorized disclosures of confidential city information.

Immoral conduct or indecency, vulgar, threatening, insulting, or abusive language
while on the job, including excessive gossiping or spreading rumors.

Incompetence, inattention to duties, horseplay, wastefulness, or sleeping while on
the job.

Possession, purchase, manufacture, dispensing, use, sale, or being under the
influence of controlled substances, marijuana, or alcohol while on the job when not
medically required or when it is a requirement of the job.

Violating a safety rule or safety practice, or creating or contributing to unsafe
working conditions.

Failure to report violations of safety policies, procedures, or adhering to reporting
requirements.

Failure to properly use or enforce the use of safety gear, clothing, or equipment.

Engaging in personal business or outside employment while on the job.
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(19)

(20)

21)

(22)

(23)

(24)

(25)

(26)

27)

(28)

Attempting to influence an employment decision for the benefit of a member of the
employee's immediate family. Immediate family means histherthe employee’s
spouse, child, parent, sibling, grandparent, grandchild, aunt, uncle, cousin,
(including natural, step, adopted, foster, or in-law relationship). This also includes
a person who the employee identifies as histhertheir significant other or domestic
partner whose primary residence or place of primary abode is the same as the
employee.

Having an undisclosed financial interest, direct or indirect, in any contract with the
city, or having an undisclosed financial interest, directly or indirectly, in the sale of
any land, materials, supplies, or services to the city.

Engaging in any business, activity, or transaction in which an employee has a
substantial financial or personal interest, direct or indirect, that might reasonably
be expected to interfere with the ability of the employee to perform histhertheir
duties.

Seeking nomination or election to ettyeeunetthe Arvada City Council.

Engaging in any federal, state, county, or local political eampaigncampaigning
during an employee's working hours.

Using histherthe employee’s employment, position, badges, or credentials for

preferential treatment, commercial or personal gain, or in any other manner not
authorized by the city. Allowing any individual unauthorized access to or use of a
city badge, insignia or credential.

Using city vehicles, equipment, ex-property, social media, or other technological
resources for unauthorized personal use.

Unauthorized absence from work and failure of employee to communicate with
supervisor before that werking-shift. Guidelines for reporting may be established
by each department.

Excessive absences and/or excessive tardiness as determined by the employee's
appointing authority andfor failure to work or report to supervisor for two
consecutively scheduled days.

Engaging in any unprotected activity that interferes with an employee's or any other
employee's performance on the job.
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(de)

(29) Failure to report any violations of ordinances, statutes, charter, personnel policies,
administrative regulations, or department rules by any city employee or failure to
report a conviction or plea to a misdemeanor or felony.

(30) Inability to perform job duties and/or substandard performance of assigned duties.

(31) Failure to maintain an appropriate personal appearance as established by city or
departmental policy—FaHure, including failure to maintain appropriate personal
hygiene.

(32) Violation of any departmental or city rule, regulation, policy, or procedure.

(33) Failure to obtain or maintain a required certification, license, or training as a
condition of employment.

(34) Allowing unauthorized access of individuals to restricted areas of city facilities,
materials, and/or equipment.

(35) Any other action by an employee which in the opinion of management warrants
discipline or discharge and which a reasonable person would expect to result in
disciplinary action either because it affects the employee's performance, the
effectiveness of the city, including other employees, or undermines safety or public
trust in the integrity of the government.

Investigations of violations of employee conduct; rules;—and/ or regulations will be
deneperformed by the employee's-department-managementhumanappointing authority or
their designee, or the human resources department. Responsibility for investigations may
be transferred to other authorized individuals in certain situations such as, but not limited
to, allegations of violence-and, retaliation, or harassment based on race, gender,—sex;
religion, andcolor, sex, gender, sexual orientation, gender identity, gender expression,

national origin, ancestry, citizenship status, marital status, pregnancy, age. medical
condition, handicap, disability, or any other elasses-protected characteristics as established
by law.

Sec. 70-144. Discipline/ and discharge.

(a)

(b)

Occasionally; performance or other behavior falls short of the city's standards, values
and/or expectations. When this occurs, managementthe city may take disciplinary action,
which it deems appropriate in its sole discretion.

Disciplinary actions can range from a reprimand to immediate discharge. Action taken by
managementthe city in an individual case does not establish a precedent in other
circumstances. Listed-belew—are—soeme Some of the actions available to management:
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are not entitledlimited to-representation-, the actions stated below.

include, but

(e)-1) A supervisor or appointing authority may reprimand a regular employee verbally
or in writing for cause. A reprimand is a communication by the supervisor or
appointing authority that serves as a disciplinary measure that is critical of an
employee's conduct or performance._ A reprimand, or memo memorializing a
verbal reprimand, may be kept in the employee’s personnel file.

(d2)  An appointing authority may suspend without pay a regular employee for cause for
not more than 30 working days. A suspension is city-mandated time off from work

ction. H-an-cmplovee-is-charved-with-a—telomy-a

without pay as a disciplinary a i ' 5

A suspension without pay for an exempt employee must be in full day increments.

(e3) A supervisor may require an employee to take a decision day(s) in conjunction with
a disciplinary action. A decision day is a paid suspension during which an employee
is required to consider histhertheir employment with the city as well as make plans
for improvement. A suspension with pay may be used during an investigation
process or when an employee may benefit from a decision day(s).

th(4) An appointing authority may demote a regular employee for cause provided that no
employee will be demoted to any position for which the employee does not possess
the minimum qualifications. A demotion means placement of an employee from
one position to another position that has a lower maximum salary rate than the
original position and less authority or responsibility. A demoted employee will
receive a pay rate not to exceed the job rate for the position to which the employee
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is demoted. The employee will serve a probationary period in the new position and
the date of demotion will become the new evaluation date for purposes of
calculating wages and performance evaluations.

(#5)  An appointing authority may dismiss a regular employee for cause. Health plan
eligible, variable hour, seasonal;-ren-benefitted, and probationary employees are
employed at will and may be dismissed at any time, with or without cause. Dismiss
means the separation of an employee from city employment.

() An employee is not entitled to representation either during an investigation or

through the administration of discipline.

(d) A regular employee may challenge discipline decisions through the processes set forth in
article VI of this chapter.

Sec. 70-145. Non-discrimination and anti-harassment policy statement.

(a) The Gity-of-Arvadacity is committed to a work environment in which all individuals are
treated with respect and dignity. Each individual has the right to work in an atmosphere
that promotes equal employment opportunities and prohibits unlawful discriminatory
practices, including harassment. Therefore, the City—ef—Asrvadacity expects that all
relationships among persons in the workplace will be businesslike and free of unlawful
bias, prejudice, discrimination, retaliation, and harassment. Employees must report any

concerns regarding harassment, discrimination, or retaliation to a respensible
representative of city management or the human resources department.

(b) Every employee must review and sign the city policy relating to anti-harassment and
discrimination. All employees shall be required to attend regular anti-harassment and anti-
discrimination training as established by the human resources department.

Sec. 70-146. Safety.

The city is committed to a safe work environment for all employees. An employee must report any
unsafe practice or condition to histhertheir supervisor. If an employee is injured on the job, no
matter how minor, sthethey must immediately report the incident in writing to histhertheir

supervisor-en-designated-forms.
Sec. 70-147. Violence in the workplace.

Acts of violence, intimidation, or aggression will not be tolerated in the workplace. Any instance
of violence, intimidation, or aggression must be reported to the employee's supervisor, risk
management, or to the human resources_department.
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Sec. 70-148. Medical and psyechelogicalmental health exams: (fit for duty exams).

At any time for reasonable cause, the city may require an employee to undergo a medical and/or
psychological mental health examination by a qualified designated professional to determine that
the employee is able to perform the essential functions of the job. Such exams will be conducted
in accordance with a policy authorized by the City Manager.

Sec. 70-149. Smoking.

Smoking, to include vaping or e-cigarette products, is prohibited in all city facilities, vehicles, and
on all designated city property.

Sec. 70-150. Drugs and alcohol.

(a)

(b)

Working during or immediately after the use of alcohol, marijuana, a controlled substance,
or abuse of any controlled substance is prohibited. Working while under the influence of
or impaired by alcohol, marijuana, or a controlled substance is also prohibited.
Furthermore, the possession, purchase, manufacture, dispensing,-ex-consumption (usey), or
sale of a controlled substance, marijuana, or alcohol on city premises while conducting city
business is prohibited. Authorized police employees, when such conduct is in the course
of their assigned duties, may be excluded from this prohibition. Another exception is a city
meeting or event in which the serving of alcohol is sanctioned by the city manager or
appointing authority or where alcohol is served as part of the city operation. Under no
circumstances should an employee drive under the influence or while impaired after
leaving such an event. Employees required to take a legal prescription by a medical
provider may do so. If such medication could impact an employees' safety or effectiveness,
the employee must notify histhertheir supervisor.

Upon forming a reasonable suspicion, the city manager, an appointing authority, or a
supervisor is authorized to order an employee to submit to a test for controlled substances,
marijuana, and/or alcohol at the city's expense in a manner selected by the city. A
reasonable suspicion means a belief based on observed facts or behavior sufficient to lead
a reasonably prudent person to suspect that an employee is under the influence or is
impaired because of use of controlled substances, marijuana, or beeause-efconsumption-of
alcohol. Any employee refusing to submit to such a test or to consent to the release of the
results of such test to the city is subject to disciplinary action.

Sec. 70-151. Computers, internet, e-mail, and voicemail.

(a)

Employees are responsible and accountable, in part, for the on-going integrity of the city's
eomputerinformation technology. Such systems include, but are not limited to, computers,

e-mail, and-voicemail, mobile devices, and any other similar technology systems. These
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systems are the property of the city and are intended for business use only. Therefore; the
city expressly reserves the right to access any computer files, use of software, Internet
usage, e-mail, and-chat messages, voicemail-_and other similar electronic data on a city-
owned device or system. Although employees select individual passwords, employees
should not assume that such files-aredata is confidential. However, other than management
employees acting on behalf of the city, employees should not attempt to gain access to
another employee's computer, Internet, e-mail,~er-voicemail, or other similar account or
device. Furthermore, an employee is prohibited from installing or connecting personal or
non-business software or hardware without the express, written permission effrom the
direetor—ofchief information officer of the information technology_department or their

designee.

Sec. 70-152. Inspections.

(a)

(b)

The city reserves the right to conduct searches and inspections of any city--owned property
without notice. City--owned property includes, but is not limited to, desks, file cabinets,
books, bookshelves, hallways, teelbexestoolboxes or bins, rooms, closets, computers,
electronic mobile devices, storage areas, lockers, vehicles or vehicle compartments, or
boxes of files. Personal locks are prohibited on city--owned lockers. Any employee who
refuses to submit to a search may be subject to disciplinary action.

Upon forming a reasonable suspicion of wrongdoing or for work related non-investigatory
reasons, an appointing authority, in consultation with human resources and the legal
departmentcity attorney’s office, is authorized to order a search of an employee's personal
belongings located in or on city—-owned property as described in subsection (a) of this
section, as well as in or on any city owned parking areas- to the extent allowed by law. A
reasonable suspicion of wrongdoing means a belief based on observed facts or behavior
sufficient to lead a reasonably prudent person to suspect an employee has taken custody,
possession, or control of items of interest to the city in a personal belonging. An item of
interest to the city shall include, but is not limited to: any item constituting contraband
under the laws of the city, the United States or the State of Colorado, including
unauthorized weapons, explosives, incendiary devices or material, poisons or hazardous or
infectious substances, nareeties;—drugs,—or—simtlarany controlled substances, and
unauthorized possession of any property owned or leased by the city, including any items
of personally owned by the city, cash, checks, credit or ehargedebit cards, files,tickets-or
summonses, books, manuals, written business records, computer records or work related
files in any form of transportable medium, or any city computer record or file, including
copies of source codes, owned by or licensed to the city for its workplace use.

Sec. 70-153. Solicitation.
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Employees may not solicit any other employee during working time. The only exception is city
sponsored activities or products. With the approval of the employee's appointing authority, an
employee may place fund-raising information in a city break room or may post information on a
designated electronic or physical bulletin board. The appointing authority reserves the right to
refuse to post any item. Under no circumstances may an employee disturb the work of others to
solicit, e-mail, or distribute literature to them during their working time, including fund-raising
activities.

Sec. 70-154. Conflict of interest.

(a)

(b)

(©)

(d)

(e)

Employees have an obligation to refrain from activities which conflict or interfere with the
city's operations such as, but not limited to, outside employment, sharing privileged and/or
confidential information, outside business interests, and accepting gifts or gratuities.

An employee must seek written permission from histherdepartment-direetorthe appointing
authority prior to engaging in secondary employment. Paid secondary employment may be

allowed as long as it in no way interferes with an employee's position or performance at
the city. In addition, the secondary employer must not be a supplier of materials or
contractor of services for the city if it creates a conflict of interest or an appearance of a
conflict of interest.

An employee may not use plans, programs, or information of public interest for personal
gain or to benefit friends, family, and/or acquaintances. If an employee has an outside
interest which could be affected by any city plan or activity, the employee must report this
immediately to histhertheir supervisor. Employees are responsible for ensuring that only
information that is appropriate to share with the general public is released.

Outside business interests which would create a conflict of interest may include having a
personal financial relationship with any individual or business organization, other than a
regulated financial institution, that furnishes supplies, merchandise, property, or services
to the city.

An employee may not accept gifts or gratuities from any individual or organization
currently or proposed to do business with the city; however, unsolicited advertising or
promotional items valued under $50.00 may be retained by an employee and perishable
items may be retained if they are made available to others. An employee may not accept
items which are not business related, such as, but not limited to tickets to sporting or
cultural events. This prohibition is not intended to apply to the purchase of a meal in a
setting where the attendees are discussing city business, unless otherwise prohibited by
departmental policies.
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City employees may only solicit businesses for activities which benefit the community
and/or which are approved by the city manager.

Sees-F70-155Sec. 70-155. Criminal charges and convictions during employment.

(a)

Any employee, regardless of status, must report any of the following to the employee’s

(e)

appointing authority:

(1) any misdemeanor, drug misdemeanor, or felony charges pending against the
employee regardless of the jurisdiction of the charge as soon as practicable
but no later than seven days from incurring_the charges; and

2) any conviction or plea, including guilty and no contest pleas, to a
misdemeanor or felony regardless of the jurisdiction of the charge as soon

as practicable but no later than seven days from the date of conviction.

(b) Notwithstanding the reporting duties stated in subsection (a), an employee has no
duty or obligation to report a sealed conviction, pardoned conviction, or otherwise vacated
conviction. An employee also has no duty or obligation to report an arrest that does not

result in charges.

(c) Failure to satisfy the reporting duties stated in subsection (a) may warrant
disciplinary action in accordance with section 70-143.

(d) If an employee is charged with a class 1 misdemeanor as defined by C.R.S. §18-
1.3-501 or the equivalent of such if in a jurisdiction outside of Colorado, or a felony, the
employee’s appointing authority may place the employee on a suspension without pay for
the duration of the court proceedings regardless of the length of the proceedings. The
proceedings are deemed to have ended upon the date the conviction is entered regardless
of whether sentencing occurs that same date or at a later date. Should the employee be
cleared of such charges against them, the employee will be reimbursed for any lost wages

resulting from a suspension without pay.

The city may consider any employee misconduct that is violative of any national, state, or

local law a violation of these personnel rules if such misconduct interferes with the employee’s

performance of their job or undermines public trust in the integrity of the city. As such, the

employee is also subject to discipline for the misconduct itself in accordance with section 70-

143.Secs. 70-156—70-165. Reserved.

ARTICLE VI - EMPLOYER-EMPLOYEE RELATIONS

Sec. 70-166. Employee committee.
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The city has established an employee committee for the purpose of enhancing communication for
both the city manager and the city employees. Representatives to the employee committee are
selected by employees;—whicheach department. Representatives may meet monthly with the city
manager or histhertheir designee. The city manager may periodically discuss with the employee
committee any employee issues which the city manager deems as-necessary to discuss with the
committee. Employee committee members may bring-tpuse this meeting time to discuss any issues
or employee concerns te-be-diseussed-with the city manager or their designee. Representation on
the committee will be established by the bylaws of the committee. The employee committee may
collect and expend funds for sanctioned activities and events related to employee recognition,
activities that benefit employees, and/or community service.

Sec. 70-167. Open door philosophy.

The city has an open door philosophy. An employee may discuss any business related matter with
histherthe employee’s department supervisor and/or management, where appropriate. Employees
are encouraged to bring issues, suggestions, concerns to their management in as timely a manner
as possible using the guidelines listed below.

Sec. 70-168. Internal complaint and grievance procedures.

l cormmal Lo I Lble s sitations.

(a) The city has two methods by which an employee may file a formal complaint: the internal
complaint resolution process and the internal grievance procedure.

(b) The city's complaint resolution process, detailed in section 70-168.1, applies in—the
followingsitaationswhen an employee has a complaint regarding a specific situation

relating to:

(1) Working conditions/, working practices, or health or safety practices;
(2) Decisions made pursuant to department or city policies;

3) A reprimand that does not involve a suspension without pay, diseiphinaryfines-step
reduction in pay, or demotion; or

4) Performance appraisal concerns.

(c) The city's grievance process, detailed in section 70-168.2, applies in—the—following

H—Hthewhen an employee-:
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(1 believes the city has not followed any article and section of the personnel rules; or
policies; or

(2) H-the-employee-believes the city is not providing the employee with the wage,
salary, or benefits to which the employee is entitled because of histhertheir position.

Sec. 70-168.1. Complaint resolution process.

(2)

(b)

Hitati If an employee has a complaint regarding a specific incident arising

then;situation described in section 70-168(b), the employee mustfoHeowmay file a formal

complaint by following the eity'scity’s complaint resolution process as-listed:stated below.

(1 Step 1. The employee should first attempt to resolve the issue(s) by discussing it
with their immediate supervisor within ten ealendar-days of the event at issue.

(2)  Step 2. If the situation is not resolved within ten-ealendar days from the time the
complaint is discussed with the employee's immediate supervisor, barring
extenuating circumstances, it should be brought to the attention of the next level
supervisor with written documentation. That supervisor has ten ealendar-days to
respond to the employee in writing.

Step-(3) Step 3. This process may be repeated with each higher level of management
including the employee’s department director. This is the final step for performance
appraisal concerns or a concern involving a reprimand that does not involve a
suspension without pay, diseiphnaryfine;or demotion. For performance appraisal
concerns or a concern involving a reprimand that does not involve a suspension
without pay, diseiphnary-fine;-or demotion, the decision of the department director
is final in this administrative process.

“4) Step 4. If the employee is not satisfied with the department director's decision
regarding a complaint about working conditions-ex, working practices, health or

safety practices, or decisions made pursuant to department or city policies, the
employee has ten-ealendar days from receipt of the department director's decision
to bring the issue to the city manager with written documentation.

The city manager will respond to the employee within 20 ealendar—days, barring
extenuating circumstances. The decision of the city manager is final in this administrative
process.
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(©

(d)

If the employee's immediate supervisor, manager, or—the department director fails to
respond to a complaint at any step of the process within the specified time limit, it will be
considered a denial of the complaint. If the employee still wishes to proceed, the employee
must proceed to the next step of the complaint resolution process within the time limits
provided as if a formal denial had been rendered on the last day allowed for the supervisor,
manager, or department director to respond. In the event the employee does not appeal a
complaint from one step to the next step within the time limits specified, the complaint
shall be considered resolved on the basis of the last response by the immediate supervisor,
manager, or department director, as the case may be. With the agreement of both parties,
time limits may be extended.

The city will not permit retaliation or discrimination against anyone who raises a complaint
under this process.

Sec. 70-168.2. Grievance procedure.

(a)

If thean employee beheves—ﬂ%&t—&nw&el&&ﬂdhas a grlevance about the tomcs stated in
section : &t :

providing70- 1681c), the employeewﬂ#%&wag%s&%a#e%be&eﬁ%ﬁe%ﬂ%elﬁh&empleyee
is-entitled-because-of-histherposition;—sthe-may file a grievance—The by following steps
shall-befolowed-in-filing-athe city’s grievance: procedure stated below.

(@) Step 1. The employee will communicate the grievance in writing-inelading within
ten days of the occurrence giving rise to the grievance. The grievance must include
the article and section of the personnel rules which s/hethe employee believes the
city has not followed, with-histherand the name of the employee’s immediate

supervisor and divistendepartment manager, if applicableswithin-ten-calendardays
of-the-oceurrence-givingrise-to-the-grievanee—. The supervisor has ten ealendar

days to respond to the grievance after its receipt.

2) Step 2. If Step 1 does not resolve the matter and the employee wishes to
purstecontinue pursuit of the grievance, the employee must file a written grievance
with the employee's department director and transmit copies to the director of
human resources within ten ealendar—days of the Step 1 deeistenresponse. The
department director will respond in writing within ten ealendar-days of receipt of
the employee's written grievance. The director of human resources is not required
to respond at this Step 2.

3) Step 3. If Step 2 does not resolve the grievance and the employee wishes to proceed
with the grievance, the employee must file the following information with the city
manager and the director of human resources within ten ealendar-days of receipt of
the department director's written response:
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(1)

(ii)

(iif)
(B—4)

A copy of the written grievance-;
The response from the department director-; and
A request that the city manager appoint a grievance advisory committee.

Step 4. The city manager will review the submission of materials submitted

by the employee in Step 3.

(1)

The city manager, in their sole discretion, may appoint a grievance

(i)

advisory committee consisting of three members who will investigate the
grievance and submit findings and recommendations to the city manager.
One member will be selected by the employee committee, one member
will be appointed by the city manager, and those two members will select
a third city employee to serve enas the third member of the grievance
advisory committee. If, however, the two members are unable to agree on
the third member or the employee committee fails to appoint a member
within seven ealendar-days from receipt of notice from the city manager,
the vacant position will be appointed by the city manager.

After the final member has been appointed, the grievance advisory
committee has 30 ealendar-days—within—whieh to review the submitted
grievance and thea submit its findings and recommendations to the city
manager. The committee expires with the submission of its findings and
recommendations to the city manager. The grievance advisory committee
may conduct interviews, review documents, and pursue any information
they believe necessary in the course of their review.

(iii) If the city manager chooses not to appoint a grievance advisory committee,

sthethe city manager may move forward with rendering a decision based
on histhertheir analysis of the situation. The city manager may conduct
interviews, review documents, and pursue any information sthe
believesthey believe necessary in the course of histhertheir review.

(é)-1v) The city manager will render a decision within 30 ealendar-days from the

date the grievance advisory committee submits its findings and
recommendations:_or 45 days from the date the employee submitted the
information in Step 3 to the city manager if the city manager elects not to
appoint a grievance advisory committee. The decision of the city manager
is final in this administrative process.
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(eb)

(H—¢)

If the employee's immediate supervisor or the department director fails to respond to a
grievance at any step of the procedure within the specified time limit, it will be considered
denial of the grievance. If the employee wishes to proceed, the employee must appeal to
the next step of the grievance procedure within the time limits provided as if a formal denial
had been rendered on the last day allowed for the city to respond. In the event the employee
does not appeal a grievance from one step to the next step within the time limits specified,
the grievance shall be considered resolved on the basis of the last response by the
immediate supervisor or department director, as the case may be. With the agreement of
both parties, time limits may be extended.

An email shall constitute a writing for the purposes of this section.

(d)

The city will not permit retaliation_or discrimination against anyone who follows this

grievance process.

Sec. 70-169. Pre-disciplinary administrative meeting.

Before a regular employee is suspended without pay, given—a—diseiplinary—fine,—demoted, or
dismissed, the employee's appointing authority shall provide the employee with a written statement

describing the reason-er+reasens(s) for such proposed suspenston—witheut-pay—diseiplinary-fine;
demetions-or-dismissakaction. Prior to the effective date of such proposed suspension-witheutpay;

diseiphinary—fine;,—demeotion,—or—dismissalaction, the appointing authority shall provide the

employee with an opportunity to be heard and to respond to the reason-er—+easens(s) for such

proposed suspensiop-ywithout-payv-disetphnary-fine-demotion-or-dismissatacton.

Sec. 70-170. Administrative review.

(a)

2)

(b)

Any regular employee may request an administrative review of the following:
(1) A suspension without pay; er

A diseinli fine:

33> ——A-demotion; or

(43) A dismissal from employment.

Any regular employee may request in writing an administrative review of a suspension
without pay;-€diseiphinary-fine, demotion, or dismissal imposed by an appointing authority
against such employee. This request must be submitted to the director of human resources
within ten-ealendar days from the effective date of the disciplinary action.
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(d)

(e)

Unless otherwise authorized by the appointing authority imposing a disciplinary action, a
request for an administrative review of a disciplinary action by an employee will not stay
or postpone the effective date of such disciplinary action.

Within ten ealendar—days from receipt of the written request, the director of human
resources will set a time, day, and place for the administrative review. The administrative
review shall be held within 90-ealendar days from the date of receipt of the written request
for said review.

The city manager shall appoint a hearing officer to conduct the administrative review in
accordance with the provisions relating to administrative hearings as set forth in chapter 2
of the City-Cedecity code. The decision of the hearing officer is final, unless it is appealed
to the city manager in the manner hereinafter provided.

Sec. 70-170.1. Appeal of administrative review.

(a)

(b)

(©)

(d)

Within ten—ealendar days of the hearing officer's decision, either the employee or the
appointing authority may appeal the decision of the hearing officer to the city manager.
Such appeal must be in writing and must state the reason or reasons upon which such appeal
is made.

When considering an appeal, the city manager or designee may exercise histhertheir option
to perform any of the following: conduct an in-depth administrative review in accordance
with the provisions relating to administrative hearings as set forth in chapter 2 of the City
Ceodecity code; conduct additional proceedings to supplement the record; or the city
manager or designee may read the record and consider the evidence of the administrative
review conducted by the hearing officer.

The city manager or histhertheir designee is authorized to decide as follows:

(1) To uphold the decision of the hearing officer;

(2) To uphold the disciplinary action imposed by the appointing authority;

3) To overrule the disciplinary action imposed by the appointing authority; or

4) To impose a different form of discipline upon the employee than the discipline
imposed by the appointing authority.

In the event that the city manager or his/hertheir designee shal-have-beenwas the appointing
authority in the administration of discipline pursuant to this article, then, and for the purpose
of appeal of an administrative review as provided in this section, the city manager may
designate a third party_either within or outside the city, not otherwise a participant in the
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disciplinary action imposed or any appeal thereof, to hear the appeal of a decision of the
administrative hearing officer. The city manager's designation shall be made in writing by
written memorandum from the city manager to the city clerk. Any person designated to hear
an appeal from the decision of an administrative hearing officer pursuant to this article shall
be empowered to hear such appeal and render a decision in the same manner as would the
city manager.

(e)  The decision of the city manager or histhertheir designee is final for the purpose of judicial
review.

Secs. 70-171—70-181. Reserved.
ARTICLE VII - SEPARATION AND TERMINATION OF EMPLOYMENT
Sec. 70-182. Resignation.

Regular and probationary employees are requested to give the appointing authority at least 14
calendar days' prior notice, unless the appointing authority agrees to permit a lesser period of time.
A written resignation giving the reasons for leaving shall be submitted by the employee to the
appointing authority. The appointing authority will forward the resignation to the human resources
department. A resignation may be approved verbally by the employee's immediate supervisor
when deemed to be in the best interests of the city. The supervisor must document the discussion
and submit it to the human resources department within 24 hours of the discussion.

Sec. 70-183. Retirement.

An employee meeting the retirement eligibility requirements of histher—pensientheir retirement
plan may choose to retire from employment at the Gity—efAsrvadacity. It is the employee's
responsibility to notify histhertheir supervisor and the human resources department when sthe
isthey are contemplating retirement. A 30-day written notice is requested. Upon being qualified
under the employee's respective penstenretirement plan, sthethe employee may be eligible for
retirement health benefits as described belewin the following sections.

Sec. 70-184. Last day of employment.

(a)  The last effective date of employment is the date of the employee's last physical day of
work. Exceptions may be made for good business reasons by the director of human
resources. Payment for eligible accrued leaves and other termination pay, if any, is paid on

the next regularly scheduled pay-day—On-or-before-the-employee'slast-day-of worlk-all-eity
property-must-bereturned-to-the-employee's-department-payday. An employee retiring from

the city or leaving employment due to a layoff or reduction in force may use histhertheir
vacation leave accruals to extend histhertheir last day of employment. A retiring employee
may only extend histhertheir last day of employment by the amount of vacation leave
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(b)

accruals sthe-hasthey have on the day sthe-givesthey give notice to the city. An employee
subject to a layoff or reduction in force may only extend histhertheir last day of employment
by the amount of vacation leave accruals sthe-hasthey have on the day sthe-isthey are given
official notice of histhertheir position being eliminated. Retiring employees and those
subject to layoff or reduction in force extending his/hertheir last day in this manner will no
longer receive any car allowance, assignment pay, and/or shift differential after histhertheir
last day of work.

On or before the employee's last day of work, all city property must be returned to the

employee's department. Failure to return city property can result in a deduction in pay. If an

employee fails to return any city property, and the manager wishes to deduct the value of

the property from the employee’s final paycheck, the manager must first provide written
notice to the employee within ten days after employment terminates, informing the
employee that the property was not returned; the replacement value of the property; and date
when the property was provided to the employee. If not returned within 14 days from the
date the notice is provided to the employee, the city may deduct the value from the
employee’s final paycheck. If the employee subsequently returns the property within 14
days of the deduction of their wages, the city must then repay the employee within 14 days
of the receipt of the returned property.

Sec. 70-185. Retirement health benefits.

(a)

The city may offer health insurance coverage to employees who retire from employment.
The city does not guarantee that a health benefit plan will continue to be available. The city
reserves the right to modify any health benefit plan, and to end a health benefit plan for
any employee, retiree, or dependent.
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te(b)

In the event a retiree elects not to participate in a health benefit plan, such retiree shall not
be permitted to re-join the health benefit plan at a later date. The retiree shall not be
permitted to change coverage from single to dependent plus one or family coverage.
StheThe retiree may remove dependents from coverage. In the event a decision is made to
procure a health benefit plan for retirees which is separate from the health benefit plan
procured for employees, the maximum premium cost for retirees for single or family
coverage shall be no more than 150 percent of the full cost for single or family coverage
of the employees' plan.

Sec. 70-186. Layoffs and reductions in force.

(a)

(b)

In the event the city must reduce the werkfereeworkforce for any reason, as determined
by the city, employees may be laid off.

In the event of a layoff, a reduction in force (RIF) tswill be limited to the department within
which layoffs take place. The primary factors to be used in determining which employees
are affected by the RIF are the individual employee's skill and ability to perform
histhertheir job and veteran's preference according to state law. In those positions in which
employees possess differing skills and abilities, the city will retain the employee who is
more capable of performing the job, regardless of seniority. Among the factors to be
considered in evaluating employee skill and ability are performance appraisals,
disciplinary actions, and related information or references to such information filed in
employee personnel files within the human resources department or the
superviser'supervisor's file. Such determination will be made by the department's
management with agreement from human resources and legal. In situations in which
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incumbents' skills and abilities are relatively equal, seniority will determine the order in
which employees are affected by ana RIF. Seniority will be calculated based upon an
employee's date of hire as a benefitted employee. Date of hire is the date on which a regular
or probationary employee began employment with the city, and which is used to calculate
eligibility and accruals for sick leave, vacation leave, pension vesting, and longevity pay.

(©) When only one individual has a particular job title, and the service or program provided by
that individual is a service or program that has been eliminated as part of the RIF, that
individual's position will also be eliminated.

(d) An appointing authority may, with the approval of the city manager, elect either to reduce
the total working hours of employees or reduce the level of payment and responsibility of
the current classification, or both, in order to minimize the effect of general layoffs as
determined by the operational needs of the city.

(e) Employees who have been promoted, but who are serving a probationary period at the time
of ana RIF, shall be considered to hold the position in the highest classification in which
they have completed the probationary period.

Sec. 70-186.1. Notice and preliminary administrative hearing.

(a) Regular employees laid off pursuant to section 70-186 will be given written notice not less
than two weeks in advance of the effective date of such separation, or the employee will
be paid severance pay for two weeks in the absence of such written notice.

(b) Prior to the effective date of separation, the appointing authority shall provide the employee
with an opportunity to be heard and respond to the layoft.

Sec. 70-186.2. RecallRehire status.

Employees;-other-than-probationary-employees; who are separated by layoff are entitled to reealt
status—and—will-be—placed—on—an—ehgibthtytistapply for future job vacancies in the same

classifteation;-witheutexam-—An-employeeis-eligible-to-bereealledmanner as an internal candidate
for up to one year from the date of the layoff. An—empleyeﬁee&l-led Emplovees rehired after -1-89

section 70-39.

Sec. 70-187. Medical inability to perform.

(a) An employee may be dismissed for disability or inability when the employee cannot
perform the essential functions of the position due to physical or mental impairment.
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(b)

Separation from employment for such reasons shall not be deemed disciplinary and shall
be recorded as a medical separation. Employees may be required to submit to a physical or

mental examination *Hhey—suﬁfepfreﬂq—aﬁmems—eﬁeeﬁémeﬂs—u%eh—eaﬁsmmy—e&ase

aeeamul—aﬂeﬁs—af%eeﬂ%maea&l-yh&sed—feﬁﬁﬂesses—ln accordance Wlth a pohcv estabhshed
by the city manager. . Such examexamination(s) will be conducted by a physietanmedical
provider selected and paid for by the city—Fhe-employee-may-be-subjeet-to-diseiplinary
action for refusing to submit to the examination.

If treatment is recommended to remedy or alleviate the situation and the employee does
not submit to such treatment within required schedules, or if the treatment cannot be
completed within a reasonable timeframe, the employee may be dismissed due to the
disability. The city will determine what constitutes a reasonable timeframe based on the
business needs of the city.

Sec. 70-188. Severance pay.

If the city manager determines that it is in the best interest of the city, sthethey may authorize
severance pay or benefits to any employee who terminates or separates from city employment for
any reason.”
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Personnel Rules Update

City Council Workshop
October 9, 2023




Introductlon e Chapter 70 of the City’s Code contains

the “Personnel Rules”

e Defines terms and conditions of
employment.

e Updates to comply with employment laws
and general housekeeping




Updates recommended for compliance:

e Colorado Equal Pay for Equal Work Act
e Healthy Families and Workplaces Act

Housekeeping/Maintenance

e Updated outline and formatting, language
and grammar

e Removal of redundant definitions and
procedural language found in City policies

e Added sections to address new or
existing practices not currently in the
Personnel Rules



Article IT - Employment

e Sec. 70-32 Employment Status
o  Changed title to “Definitions and employment status,” added definitions for items that were repeatedly defined in
multiple sections.
e Sec.70-34 & Sec. 70-35 Job Vacancy & Interviewing, testing and selecting employees
o  Removed sections no longer allowed due to the Colorado Equal Pay for Equal Work Act Posting Requirements; e.qg.
transferring employees without posting; hiring without posting from a process in the last six months or from
eligibility lists; posting of reclassifications no longer required.
e Sec. 70-36 Probationary Period
o Removed time in a variable hour or seasonal position can count towards probationary period (not practiced and
can create inequity, offer early release from probation based on performance instead).
o Updated: Evaluation dates after probation moves to annual calendar.
e Sec. 70-39 Re-employment
o  Added explanation of rehire status for employees who resign or are laid off.
o  Added employees who are terminated for cause are not eligible for rehire.



Article ITI - Employee Compensation

e Sec 70-50, 50.1, 50.2 and 50.3 Pay plan and classification system, & Reclassifications
o  Clarified language to comply with Colorado Equal Pay for Equal Work Act.
e Sec. 70-53 Appointment rate
o Removed information regarding how pay is handled for rehires, transfers, promotions, demotions and
voluntary reassignments and referenced where it is found in Article IIl.
e Sec. 70-54 Disciplinary rate
o  Removed disciplinary fines due to non-compliance with Colorado Equal Pay for Equal Work Act.
e Sec. 70.55 Pay increases
o Added pay increases may be made upon a date established by the City Manager as the annual pay increase
review date for better compliance with the Colorado Equal Pay for Equal Work Act.
e Sec. 70-59 & 70-60 Pay rates upon transfer, promotion, demotion or voluntary reassignment & reclassifications
o  Removed individual definitions and replaced with consistent a explanation of how they are all handled to
comply with Colorado Equal Pay for Equal Work Act.
e Sec. 70-63 Reduction of wages
o  Removed disciplinary fines for compliance with the Colorado Equal Pay for Equal Work Act.
e Sec. 70-65 On call pay

o Updated language and removed procedural information referenced in city policy.



Article IV - Attendance and Leave

e Sec.70-105,105.1,105.2,105.3, 105.4, 105.5 Sick Leave, SL Advance, SL Exchange, SL Payable upon death or
retirement, SL Bank and SL during public health emergency

o  Removed procedural language, added statement that sick leave will be granted in accordance with federal and
state law and in accordance with city policy.
o  Referenced new sick leave policy for these procedures.
Sec. 70-107,110, 111, 118 Extended Medical Leave, Victims of Domestic Violence, Fatigue Leave & Facility Closure
o  Removed procedural language,referenced existing city policies and applicable federal or state laws
e Sec. 70-117 Leaves of Absence without pay

o Added language to clarify that an unpaid leave of absence without approval of appointing authority shall be
construed as unauthorized and subject to discipline.
e Sec. 70-120 Extended care leave

o Added a new section to briefly introduce this new leave and reference the City policy that describes the leave.



Article V - Employee Responsibilities

e Sec. 70-143 Employee Conduct
o  Clarified language to distinguish status of regular employees and non-regular or “at will” employees
o  Added additional protected classes for conduct related to abusive treatment or disrespect
o  Added marijuana as a controlled substance and an explanation of how investigations are handled.
e Sec. 70-144 Discipline/Discharge
o Added language explaining how employment status will be handled for employees charged with a felony
while awaiting court proceedings.
o  Removed language regarding disciplinary fines for compliance with Colorado Equal Pay for Equal Work
Act.
e Sec. 70-150 Drugs and Alcohol
o  Added use of, or being under the influence of, marijuana while at work.
e Sec. 70-155 Criminal charges and convictions during employment
o  New section explaining employee’s responsibility to report criminal charges or convictions and appointing
authority responsibility for handling such matters.



Article VI - Employer- Employee Relations

e Sec 70-170 Administrative Review
o  Removed disciplinary fines, no longer practiced due to Colorado Equal Pay for Equal Work Act.



Article VII -Separation and Termination of
Employment

e Sec. 70-184 Last day of employment
o  Added information regarding the return of city property upon the last day of work and the process for handling
it.
e Sec. 70-185 Retirement health benefits
o  Removed a section regarding prior employees retiree health benefits which is no longer relevant.
e Sec.70-186.2 Recall Status
o  Changed title to “Rehire Status” and removed reference to “recall without exam” due to non-compliance with
Colorado Equal Pay for Equal Work Act posting requirement.
o  Referenced other sections where rehire handling and pay and benefit for rehires is explained.



New Policies and Procedures

Extended Care Leave
and Sick Leave



Extended Care Leave (ECL) High Level Summary

e ECL is a partially paid leave of up to 12 weeks per year

e Available to employees who have worked at least 12 continuous months and 1250 hours in the 12
months prior to taking leave.

e First 2 weeks are a waiting period; employees will use accrued sick leave or other paid leave

e Remaining 10 weeks paid at the employee’s regular rate of pay (average pay for variable
hour/seasonal employees.)

e For major qualifying events requiring the employee to miss more than 2 weeks of work; defined

as:
o  Employee’'s own or a family member’s serious illness or injury
o  Employee pregnancy, childbirth and parental bonding time with a newborn,
o  Employee’s adoption or foster care placement of a child and time to bond with the child,
o Leave taken to take care of matters related to military exigency,

o Leave to seek safety from domestic violence or assault.
e Family member is defined as the employee’s spouse or domestic partner, parent or child.
e Leave will run concurrently with FMLA and other benefits as applicable or required by law.



Sick Leave Policy - High Level Summary

New Sick Leave Policy will replace most of what was in the Personnel Rules, substantially staying the same
except for key changes below:

e Added new reasons allowed under the Healthy Families and Workplaces Act:
o  School or place of care closed due to inclement weather or related emergency
o  Grieve, attend funerals or deal with financial and legal matter resulting from death of family member
o  Evacuate residence due to inclement weather or related emergency
o Due to closure of place of business, school or place of care during PHE
e Sick leave advance for probationary employees in their first year of employment will not be required to
be earned or paid back
o  Thisis an effort to address that new hires are not eligible for ECL and to support them in the case of
need in the first year.
e Sick leave accrual maximum will be adjusted to balance new ECL Leave
o  Employees hired before January 2024 will be keep any hours banked in excess of new maximum
e Sick Leave Exchange will be adjusted to acknowledge new accrual max and simplify administration



e Updates to the Personnel Rules are not
expected to have a budgetary impact.

e Extended Care Leave

O

One time costs to implement and
administer in first year $45K

No budget impact for regular
employees expected

Costs to provide paid leave to
variable employees, who would
have otherwise gone unpaid, will be
monitored and accounted for as
part of the supplemental budget
process. Not expected to meet or
exceed cost of FAMLI.



Questions?
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TO: THE HONORABLE CITY COUNCIL DATE: October 9, 2023

SUBJECT: Water, Wastewater and Stormwater 2024 Rate/Fee Recommendation Workshop

Report in Brief

As a follow-up to the September 18, 2023 City Council workshop on utilities rates and fees, the Infrastructure Work System
will present a detailed summary of revenue requirements to fund prioritized capital projects and operating expenses associated
with City Council Strategic Result 3 (SR3): Water, Sewer, and Stormwater Master Plans and their implementation. The City
team has analyzed revenue forecasts and created a financial strategy to support prioritized projects and costs, and has
recommended 2024 water, sewer and stormwater rates and fees. The purpose of this workshop is to provide additional
background and information that supports and justifies the 2024 rate and fee recommendations for reliable water, sewer, and
stormwater service levels provided to the community.

In addition, the recommended rates and fees support the Strategic Plan Infrastructure Principle that states: "Provides the
community with a safe, reliable, high-quality water supply, drainage system, and wastewater disposal services for full city
build-out, as defined by the Comprehensive Plan. This includes maintaining utility rates at the lowest practical levels with
accurate billing that supports replacement of aging infrastructure in order to maintain robust utility systems."

Background

The Arvada community relies on their water, wastewater, and stormewater utilities to be there when they need them. That
infrastructure requires regular maintenance and, at times, major investments in order to keep the system functioning 24 hours a
day, 7 days a week, 365 days per year.

The city's water, wastewater, and stormwater systems date to the early 20th century with current components installed starting
in the 1950s. Between the 1960s and 1980s, Arvada residents provided a funding boost to our water and wastewater systems.
Those infrastructure components are reaching the end of their useful life.

The City's water and wastewater systems are vast, with raw water components, two drinking water treatment facilities, over 600
miles of water pipe, and over 450 miles of wastewater pipe.

Each year, the City team prioritizes projects in our system to keep delivering the level of service residents have come to expect.
Some projects build capacity for new users and other projects replace and rehabilitate the existing system.

Replacing and rehabilitating our vast water and wastewater systems is paid for through customer rates and bimonthly service
fees. System development charges are collected from new homes and businesses to pay for the new capacity needed to serve
them. Once in the city system, these customers pay rates and bimonthly service fees like everyone else.

The City’s Infrastructure team continues to prepare for investments in operations and infrastructure as part of our ongoing
commitment to continue to provide reliable water, sewer, and stormwater drainage services to our community. At the
September 18, 2023 City Council workshop, the City team presented our annual recommendation on adjustments to utilities
rates and fees.

This work supports the 2020-2025 City Council Strategic Plan that calls for updated master plans for water, sewer and
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stormwater, as well as an implementation plan and budget recommendations. It also aligns with previous presentations to the
City Council on a "road map" of projects that will support aging infrastructure and planned development. The recommended
rate and fee increases are also reflected in the proposed 2024 City budget.

The “road map” proposed and presented to Council in 2022 and 2023 forecasted rate/fee increases in the 12-14% range in order
to raise sufficient revenue to implement the master plans. As discussed at the September 18, 2023 workshop, an independent
analysis by the City's financial consultant in 2023 recommended a 25% rate increase for water, a 12% rate increase for sewer,
and a 64% rate increase for stormwater to support master plan implementation. Rather than bring such an aggressive
adjustment to the Council for 2024, the City team has proposed the following:

o 12% water rate increase + $4 bimonthly service charge increase = cumulative 14.5%, with $3.5 million of estimated
$4.7 million revenue increase budgeted for the implementation of master plan projects

e 12% sewer rate increase + $2 bimonthly service charge increase = cumulative 13.7%, with $762,000 of estimated $2.2
million revenue increase budgeted for the implementation of master plan projects

® 5% stormwater rate increase (no service charges), with $104,000 of estimated $203,000 revenue increase budgeted for
the implementation of master plan projects

While approval of the recommended rate and fee increase will support the infrastructure strategic result on master plan
implementation, it is not sufficient to fully fund the master plan implementation as directed in the strategic plan.

As a follow up to the discussion at the September 18, 2023 workshop, the City team has prepared a more detailed summary of
forecasted expenses and prioritized projects for the water, sewer, and stormwater utility systems. Priorities are set based on
direction from the City Council Strategic Plan, level of service goals, and supporting a market-driven pace of planned
development.

This workshop will present prioritized projects, a review of Level of Service goals, and a more detailed review of the financial
and data analysis conducted in support of the 2024 rate and fee recommendation.

Strategic Alienment

This workshop aligns with the following Strategic Result within the Infrastructure Priority Area of the City Council Strategic
Plan:

Update the water, sewer, and stormwater master plans.

In addition, work related to the Water, Sewer, and Stormwater Master Plans aligns with the following Principle stated within
the Infrastructure Priority Area:

Provides the community with a safe, reliable, high-quality water supply, drainage system, and wastewater disposal services

for full city build-out, as defined by the Comprehensive Plan. This includes maintaining utility rates at the lowest practical
levels with accurate billing that supports replacement of aging infrastructure in order to maintain robust utility systems.

Next Steps
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A second reading and public hearing for the ordinances to adopt 2024 water, sewer, and stormwater rates and fees is scheduled
for Monday, October 16, 2023.

Prepared by:
Sharon Israel, Director of Utilities

Reviewed by:

Approved by:

Sharon Israel, Director of Utilities 9/27/2023
Bryan Archer, Director of Finance 9/27/2023
Jessica Morales, Assistant City Attorney  9/27/2023
Tammy Hedlund, Legal Specialist 9/27/2023
Rachel Morris, City Attorney 9/27/2023
Don Wick, Deputy City Manager 9/27/2023
Lorie Gillis, City Manager 9/27/2023

Enclosure, exhibits & attachments required to support the report
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2024 Proposed Water,
Sewer and Stormwater
Rates & Fees

City Council Workshop
October 9, 2023

Utilities Department

& ARVADA



Tonight's Agenda
City of Arvada Utilities Infrastructure Overview
Level of Service Goals
Utilities Master Planning Timeline and Financial Strategy
2024 Utilities Rate and Fee Recommendation Recap
o Impact to typical City of Arvada single family home
Planned projects by criticality: water, sewer, storm

e Cash flow and cost allocations: water, sewer, storm

o 2022-2024 Capital Improvement Projects (CIP) Project Spend

and Schedule: water and sewer
e Next Steps
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City of Arvada Utilities Infrastructure Overview

By the numbers

The City's water and

wastewater systems date
to the early 20th century
with current components

Installed starting in the
1950s with significant

Investment between the
60s and 80s. Much of this
Infrastructure is reaching

the end of its useful life.

g .M:ﬂ
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~40,000+ households, 120,000+ residents, ~40 square miles
~100 full time employees

o Operations & Treatment, Customer Billing, Water
Resources, Wastewater, Stormwater, Engineering

Water supply ~75% Denver Water (Gross Reservoir), 25%
Clear Creek

~6.4 billion gallons of treated water per year

o Ralston Water Treatment Plant (WTP) treatment
capacity is 36 Million Gallon per Day (MGD)
o Arvada WTP treatment capacity is 16 MGD
11 water storage tanks and 7 pump stations
630+ miles of distribution pipes
38,000 water meters & 6,000 hydrants
400 miles of sewer line maintained by Arvada
Over 10,000 maintenance holes and 2 lift stations
221 miles of storm drains
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Infrastructure built 50-70 years ago is at or past its useful life
and needs to be replaced to maintain Level of Service

150,000

140,000 Infrastructure installed to meet

130,000 population growth in 1950s-1970s

120,000 needs replacing.

110,000

100,000
90,000
80,000
70,000
60,000
50,000
40.000
30,000
20,000
10,000
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System Value ~ $4,500,000,000

System

Value

Water Infrastructure

$2.4 billion*

Wastewater

$1.2 billion

Stormwater

$840 million

*Does not include water rights valuation

CITY OF

ARVADA

N

fea U [WM

gMQ\ \ /6%

=T om0t ERL T, 10H B u,‘:l

s A

e N = /P 0N
2172 NYENEEBRY 4 e



Significant portion of the system is at or near useful life -
Reinvestment is funded from rates and fees

e Overall Utility

30% of Overall
Utility Assets
are at or over
their useful life

t 1 t { t t T
% 40% 50% 60% 70%

Percentile

2023 Frequency Distribution Curves of
Remaining Useful Life for Overall City
Utility Assets

CITY OF ARVADA
Long-Term CIP R&R Planning

*Total Number of assets - Not Value Weighted



Utilities and Level of
Service (LOS) MEMORANDUM

INFRASTRUCTURE WORK SYSTEM

September 30, 2021 (UPDATED APRIL 15, 2022)

o I_OS IS a d eC i S I O n/d iSC U SS i O ﬂ : : Sharon Israel,‘JacqueIine Rhoades
. ere Utilities Engineering Team
point across the Utility and SUBJECT

Level of Service Goals for Water, Wastewater, and Storm Water Utilities
Summary

W I t h C Ity CO u n C I | City Utilities staff, in conjunction with Utilities Engineering staff, have defined and set goals for each area of the utility. These

are summarized in Table 1 at the end of this memo. These goals will provide direction for:

I_O S I S a | SO C O m m U n I C a te d Provide a benchmark where the system meets expectations and where improvements are needed
Prioritization of CIP Projects
1 Identification of budget needs
W I t h O u r C u Sto m e rS Common work goals for utilities teams
Communication with stakeholders outside of utilities
Explanation and rationale for utility operations and decisions

The City’s definition of Level of Service is as follows:

Develop numerous criteria for each area of the utility to define the accepted level of risk and provide this

FU nding SOU rces level of service to all customers.
Each year, the City team prioritizes projects in our system to keep delivering the level of service
residents have come to expect. Some projects build capacity for new users and other projects

replace and rehabilitate the existing system.

PARVADA




System Failures 2023 YTD

""1:7' ‘fjﬂ

Winter 2022-2023: Ralston underground chlorine feed line failure
December 2022: line break repair $100k+

Spring 2023: Arvada underground chlorine feed line failure

June: Ralston Plant Fluoride solenoid failure, line break repair $100k+
August: Arvada Plant Filter 4 backwash valve, control failure
September: Arvada Backup radio communications failure required
emergency manual operations, Ralston 480V short with visible sparks and
power failure (34 years old)

Arvada Reaction Tank leaks (1964)

Spring Mesa Pump Station redundant pump failure - ongoing
Arvada Reservoir outlet gate controls, actuators and seals
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City Council Strategic Plan Alignment

% Infrastructure Principle: Replace aging

Infrastructure, maintain lowest practical rates:

Infrastructure Strategic Results

[SR3] By 12/23 COMPLETE COMPLETE [M3C] By 12/23
update water, sewer, [M3A] By 12/21 [M3B] By 12/22 actions including

stormwater master CO complete the Water
plans and develop an ant i Stormwater r Aaster Master Plan.

implementation plan to Plans.
address and prioritize
findings.

L BARVADA
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City Council Strategic Plan Alignment

* OSE SR9 - New strategic result for
financial resiliency:

Organizational and Service Effectiveness Strategic Results

[SR8] By 12/24

based on long-term
financial projections
and updated master
plans, develop finan-
cial resiliency recom-
mendations to ensure
adequate and on-ongo-
Ing Investment in city
infrastructure and core
services.
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Master Planning Strategic Result Timelines

D 3 Ongoing Aging Infrastructure and Capacity Needs >

7 =
3

—_— Updatea Distribution Report
— Preliminary WW Results

—— Distribution Report
— Storm Water Report
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.
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— Draft WW Report
— Final WW Report

| 2019

O ARVADA

2020 2021 | 2022 | 2023 and outyears |

—
Implementation of Master Plan projects




Utilities Financial Strategy Review

e 2019-2022: Water, Sewer and Storm Master Plans

e 2021. Approached City Council with initial Financial Strategy
concepts

e 2022: Roadmap and alternatives

e Revenue sources:

Annual rates adjustments

Annual bimonthly service fee adjustments (since 2022)

System Development Charge adjustments, effective October 1, 2023
Debt financing:

m December 2022 Bonds: $50M water, $50M sewer
o Bonds, low-interest loans, grants

O O O O
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April 25, 2022: Financial Scenario Options

1- Road Map 2 - Extended Schedule 3 - Existing Model

Per Road Map

Adjust rate/service fee
revenue 12-14%/year

Adjust System
Development Charges
per Road Map

Recommended:

Keeps risk of failure at or
below industry standard

Supports Level of Service
for existing customers
and planned
development

O ARVADA

Extend project delivery
from 8 to 20 years

Adjust rate/service fee
revenue - between
7-14%/year

Adjust System
Development Charges 25%
in 2023 and 25% in 2024,
more in out years

Not Recommended:
Project costs increase
Risk of failure higher for
longer time period
Slows pace of planned
development

No Action - Pause action
on unfunded projects
Adjust rate/service fee
revenue per 10-year
model - 7%/year

Adjust system
development Charges
25% in 2023 and 25% in
2024

Not Recommended:

Risk of failure above
industry standard

Does not support Level of
Service

Slows pace of planned
development

13



2024 Utllities Rate and Fee
Recommendation Recap
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2024 Recommendation Supports Operations and Reinvestment

oad Map Water: $4,780,000 new revenue

Increase is <0.2% of $2,400,000,000 asset value
Al rabadact vl So 2024 Recommended Water Increase: 14.5%
revenue 12-14%/year 12% volumetric and $4/bimonthly service fee increase

Per Road Map

Adjust System

| Sewer: $2,141,000 new revenue

Increase is <0.2% of $1,200,000,000 asset value

2024 Recommended Sewer Increase: 13.7%

12% volumetric and $2/bimonthly service fee increase

Development Charges
per Road Map

Recommended:

-Keeps risk of failure at or
N Stormwater: $203,000 new revenue
Increase is <0.02% of $840,000,000 asset value

2024 Recommended Stormwater Increase: 5%

-Supports Level of Service
for existing customers and
\\planned development

N . ,;‘r/." \ \‘;: — ,,; :'\,, y 37 o 7 Vv;\ - S o ,‘ ) ,TL, N O :J\‘i,;f* :/,:::14 ;'(“P,,L‘,, N " o o o
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Typical Single Family Home Customer Bill Impact

A typical single family home uses 95,000 gallons per year. In 2023 the

annual cost of utilities is $935. With the recommendation, the new
annual cost will be $1065.

Proposed annual increase over 2023: $130.20

Proposed monthly increase over 2023: $10.85
Water: $6.75/month
Sewer: $3.80/month
Stormwater: $0.30/month

”“f" ‘f“w ARVADA ux‘w'ﬁﬂ Nl 732 A AR RO N 88 = NP ey = 1 3 2 i Ty



Single Family Annual Water Charges
2023 Comparisons with Proposed 2024 Increases

Arvada 2023: $561
Arvada 2024 $642
Area Average: $669

Annual Bill Amount

O ARVADA



Single Family Annual Sewer Charges
2023 Comparisons with Proposed 2024 Increases

Arvada 2023: $318
Arvada 2024: $364
Area Average: $355
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Single Family Annual Stormwater Charges
2023 Comparisons with Proposed 2024 Increases

Arvada 2023: $56
Arvada 2024: $59
Area Average: $109
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Planned projects by criticality:
water, sewer, storm

O ARVADA



Water and Sewer Fund CIP Projects: Growth-related vs.
R&R (Handouts: Water, Sewer, Storm Projects Ranked by Criticality)

Water Fund CIP 2023-2032
Growth-related v. R&R Projects

Wastewater Fund CIP 2023-2032
Growth-related projects v. R&R projects

Growth-related
projects Growth-related

m R&R projects projects

M R&R projects

Growth-related projects are primarily the Gross The majority of Wastewater projects are a combination of

Reservoir Expansion project + _ growth and R&R, and cannot be separated
developer-contributed system expansion projects.
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Cash flow and cost
allocations; water, sewer,
storm
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Cash Flow for Water Fund

$120,000,000

$110,000,000

$100,000,000

$90,000,000

$80,000,000

$70,000,000

$60,000,000

$50,000,000

$40,000,000
*SDCs are

$30,000,000 System
Development

$20,000,000 Charges

$10,000,000
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mSDCs mRates and Fees m Fund Balance (includes unspent 2022 bond proceeds) m Additional Debt m Miscellaneous m External Sources




Cost Allocation for a Single Family Water Bill & Increases needed
to fully fund Master Plan Projects

Avg Rate Increase 2019 - 23
(5.7%)

0% increase after 2023 Water
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2023 2024 2025 2026 2027 2028 2029 2030 2031 2032

@ Debt Service @ Operations @ CIP Under Contract @ Most Critical CIP @ Medium Critical CIP  Least Critical CIP @0% increase after 2023 Water @ Avg Rate Increase 2019 - 23 (5.7%)
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Cash Flow for Sewer Fund

$55,000,000

$50,000,000
$45,000,000
$40,000,000
$35,000,000
$30,000,000
$25,000,000
$20,000,000
$15,000,000
$10,000,000
$5,000,000

2023 2024 2025 2026

m SDCs m Rates and Fees m Fund Balance (includes unspent 2022 bond proceeds) m Additional Debt m Miscellaneous m External Sources

*SDCs are
System
Development
Charges



Cost Allocation for a Single Family Sewer Bill

Avg Rate Increase 2019 - 23
(4.2%)

0% increase after 2023 Sewer
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# Operations @ CIP Under Contract @ Most Critical CIP  Least Critical CIP @ Avg Rate Increase 2019 - 23 (4.2%) @ 0% increase after 2023 Sewer
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Cash Flow for Stormwater Fund

$18,000,000

$16,000,000

$14,000,000

$12,000,000

$10,000,000

$8,000,000

$6,000,000

$4,000,000

$2,000,000

S-
2023

M Rates and Fees Fund Balance

2024

® Additional Debt

2025

m Miscellaneous

2026

External Sources




Cost Allocation for a Single Family Stormwater Bill

Avg Rate Increase 2019 - 23 (0.4%)
0% increase after 2023 Stormwater
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2023 2024 2025 2026 2027 2028 2029 2030 2031 2032

Operations @ CIP Under Contract @ Most Critical CIP @ Medium Critical CIP Least Critical CIP @0% increase after 2023 Stormwater @ Avg Rate Increase 2019 - 23 (0.4%)




Combined ANNUAL Water/Sewer/Stormwater Single Family Bill,
2019-2028

Calculated Increases Required to

S Annual Typical Single Family Bill

Fully Fund Operations and Reinvestment
1.9%
I I

2020 2021 2022 2023 2024 2025 2026 2027 2028

® \Water ® Sewer ® Stormwater




2022-2024 CIP Project Spend
and Schedule:
water and sewer
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Capital Reinvestment Supports Reliable Water, Sewer and Stormwater Services
: - T . o .

ST T S

Reinvestment projects will “keep the lights on” for the water, sewer and
stormwater utilities.

All identified projects address system pieces/parts that are aging and need

replacement to function properly for our customers.
31
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WATER: 2023 Budgeted Project Status: Total $72,756,000

$25,178,000 , 35% _

$10,903,000 ,15% _—

Water
2023 Budgeted Project Status

$3,898,000 , 5%

$32,777,000, 45%

H Spent

In Design

In Bid/Construction

12 Operations

Solid is spent.
Patterned is not-spent

32



SEWER: 2023 Budgeted Project Status: Total $21,500,000

Wastewater
2023 Budgeted Project Status

™ Spent
In Design

$11,950,000, 56% In Bid/Construction

$5,175,000,24%

Solid is spent.
Patterned is not-spent




Water/Sewer Engineering team: Projects Implementation
2022-2024 (Handout

Project

Risk and

Water R&R Projects
Castlegate Waterline
AWTP Clarifier Rehab

RWTP Filter/Solids Project
Hydrualic Modeling

2021 Waterline

2022 Waterline

Imp Disinfection Infrastructure
Water Resources Master Plan
2023\2024 Waterline

Distribution System Master Plan Update

Water Growth Projects
Canyon Pines Pump Station
Pumped Zones - Z5 tank
Pumped Zones - Z6 Tank
Pumped Zones Pump Station
Pumped Zones Piping for new PS/Storage

neers

Wastewater R&R Projects
2022 WW CIPP
2023 WW CIPP
SS Replacement (Open Cut)
Condition Assessment
Infiltration Elimination (CIPP)
WW Master Plan Update

4 Engineers

9 En

Wastewater R&R and Growth Projects
NTL 4 - 81st and Kipling
NTL 10 - Tennyson
CRT 6
NTL Prelminary Design
CRT7
NTL 7

Wastewater Growth Projects
Alkire Lift Station
|Alkire Force Mains




Next Steps

O ARVADA



Next Steps

e City Council passed the ordinances to adopt the

recommended rates and fees on first reading on October 2,

2023.
e Public hearings and a second reading of the ordinances is

scheduled for October 16, 2023.
o If approved, new rates and fees go into effect January 2024.
o If not approved, the City team will return with a
recommendation for adjustments to budgeted expenditures
and modification to timing of planned development

e Enhanced outreach for customer support and

36
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End - Thank You.
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CITY OF

& ARVADA

REPORT TO CITY COUNCIL AGENDA ITEM

TO: THE HONORABLE CITY COUNCIL DATE: October 9, 2023
SUBJECT: Staff Updates

Report in Brief

The purpose of this workshop is for staff to provide City Council with brief updates on projects and issues that do not require a
full workshop.

Prepared by:
Chris Koch, CCO Admin

Reviewed by:

Approved by:

Enclosure, exhibits & attachments required to support the report
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