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IMPORTANT INFORMATION 
 

ABOUT THE HUMAN RESOURCES POLICY AND PROCEDURE MANUAL 
 
 
The purpose of this Human Resources Policy Manual is to give employees a general understanding 
of the employment policies and procedures of Poudre River Public Library District (the “District”) 
as adopted by the Board of Trustees.   
 
These policies and procedures are not intended and shall not be construed to vest any employee of 
the District with any rights arising from any express or implied contract of employment. All 
employees are expected to comply with the District’s Policies and Procedures and its updates as 
changed from time to time by the District. 
 
This manual replaces all previously issued editions and supersedes all previous personnel policies, 
procedures and practices, whether written or otherwise, and whether contained in other District 
policies or elsewhere. 
 
Only the Executive Director has the authority and discretion to create or change the employment 
policies and practices of the District.  The Executive Director may authorize exceptions to these 
policies if they determine that such exceptions are in the best interests of the District.   
 
If you have any questions or suggestions regarding the employment policies or procedures, please 
contact your manager. The personnel policies and procedures described in the Poudre River Public 
Library District Policy and Procedure Manual are provided as a matter of information only, are not 
contractual obligations of the District, and are subject to change, suspension or cancellation, in 
whole or in part.  
 
After such changes to the Poudre River Public Library District Policy and Procedure Manual are 
effective, notice of the changes will be periodically sent directly to employees and will be available 
on the District’s Staff Cache SharePoint site.   
 
Employees are responsible for acknowledging receipt of and familiarizing themselves with the 
policy and procedure changes through the District’s Staff Cache site.  
 
No human resources policy manual can anticipate every circumstance or question.  After reading 
these policies, employees who have questions should talk with their immediate supervisor or the 
Human Resources Director.   
 

POUDRE RIVER PUBLIC LIBRARY DISTRICT RESERVES THE RIGHT TO SUSPEND, TERMINATE, 
INTERPRET, OR CHANGE ANY OR ALL OF THE GUIDELINES MENTIONED, ALONG WITH ANY 
OTHER PROCEDURES, PRACTICES, BENEFITS, OR OTHER PROGRAMS OF THE DISTRICT.  THESE 
CHANGES MAY OCCUR AT ANY TIME, WITH OR WITHOUT PRIOR NOTICE. NO ORAL STATEMENTS 
OR REPRESENTATIONS CAN CHANGE THE PROVISIONS OF THIS MANUAL. 
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6.0  INTRODUCTION  
The Human Resources policies contained within are also found in section six (6) of the Poudre 
River Public Library District Policy Manual and outline the personnel programs and benefits of 
employment as adopted by the Board of Trustees.  Because the Library District continues to 
contract some HR services from the City of Fort Collins, references to City policies are cited when 
applicable. If there is a conflict between the City of Fort Collins policies or procedures and this 
Manual, the provisions of this Manual will apply. 

All employees are responsible for familiarizing themselves with the contents of these policies to 
understand the terms and conditions of employment with the Library District.   

Nature of Your Employment Relationship 

Employment with the District is voluntarily entered into, and employees are free to resign at any time 
with or without notice or reason. Similarly, the District is free to conclude its employment relationship 
with any employee (except those in classified positions who have completed their introductory period) 
at will with or without cause at any time.  

The employment of employees in classified positions who have completed their introductory period may 
be terminated by the District only for cause (as discussed in the “Separation from Employment” policy). 
Neither you nor the District has entered into any contract of employment for a definite period, 
expressed or implied. Although the policies in the District’s Personnel Policies and Procedures may be 
changed from time to time at the discretion of the District, the termination policy expressed in this 
paragraph may only be changed in a specific written contract to the contrary signed both by the 
employee and Executive Director. No other practice, written or oral policy or statement by anyone, 
including managers and any other leadership personnel, can alter this employment relationship. 

6.1    GENERAL INFORMATION 

6.1.1  Equal Employment Opportunity 

Poudre River Public Library District is dedicated to the principles of Equal Employment 
Opportunity (EEO) for all applicants and employees.  We prohibit unlawful discrimination against 
applicants or employees on the basis of gender (regardless of gender identity or expression), age 40 
and over, race, sex, color, religion, creed, ancestry, national origin, disability, sexual orientation, 
marital status, military status, genetic information, or any other status protected by applicable state 
or local law.   

This prohibition includes unlawful harassment based on any of the aforementioned protected 
classes.  Unlawful harassment includes verbal or physical conduct that has the purpose or effect of 
substantially interfering with an individual’s work performance or creating an intimidating, hostile, 
or offensive work environment.  This policy applies to all job applicants, employees, including 
managers, supervisors, co-workers, and non-employees such as customers, clients, vendors, 
consultants, etc.  
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The Library District is committed to providing a work environment that is free from discriminatory 
or unfair employment practices because of pregnancy, a health condition related to pregnancy, or 
the physical recovery from childbirth.  

Any employee who believes they have been unlawfully discriminated against or harassed should 
promptly report the facts and the names of the individuals to the Human Resources Director. 
Human Resources will promptly investigate all such complaints and take appropriate action. 

The Library District strictly prohibits unlawful retaliation against a person who engages in 
protected activities such as (but not limited to) reporting instances of harassment and 
discrimination.  

6.1.2 Human Resources Department 

The Human Resources (HR) Department provides centralized personnel services for the Library 
District in the areas of compensation, benefits, recruitment and selection, employee relations, and 
organizational development and training. The HR Department is available to provide information to 
understand the District’s employment policies and assistance to promote a positive work 
environment.  

The HR Department is the best resource to obtain current information on work rules, employment 
policies, payroll data, personnel records, job opportunities, compensation and benefits, and benefit 
continuation rights upon termination of employment. 

Employees can also contact HR for the following support: 

1. To ask questions about policies 
2. To express concerns regarding working conditions or safety 
3. To make complaints of unlawful discrimination, harassment, or other violations of District 

policy 
4. To request support in navigating workplace conflict 
5. To request pregnancy accommodations or accommodations under ADA 
6. To request leave under any Library District leave category such as Family Medical Leave 

(FML) see section 6.7 for Employee Leave Policies 
7. To make changes to their name, marital status, number of dependents, home address, 

telephone number, and emergency contacts 

6.1.3 ADA and Religious Accommodation 

The District will make reasonable accommodation for qualified individuals with known disabilities 
and employees whose work requirements interfere with a religious belief unless doing so would 
result in an undue hardship to the organization or cause a direct threat to health or safety.  
Employees needing such accommodation are instructed to contact their supervisor or the Human 
Resources Director immediately. 
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6.1.4 Pregnancy Accommodation 

Employees have the right to be free from discriminatory or unfair employment practices because of 
pregnancy, a health condition related to pregnancy, or the physical recovery from childbirth.  

Employees who are otherwise qualified for a position may request a reasonable accommodation 
related to pregnancy, a health condition related to pregnancy or the physical recovery from 
childbirth. If an employee requests an accommodation, the District will engage in a timely, good 
faith, and interactive process with the employee to determine whether there is an effective, 
reasonable accommodation that will enable the employee to perform the essential functions of their 
position.  A reasonable accommodation will be provided unless it imposes an undue hardship on 
the District’s business operations.  

The District may require that an employee provide a note from their health care provider detailing 
the medical advisability of the reasonable accommodation. Employees who have questions about 
this policy or who wish to request a reasonable accommodation under this policy should contact 
Human Resources. 

The District will not deny employment opportunities or retaliate against an employee because of an 
employee's request for a reasonable accommodation related to pregnancy, a health condition 
related to pregnancy, or the physical recovery from childbirth.  An employee will not be required to 
take leave or accept an accommodation that is unnecessary for the employee to perform the 
essential functions of the job. 

6.1.5 Harassment Prohibited 

The District is committed to providing a work environment where all individuals are treated with 
dignity and respect. In addition to prohibiting unlawful discrimination and harassment as defined 
in the District’s Equal Employment Opportunity Policy 6.1.1, employees are expected to conduct 
themselves and treat others in a respectful manner at all times. Specifically: 

A. Harassment is strictly prohibited. In general, harassment is any verbal or physical conduct 
that denigrates or shows aversion toward an individual and that: 

 
1. Has the purpose or effect of creating an intimidating, hostile or offensive work 

environment.  

2. Has the purpose or effect of unreasonably interfering with an individual’s work 
performance. 

3. Otherwise unreasonably affects an individual’s employment. 
 
B.  Unlawful sexual harassment is strictly prohibited. Unlawful sexual harassment has been 

defined by government regulation as any unwelcome sexual advances, request for sexual 
favors, or other verbal or physical conduct of a sexual nature when: 

 
1. Submission to such conduct is made explicitly or implicitly a term or condition of 

employment; or  

2.    Submission to or rejection of such conduct is used as the basis for  
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decisions affecting such individual’s employment; or  

3. Such conduct has the purpose or effect of substantially interfering with the 
individual’s work performance or creating an intimidating, hostile, or offensive work 
environment.  

C.  Inappropriate sexual conduct beyond that defined by government regulations is also strictly 
prohibited.  Inappropriate sexual conduct which may violate this policy includes, but is not 
limited to, sexually implicit or explicit communications whether:  

1. Verbal, such as comments, jokes, foul or obscene language, offensive advances, 
gossiping or conversations about any individual’s sex life, or repeated unwanted 
requests for non-work related social interaction.  

2. Unwanted physical contact, such as kissing, hugging, massaging, tickling or any other 
form of inappropriate touching.  Inappropriate touching includes touching any 
private area of the body, even once.  

3. Physical gestures or other non-verbal gestures, such as looking at another person’s 
body in a scrutinizing and sexually suggestive manner.    

4. Electronic such as email, pornographic downloads, pictures or text messages. 

5. Environmental such as music, pinups, calendars, cartoons, drawings, catalogs and 
other print media. 

D.  Harassing conduct includes, but is not limited to: epithets, slurs, or negative stereotyping; 
threatening, intimidating or hostile acts; and written or graphic material that denigrates or 
shows hostility or aversion toward an individual or group and that is placed on walls or 
elsewhere on District property or circulated in the workplace.  

 
E.  Retaliation against a person who engages in protected activity is strictly prohibited. 

Protected activity includes an employee complaining that they have been discriminated 
against in violation of the above policy or participating in an employment discrimination 
proceeding. 

 
Complaint Procedure 
 
If you believe there has been a violation of the EEO policy or harassment based on the protected 
classes listed above, including sexual harassment, please use the following complaint procedure.  
The District expects employees to make a timely complaint to enable administration to investigate 
and correct any behavior that may be in violation of this policy. 
 
Report the incident to your manager (if appropriate) or any other manager, the Human Resources 
Director or the Deputy Director of the Library District who will investigate the matter and take 
corrective action where appropriate.  Your complaint will be kept as confidential as practicable.  If 
you prefer not to go to these individuals with your complaint, you should report the incident to the 
Executive Director of the Library District.  
 
If your complaint relates to the actions or inactions of the Executive Director, report the complaint 
to an Officer of the Board of Trustees of the Poudre River Public Library District. 
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Managers who receive complaints of harassment or discrimination must immediately report all 
complaints to the Human Resources Director.  This includes observed incidents or suspected 
incidents of harassment or discrimination as described in this policy.  
 
The District prohibits retaliation against any employee for filing a good faith complaint under this 
policy or for assisting in a complaint investigation.  If you believe there has been a violation of our 
EEO or retaliation standard, please follow the complaint procedure outlined above. 
 
If the District determines that an employee’s behavior is in violation of this policy, disciplinary 
action will be taken, up to and including termination of employment. 

6.1.6  Safety, Risk Management, and Workers’ Compensation 

The District is committed to providing a safe work environment.  Employees should report any 
unsafe practices or conditions to their supervisor immediately. 

The risk of loss due to property damage, employee accidents or injuries, or other liability claims are 
covered by the District’s insurance providers.   

Employees who are injured on the job, however slightly, or learn that they have an occupational 
illness, injury or disability must immediately report such information to their supervisors and the 
Human Resources Department.  If medical treatment is required, the injured employee is required 
to call or visit one of the District’s preferred providers (available on Staff Cache by searching 
“Workers Comp”) unless it is an emergency and 911 is called.  

Employees also are required to comply with the District’s Workers’ Compensation requirements, 
including completing forms and providing information requested by the Human Resources 
Department and the District’s designated physician.  The forms to be filed when an injury occurs 
are available on the District’s Staff Cache site or through your manager.   

 
If medical treatment for an on-the-job injury is needed, it must be obtained from one of the 
organization’s designated physicians.  If not, the employee may be responsible for the cost of 
medical treatment. 

6.2  EMPLOYMENT CATEGORIES  
The District employs every employee in either a classified position or an unclassified position. In 
addition, every employee is either “exempt” or “non-exempt” from the overtime provisions of the 
federal and state wage and hour laws. 

6.2.1  Categories of Employment  

The Library District employs every employee in either a classified position or an unclassified position. In 
addition, every employee is either “exempt” or “non-exempt” for overtime purposes based on 
provisions of the federal and state wage and hour laws. Employees’ personnel action forms maintained 
by the Human Resources Department show their category of employment. 
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Classified Positions 

A.  A classified position is an authorized, budgeted position included in the Pay Plan. Classified 
positions may be “exempt” or “non-exempt” depending on each employee’s duties and 
responsibilities.  

B.  Classified positions may be full-time, in which the employee works the equivalent of a forty-
hour work week, or part-time in which the employee works the equivalent of a minimum of 
twenty and a maximum of thirty-nine hours per work week. The Library District provides a 
comprehensive benefit package (through the City of Fort Collins) to full and part- time classified 
employees; however, the benefit package for part-time classified employees is prorated based 
on the position’s designated FTE. This is explained more fully in various leave policies in the City 
of Fort Collins Personnel Policies and Procedures and other benefit documents provided by the 
City.  

C.  All employees in classified positions who have completed their initial period of introductory 
status may be terminated only for cause, as defined in the “Separation from Employment” in 
these Personnel Policies and Procedures.  

D.  Classified positions include non-management and some management positions. Classified non-
management positions may be exempt or non-exempt from applicable wage and hour laws 
depending on the nature of the work performed by the employee.  

 
Types of Unclassified Positions 
 
Unclassified positions include unclassified management, hourly, and contractual positions.  
 
For unclassified employees, the employment relationship is always at the mutual consent of the 
District and the employee. Unclassified employees do not become classified employees or otherwise 
change unclassified categories with the passage of time in an unclassified position. Unclassified 
employees have no right to become classified employees. Accordingly, either the employee or the 
District may terminate the relationship at will at any time with or without cause or notice.  
 
Unclassified Management Positions 

An unclassified management position is an authorized, budgeted position included in the Pay Plan. Such 
positions may be full-time or part-time. Full-time unclassified management employees, unless otherwise 
provided in a written agreement, are eligible for all Library-sponsored benefits, and part-time 
unclassified management employees are eligible to participate in Library-sponsored benefits on a pro 
rata basis based upon their position’s designated FTE. This is explained more fully in various leave 
policies in the City of Fort Collins Personnel Policies and Procedures and other benefit documents 
provided by the City.  
 
Contractual Positions 

The Library District and an employee may enter into a written employment agreement. Terms and 
conditions are specified in the contract and may be different than those identified in the District 
Personnel Policies and Procedures. Contractual positions supplement the District’s regular work force 
for jobs of a limited duration, projects funded by grants, budgeted internships, to evaluate a position or 
incumbent, or as temporary replacements for other categories of employees. “Temporary” and “limited 
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duration” means a position (excluding grant funded positions) anticipated to be needed for less than 
four years. Employees in contractual positions may work full-time or part-time and may be “exempt” or 
“non-exempt” depending on job duties. All contractual employees are eligible to participate in certain 
Library-sponsored benefits according to the specific terms of their contracts but are ineligible to 
participate in District-sponsored pension, retirement and deferred compensation plans.  
 

Unclassified Hourly Positions  

Employees in unclassified hourly positions are employees who:  

a.  Work sporadically throughout the year on-call or as-needed, usually for fewer than 
 30 hours per week, or  

b.  Are regularly scheduled to work less than 30 hours per week.  

Employees in unclassified hourly positions are not eligible for District benefits such as paid 
vacation, health insurance, retirement and deferred compensation plans, and the like.  
 
Employees in hourly positions are eligible for sick leave, holiday pay and personal leave as defined 
in the Benefits section of this policy manual as well as benefits required by law, such as Social 
Security and Workers’ Compensation.  
 
Unclassified hourly positions are non-exempt as described below under “Exempt and Non-exempt 
employees.” 

Exempt Employees 

Exempt employees are employees whose job assignments meet specific tests established by the 
federal Fair Labor Standards Act (FLSA) and state laws that make them ineligible to earn overtime 
pay or accrue compensatory time off.   

Employees in exempt positions are expected to devote such additional time as may be necessary to 
accomplish the duties of their positions, including time outside normal business hours. 

Non-exempt Employees 

Non-exempt employees are compensated for all time they work and receive overtime 
compensation at a time-and-a-half rate, either as wages or “compensatory time off,” for hours 
worked in excess of 40 hours in the workweek. Only non- exempt employees are eligible to earn 
overtime pay or accrue compensatory time. Specific limitations relating to overtime compensation 
and compensatory time are discussed in the “Overtime Pay and Compensatory Time Off” policy in 
these Personnel Policies and Procedures.  
 
Full-Time and Part-Time Employees and “FTE”  
 
The term “full-time” employee, as used in these Personnel Policies and Procedures, means any 
employee regardless of category who is regularly scheduled to work 80 or more hours per biweekly 
pay period.  
 
The term “part-time” employee, as used in these Personnel Policies and Procedures, means any 
employee regardless of category who is regularly scheduled to work less than 80 hours per biweekly 
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pay period. District policies and forms sometimes refer to part-time employees by a particular 
“FTE,” which means “full-time equivalent.” For example, an employee referred to as a “0.75 FTE” is 
someone who is regularly scheduled to work 60 hours per biweekly pay period, which is 75 percent 
of a full-time/80 hour per pay period schedule; and a “0.5 FTE” is someone who is regularly 
scheduled to work 40 hours per pay period which is 50 percent of a full-time schedule.  

The “FTE” of a classified or unclassified management employee shall be immediately reduced based 
on the number of actual hours worked including paid leave hours if the employee is, or is 
anticipated to be, on unpaid leave for a total of more than 160 hours in any calendar year. This 160-
hour limit for maintaining the “FTE” when paid work hours have been reduced shall be prorated for 
part-time classified and unclassified management employees and shall be extended when required 
by the Family and Medical Leave Act or the Americans with Disabilities Act. This subsection shall not 
apply to an employee who has been placed on an extended leave of absence.   

6.2.2  Introductory Status 

Employees who are hired into classified positions and employees who are moving from hourly or 
contractual positions into classified positions begin service on introductory status for a minimum of six 
months from the date of hire or movement. The length of an employee’s introductory status may be 
extended at the discretion of the department head or Human Resources Director for a period of up to 
24 months from the date of hire or movement. Introductory status does not automatically end after the 
passage of six months or any other length of time. Introductory status ends only after the employee is 
notified in writing and after the status change becomes effective at the beginning of the next pay 
period. 

During the introductory period, employment is with the mutual consent of the employee in the 
classified position and the District. Accordingly, either the employee or the District may terminate 
the employment relationship at will, with or without cause or notice during the introductory 
period.  
 
Employees who are not within their initial introductory period and who are promoted or 
transferred from another classified position or from an unclassified management position may only 
be terminated from employment for cause and will not be placed on an introductory period for the 
new position.  
 
Unclassified employees do not serve a probationary period. For such employees, the employment 
relationship is with the mutual consent of the employee and the District and may be terminated by 
either party at will with or without cause or notice at any time.  
 
Employees serving in an introductory status may be eligible for a pay increase at the end of their 
introductory period at the discretion of their manager.  

6.3  RECRUITMENT AND SELECTION   

6.3.1  Recruitment and Selection Process 

Depending on the staffing needs of the District, new or existing positions may be posted and filled 
externally, posted and filled internally, or filled through promotion or lateral transfer.  External 
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postings are advertised to the public and are open for application to all eligible members of the 
public, including current employees.  

 
All Library District job openings must be posted on the District’s internal job posting webpage with 
hourly or salary compensation information included along with a general description of all benefits to be 
provided to the hired applicant. Each District job opening will be posted for at least three days including 
a weekend prior to making a hiring decision. Advertisements and recruitment information for position 
vacancies identify the Library District as an “equal opportunity employer.” The District will endeavor to 
recruit and retain a diverse and qualified workforce.  
 

From time to time it may be necessary for the District to restructure and/or re-allocate resources 
based on business needs, such as (but not limited to) during times of reduced operations. Positions 
impacted by restructure or reallocation may or may not be posted. 

Where appropriate, internal postings will be advertised to current employees of the District. Only 
current District employees are eligible to apply for internal postings.  

6.3.2  Pre-Employment Testing 

Positions with the District are considered as “positions of trust.” Such positions include but are not 
limited to jobs where the employee regularly interacts with youth or potentially vulnerable 
persons, has unsupervised access to District property of significant value, handles cash, or is 
responsible for accounting duties. The District will conduct a background investigation of 
applicants. In positions where driving on District business is a requirement of the job, a motor 
vehicle records (MVR) check will also be conducted. The District may, at its discretion, make 
selection and retention decisions based upon the information obtained in connection with a 
background investigation.  

6.3.3  Restrictions on Employment of Relatives  

The District prohibits the hiring, promotion, demotion or transfer of family members of current 
District employees where a relative would:  

 
1. Directly exercise supervisory, appointment, salary determination, dismissal or 
 disciplinary authority over another family member; or  
2. Audit, verify, receive or be entrusted with moneys received or handled by 
 another family member; or  
3.  Have access to confidential information including payroll and personnel records 

 
For purposes of this policy, the terms “relative” and “family member” mean spouse, civil union 
partner, parent, child, sibling, sibling’s children, aunt, uncle, niece, nephew, cousin, grandparent and 
grandchild, including in-law, step and foster relationships. The terms also include any person 
claimed by the employee as a dependent for income tax purposes or any person residing in and 
sharing with the employee the expenses of the household.  
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In cases of marriage or the formation of a civil union or other familial relationship between two 
employees, if the above guidelines apply, one must transfer. 
 
 
Any exceptions to the prohibition of employment of relatives must have the prior approval of the 
Executive Director. The Executive Director may grant such exceptions upon their finding that the 
potential adverse effects of the conflict can be avoided through the implementation of reasonable 
safeguards and it is in the best interests of the District to allow the employment of the relative.  

6.4  WAGES AND HOURS 

6.4.1  Working Hours/Work Week 

The District’s standard workweek for payroll purposes begins at 12:00 a.m. Monday and ends at 
11:59 p.m. the following Sunday.  Each supervisor will establish employees’ working schedules. 
Employees may be required to work overtime or hours other than those normally scheduled.   

6.4.2  Overtime Pay and Compensatory Time Off  

A. Overtime compensation may be in the form of wages or time off, known as “compensatory time.” 
Only non-exempt employees (as defined in the Personnel Policy 6.2.1, Categories of Employment) 
are eligible to earn overtime pay or earn or use compensatory time off. Exempt employees are 
ineligible to earn overtime pay or compensatory time off, but may informally flex their time in 
accordance with this policy, and as approved by management.  

6.4.3 How Overtime Pay or Compensatory Time is Earned  

A.  Non-exempt employees are normally scheduled to work 40 or fewer hours in a workweek. 
Non-exempt employees are eligible to receive overtime compensation at one-and-one-half 
their regular hourly rates if:  

1.  The employee works in excess of 40 hours in a workweek; or  

2.  The employee works and uses holiday, vacation, or bereavement leave for a 
combined total in excess of 40 hours in a workweek. An employee will not be 
eligible for overtime compensation if the employee has worked no hours during the 
workweek. For the purposes of determining eligibility for overtime compensation, 
an employee may not use more than 40 hours of the specified paid leave in any 
workweek nor use more than 8 or 10 hours of the specified paid leave in any 
workday, depending upon the length of the employee’s regularly scheduled 
workday.  

B.  The following examples illustrate how overtime pay is calculated.  
1.  The employee actually works 45 hours in a workweek. The employee would be 

entitled to 5 hours of overtime pay.  

2.  Monday is a scheduled work day; however, the classified employee does not work as 
it is a holiday for which the employee receives 8 hours of holiday pay. On Tuesday 
through Friday of the workweek, the employee works 10 hours each day. Because 
the employee used 8 hours of holiday time and worked 40 hours within the same 
workweek, the employee is entitled to 8 hours of overtime pay. Altering this 
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example slightly, if the employee was not scheduled to work on Monday (the 
holiday), the employee would not be entitled to holiday pay for Monday, and no 
overtime would be paid.  

3.  On Monday of a workweek, the classified employee worked 10 hours. On Tuesday 
through Friday of the workweek, the employee uses 8 hours of accrued 
compensatory time each day. The employee is not entitled to any overtime pay 
because the use of compensatory time is not combined with hours worked to 
determine the employee’s eligibility for overtime pay.  

4.  On Monday of a workweek, the classified employee uses 8 hours of sick leave. On 
Tuesday of the workweek, the employee works 9 hours. On Wednesday and 
Thursday, the employee works 8 hours each day. On Friday, the employee uses 8 
hours of sick leave. The employee is not entitled to any overtime pay because the 
use of sick leave is not combined with hours worked to determine the employee’s 
eligibility for overtime pay.  

5.  The classified employee works 10 hours each day from Monday through Thursday 
of a workweek. The employee is then required to work 10 hours on Friday of the 
workweek, a District holiday. Instead of saving the holiday time for use on a future 
date within the calendar year, the employee chooses to get paid for the holiday time 
even though the employee worked it. When the time actually worked (50 hours) is 
combined with the paid holiday time (8 hours), the employee is entitled to 18 hours 
of overtime pay.  

 
C.  In lieu of overtime pay, non-exempt employees may request to accrue compensatory time, 

and supervisors have the discretion to grant or deny such requests. One-and-one-half hours 
of compensatory time is earned for each hour of overtime worked.  

 
D.  Non-exempt, part-time employees who work more than their scheduled hours in a 

workweek but not more than 40 hours in a workweek shall be paid at their regular hourly 
rate for those excess hours worked. Non-exempt, part-time employees shall be entitled to 
overtime pay or compensatory time for those hours worked in excess of 40 hours in a 
workweek as described above.  

6.4.4  All Time Must Be Accurately Reported  

A.  All non-exempt employees are required to record accurately on their official time sheets all 
hours worked as well as all leave time.  

B.  All exempt employees are required to accurately record “exception hours” on their official 
time sheets. “Exception hours” are those hours coded on the official time sheet which are 
other than regular hours worked. Exempt employees shall not log regular hours worked on 
the official time sheet, but may be required by their supervisors to accurately report all 
hours worked, including regular hours on forms other than the official time sheet.  

6.4.5  Overtime Work Must Be Pre-Approved  

All overtime work (i.e., work in excess of 40 hours in a workweek) by a non-exempt employee must 
be approved in advance by the supervisor, except in extraordinary situations where the work is 
essential and a supervisor could not be contacted prior to commencing overtime work.  
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Non-exempt employees accessing the District’s digital services (email, SharePoint, Staff Cache, 
online scheduling software, or other online work-related tools) outside of their regular work hours 
and/or when doing so would result in working greater than 40 hours in a workweek, requires 
advanced supervisor approval. All hours worked, including the aforementioned access of District 
digital services, are compensable and subject to overtime.   

6.4.6  No Daily Overtime  

The District does not recognize or pay for “daily overtime.” Employees who work more than eight 
hours in a day or more than their regularly scheduled hours will not be eligible for overtime 
compensation or compensatory time, except as set forth above. This policy covers all non-exempt 
employees.  

126.4.7  Time Reporting for Multiple Positions  

A.  Time sheets  

The District provides employees who hold more than one position with the District with 
separate electronic time sheets (in JDE) for each position. Such employees must accurately 
record the hours worked in a particular position on the time sheet for that position, and 
only on that time sheet. For example, if an employee who holds multiple positions works 
three hours one week as a substitute library assistant, the employee must record those 
three hours of work time on their time sheet for the substitute position and may not record 
those same three hours on any other time sheet.  

 
B.  Overtime  

1.  Non-exempt employees who hold more than one position with the District receive 
overtime compensation when their total hours worked exceeds 40 hours in a 
workweek. Once a non-exempt employee has worked 40 hours in a workweek, the 
payroll system will automatically calculate overtime pay. 

 
2.  When a non-exempt employee works in multiple positions with different rates of 

pay, the overtime work is paid at one-and-a-half the employee’s “regular hourly 
rate” for the workweek. The “regular hourly rate” for the week is calculated by 
totaling the employee’s earnings in all positions for the week and dividing that sum 
by the total hours worked at all jobs that week. 

6.4.8  Limits on Amount of Compensatory Time  

Non-exempt employees normally may accrue no more than 80 hours of compensatory time without 
the approval of the employee’s department or division head.  If an employee inadvertently exceeds 
this limit, the amount of accrued compensatory time exceeding this limit shall be cashed out to the 
employee as soon as reasonably possible.  

6.4.9  Cash-Out of Compensatory Time  

A.  Employees who want to receive payment for their accrued compensatory time may make a 
written request to their supervisors. The District may, in its sole discretion, approve or deny 
the request. Upon termination of employment, an employee must be paid for unused 
compensatory time calculated at their final regular rate received by such employee.  
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B.  The District may at any time, in its sole discretion, pay or “cash out” employees for any or all 

accrued compensatory time, whether the employee has requested payment or not. In 
addition, all accrued compensatory time is paid upon termination of employment.  

6.4.10   How to Request the Use of Earned Compensatory Time  

Non-exempt employees wishing to use compensatory time off must make requests to schedule the 
use of such time with their supervisors in the same manner as requests to use vacation or other 
non-emergency leave time. Supervisors have the discretion to approve or deny such requests based 
on scheduling needs. 

6.4.11 Informal Flex Time for Exempt Employees 

Exempt employees are frequently expected to work hours in excess of regular business hours, yet they 
are ineligible to earn overtime pay or compensatory time off. In acknowledgement of their additional 
work time, managers have the discretion to allow exempt employees to flex their time informally by 
taking time off during regular business hours. Non-exempt employees are required to record all hours 
actually worked and cannot informally flex any time.  

6.4.12 Meal and Break Periods  
Meal periods for most employees are not compensated, and those employees may not perform work 
during their meal periods unless specifically authorized to do so by their managers. Employees who 
work during meal periods must record such time as working time on their time sheets.  

Although rest periods are not required, employees may take up to two 15-minute paid break periods 
during the day, one for each four hours of work per day. Generally, the break periods should be taken 
midway through the first half of the work shift and midway through the second half of the work shift, 
but in any event should not conflict with work in progress. Employees must schedule break periods with 
their managers. Unless specifically authorized by their managers, employees may not combine breaks 
with the meal periods or use breaks as make-up time or in lieu of late arrival or early departure from 
work.  

16.4.13 Workplace Accommodations for Nursing Employees   
Managers must provide the following accommodations for nursing employees:  

1.  Provide reasonable unpaid break time or permit an employee to use paid break time, 
mealtime, or both, each day to allow the employee to express breast milk for a nursing 
child for up to 2 years after the child’s birth; and  

2. Make reasonable efforts to provide a room or other location in close proximity to the 
work area, other than a bathroom, where an employee can express breast milk in 
privacy.  

3.  The term “reasonable efforts” means any effort that would not impose an undue 
hardship on the District’s operations.  

4.  The term “undue hardship” means any action that requires significant difficulty or 
expense when considered in relation to factors such as the size of the Library District 
department, the financial resources of the District, or the nature and structure of its 
operation, including consideration of the special circumstances of public safety.  
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6.4.14 Paydays and Deductions from Pay 

The District pays its employees on a bi-weekly basis, every other Friday. Payment will be made by 
direct deposit or by pay card. If the payday falls on a holiday observed by banks or the District, 
employees will be paid on the preceding Thursday. Each payment covers work performed through 
the previous two workweeks. Any questions about deductions from pay should be directed to the 
District’s Human Resources Manager.   

Examples of Required Deductions and Withholdings:  

State and federal laws require the District to make the proper deductions on behalf of each 
employee. Required deductions generally include, but are not limited to:  

1. FICA contributions, except for designated positions in police;  
2.  Medicare contributions;  
3.  Federal and State income taxes;  
4.  Wage assignments, garnishment or levies required by court order;  
5.  Contributions to pension plans, such as the Employee's Retirement Plan or Money 

Purchase 401 Plans, for eligible employees.  
 
Examples of Voluntary Deductions: 

Upon written request by an eligible employee, the District may deduct the following from each 
payroll payment:  

1.  Insurance premiums for plans sponsored by the District;  
2.  Two direct deposits to any two financial institutions of the employee's choice;  
3.  Employee contributions to District-sponsored health care and day care 

reimbursement plans;  
4.  Employee contributions to the District-sponsored 457 deferred compensation plan 

and other retirement plans approved by the District; and 
5.  Employee contributions to the United Way.  

Exempt employees must be paid on a salary basis.  This means exempt employees will regularly 
receive a predetermined amount of compensation each pay period on a bi-weekly basis.  The 
District is committed to complying with salary basis requirements which allows properly 
authorized deductions. 

If you believe an improper deduction has been made to your salary, you should immediately report 
this information to Human Resources.  Reports of improper deductions will be promptly 
investigated. If it is determined that an improper deduction has occurred, the employee will 
promptly be reimbursed. 

Non-Routine Deductions: 

In addition to the required and voluntary deductions normally taken from an employee’s wages, the 
District may also deduct:  
 
1. The replacement cost value of District property which the employee has failed to return to the District 
upon the employee’s termination of employment and the actual value of nominal expenses incurred by 
the District on behalf of the employee such as use of District phones; and  
2. The amount of any overpayment in wages, salary, or use of paid leave  
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The District further reserves the option to make any non-routine deductions that are consistent with the 
Fair Labor Standards Act, 29 Code of Federal Regulations 541 and U.S. Department of Labor opinion 
letters. 

6.5  EMPLOYMENT RECORDS 

6.5.1  Personnel Files, Employee Information, and Reference or Records Requests 

The Human Resources Department maintains personnel files for all employees. Documents that contain 
medical, drug testing or credit information about an employee or family member are maintained in a 
separate file. Once a document or information is placed in the employee’s personnel file, it may not 
be removed except as required by law.   

 
If an employee believes that information in their file is not accurate, the employee may submit a 
memorandum expressing the employee’s opinion and providing additional information. Managers may 
also add information to correct or update previous entries. 
 
The Colorado Open Records Act (CORA) requires that all public records, with limited exceptions, be 
open for inspection by any person at all reasonable times.  The law requires that the District as a 
public entity make certain employment records available to employees, an employee’s supervisor 
and the public. 
 
6.5.2  Informal Departmental Files  
 
In addition to files maintained by the Human Resources Department, department heads or managers 
may maintain informal files. However, copies of all documents relating to pay, performance, oral and 
written warnings, other disciplinary or corrective action, references, and background checks must be 
sent to the Human Resources Department. After an employee leaves employment, the entire contents 
of departmental files must be sent to the Human Resources Department.  

Documents that contain any medical information about an employee or family member should generally 
be forwarded to the Human Resources Department for inclusion in the medical files. However, where 
departments need to maintain medical information, such as doctor’s reports describing work 
limitations, departments must keep those documents in separate files that are locked and restricted to 
access only by the manager as needed.  
 
Employees wishing to review their own personnel files may do so by making an appointment with 
Human Resources staff or Executive Director.  Each employee and their managers may review all 
documents and information in the employee’s personnel file. Employees and their managers may also 
receive copies of all or any contents of their personnel files. In addition, employees may provide written 
authorization for another named person or persons to inspect and receive copies of the available 
portions of their personnel files.  
 
Requests from the media about personnel policies and practices, compensation and benefits, or 
specific employees should be forwarded to the Human Resources Director or Executive Director. 
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6.5.3  Release of Personnel File Information  
By law, certain information about employees is confidential and cannot be made available to the public, 
whether or not it is contained in a formal personnel file. Examples of confidential information as 
currently defined by law include home address and telephone number, time sheets, and financial, 
medical, psychological, testing and other information maintained because of the employer-employee 
relationship. However, the following information is available for public inspection: employment 
applications, employment agreements, amounts paid, or benefits provided in connection with 
termination of employment, performance ratings or any compensation paid to an employee.  

Any questions about whether certain information or a particular document in the personnel file is 
confidential should be directed to the Human Resources Director.  
 
6.5.4  References and Requests for Information about Employees  
Upon receiving a signed release form from a former or current employee, managers may, at their 
discretion, provide oral references or letters of reference regarding employees. Managers are strongly 
encouraged to contact the Human Resources Department to discuss the content of the reference and 
drafts of such letters.  

Any employee who is asked about where another employee works for purposes of personal delivery of 
legal documents, such as subpoenas, court orders or lawsuits, should forward those requests to the 
Human Resources Director.  
 
6.5.5  Media Requests  
Requests from newspapers, television stations, and other press for information about personnel policies 
and practices, compensation and benefits, or specific employees should be forwarded to the Human 
Resources Director. 

6.5.6  Data Disposal Policy 

During the course of employment, the District will collect certain information that is classified as 
“personal identifying information,” or PII, under applicable laws. Such information may include, but 
is not limited to:  

• Your first and last name or initials; 

• Username(s) and password(s); 

• Social security number; 

• Driver license or other identification card number; 

• Medical documentation; 

• Biometric data; and more.  

The District may keep these records in paper and/or electronic format.  

When such documentation is no longer needed, pursuant to records retention requirements and 
best practices, the District will either (a) destroy the records or (b) arrange for their destruction, 
e.g. by shredding, erasing, or otherwise modifying the personal identifying information in such a 
manner as to render it unreadable or indecipherable through any means. 
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6.6 TRAINING AND BENEFITS  

6.6.1  Training, Conferences, and Travel 

As a learning organization, the District encourages employees to attend appropriate training 
sessions, webinars and/or conferences that will improve job skills and contribute to continuous 
professional development.  Employee requests to participate in a learning opportunity must be 
approved by their direct supervisor.  Factors that supervisors may consider in making such 
decisions include relevance to an employee’s job and/or organizational mission, budget, 
operational needs of the District and duration of training.   

The District follows the travel expense reimbursement guidelines of the City of Fort Collins.   
 
6.6.2 General Provisions  
Managers have the discretion to permit an employee to attend District-sponsored training programs as 
well as other outside conferences, workshops, special training courses and seminars. Managers have the 
discretion to require employees to attend training programs. Pre-approval is required for all 
conferences, travel and training.  
 
As stewards of public resources employees must use good financial judgement and discretion while 
traveling. Employees are allowed to accumulate travel rewards to personal accounts provided they are 
selecting low-cost options for airfares, hotel and rental cars.  
 
6.6.3 Travel Expenses  
The following expenses are not allowed and will not be reimbursed:  

1. Meals or other expenses for salespeople, spouses, civil union partners, family members or 
other persons not affiliated with the Library District;  
2. Liquor, movies, or entertainment (including in-room movies);  
3. Sporting events;  
4. Laundry, dry-cleaning or shoe repair;  
5. Personal phone calls, including connection and long-distance fees;  
6. Computer connections (unless required for Library District business); or  
7. Other personal expenses not directly related to Library District business.  
8. Expenses associated with obtaining or renewing personal identification documents such as 
Passports.  

 
A. Meal Reimbursement for Overnight Stays  

1.  An employee attending an authorized conference, training, or other Library District 
business that requires an overnight stay may choose one of the following methods of 
meal reimbursement providing the method chosen is used for the entire trip/event by 
the employee:  

 
a. Actual reasonable cost of meals, subject to the following:  

 
i. An itemized receipt for each meal is required.  
ii. Tips are reimbursable provided they are reasonable as determined by 
the Finance Department and itemized on receipts.  
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b.  For the first day of travel, the employee will not be reimbursed for 
breakfast regardless of the time of day the employee leaves. For the last 
day of travel, the employee will not be reimbursed for dinner. Per diem 
rate (combines breakfast, lunch, and dinner) as established by the 
Finance Department, subject to the following:  

i. Itemized receipts for meals are not required.  
ii. Tips are included in the per diem and are not separately 
reimbursable.  
iii. A per meal reduction to the per diem reimbursement 
(established by the Finance Department) will be made for meals 
furnished to the employee as part of the cost of a 
conference/training or otherwise provided at no cost to the 
employee.  

c.  For the first and last days of travel, the employee may be reimbursed 
for only 75% of the per diem regardless of the time the employee leaves 
to or returns from the trip.  

d.  When traveling to out-of-town areas that are unusually expensive, an 
employee may be eligible for an increased per diem reimbursement as 
published by the U.S. General Services Administration (www.gsa.gov), if 
approved by the employee’s manager and the Finance Department.  

 
 
B.  Meal Reimbursement for Non-Overnight Stays   

1.  An employee attending an authorized conference, training, or other Library District 
business that does not require an overnight stay may be reimbursed only for the actual, 
reasonable cost of meals, subject to the following:  

a. An itemized receipt for each meal is required.  
b. Tips are reimbursable provided they are reasonable as determined by the 
Finance Department and itemized on the receipts.  

2.  Managers may approve light refreshments at Library District sponsored conferences or 
training events at District facilities for employees and non-employees. In addition, on a 
limited basis, Managers may approve expenses for meals associated with staff 
retreats/strategic planning meetings.  

 
C.  Meal Reimbursement for Unusual Work Situations 

1.  Employees are occasionally required to work overtime, over the lunch hour, or be called 
out in emergency situations. For instances in which occasional, infrequent meals are 
provided to employees performing such work, this expense may be charged to the 
department budget if the situation meets all of the following criteria:  

a. The employee’s manager authorizes the reimbursement;  
b. The provision of the meal enables the employee to work overtime, during 
extended hours, or beyond normal work hours;  
c. Reimbursement is for actual reasonable meal expenses, including reasonable 
tips;  
d. The amount of reimbursement, including tips, does not exceed the per meal 
rate established by the Finance Department; and  
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e. The employee submits an actual receipt for the meal with the tip itemized on 
the receipt.  

  

6.6.2  Benefits 

The District may offer certain current and retired employees the opportunity to participate in City-
sponsored benefit programs, such as health insurance, dental insurance, vision insurance, disability 
insurance, life insurance, and retirement benefits. The eligibility to participate in each program is 
determined by the benefit program plan, if such a plan exists, or by the terms of the agreement 
between the City and the benefit provider. Retirement Plan participation is mandatory for active 
eligible employees.  

A.   The City reserves the right, at any time and from time to time, to:  
1.  Amend or modify, in whole or in part, any or all of the provisions of a benefit 

program, including provisions concerning who is eligible for coverage and the 
coverage provided;  

2.  Discontinue, terminate, or add a benefit program at any time; and  

3.  Change the amount or nature of the required contribution to be made by the 
participant or beneficiary of a benefit program.  

B.   After the first 30 continuous calendar days of unpaid leave, an otherwise eligible employee 
will no longer accrue or use vacation time, sick leave, short term disability, and injury leave 
time, and will no longer be eligible to participate in any City-sponsored disability insurance, 
accidental death and dismemberment insurance and life insurance, except in accordance 
with conversion rights, if any, under the terms of such plans. In addition, after the first 30 
continuous calendar days of unpaid leave, the employee’s coverage, if any, under the City-
sponsored health insurance, vision services and dental insurance will terminate unless the 
employee elects to continue such coverage and pays 102% of all premiums for the elected 
coverage in a timely manner in accordance with the requirements of the City and the plans. 
The employee will be provided with a separate notice of the right to continue coverage with 
more specific information about premium amounts and required payments. The terms of 
any retirement plan or deferred compensation plan in which the employee participates will 
control how any unpaid portion of the leave is credited as service under the plan. For the 
purposes of this subsection, if the employee works 10 hours or less during a 30-day period, 
that period shall be considered a continuous leave of absence. 

 
For more information about these plans, please refer to the Summary Plan Descriptions on 
the City of Fort Collins Human Resources web site or contact the District’s Human 
Resources Department.  In the event the above information conflicts with the actual terms 
and conditions of coverage, the latter governs. 

 

196.6.3  Privacy and Security of Protected Health Information 

A.  Purpose  
As a plan sponsor of employee group health plans (Plans), the City and the Library District are 
committed to maintaining the confidentiality and security of protected health information (PHI) 
pursuant to the privacy provisions of the Health Insurance Portability and Accountability Act 
(HIPAA). Each Plan document details the circumstances under which the Plans are authorized to 
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share PHI with the City. The City will not use or disclose PHI other than as permitted or required 
by the Plan documents or as authorized by law.  

 
B.  Definition of Protected Health Information (PHI)  

PHI is defined as individually identifiable health information, whether it is in electronic, paper or 
oral form, that is created or received by or on behalf of any of the Plans which relates to the 
past, present, or future physical mental health or condition of an individual. PHI does not 
include health information received by the City or the Library District for employment purposes 
from sources other than the Plans, such as health information received from or authorized by an 
employee for purposes of administering the Library District’s sick leave, short-term disability, 
family and medical leave, drug and alcohol testing, and workers’ compensation policies, or to 
determine fitness for duty.  

 
C.  Privacy and Security Officer  

The City has designated the City’s Benefits Administrator (located in the Human Resources 
Department) as the Privacy and Security Officer for purposes of ensuring compliance with the 
confidentiality and security requirements for PHI. Employees may contact the Privacy and 
Security Officer for any of the following purposes:  
1. To make a written complaint regarding a violation of privacy rights regarding PHI;  
2. To make a written request to limit how the City or the Plans use or disclose the employee’s 

PHI;  
3. To make a written request that the Plans or the City send Plan information to the employee 

at a specific address or in a specific manner;  
4. To make a written request to look at and copy the employee’s PHI that is in the possession 

of the Plans or the City;  
5. To make a written request that the employee’s PHI be amended;  
6. To make a written request for a list of disclosures of PHI that the Plans or the City have 

made;  
7. To request a paper copy of the Notice of Privacy issued by the Plans; or  
8. To ask questions or provide comments concerning the privacy practices of the Plans.  

 
D.  Safeguarding PHI  

The City will safeguard the privacy of PHI, whether it is kept in paper or electronic format. Such 
safeguarding will include the use of locked file cabinets and secured networks, with only 
designated City staff having access. The following City employees have been designated as 
having access to and use of PHI for the purposes of payment under health care operations or 
other matters pertaining to the Plans:  
1. The Chief Human Resources Officer;  
2. The Wellness and Benefit work groups within the Human Resources Department; and  
3. The employees who perform functions related to the City-sponsored employee group health 
plans, including but not limited to legal and systems personnel.  

 
E.  Improper Use, Disclosure, or Violation of Security  

Any employee who obtains access to, uses, discloses, or violates security rules for PHI in a 
manner that is contrary to the requirements of this policy, the Plans, or HIPAA shall be subject 
to discipline, up to and including termination of employment.  
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F.  Retaliation Prohibited  
 

No employee shall retaliate against any person who complains about or reports a privacy 
violation. 

6.6.3 Retirement 

The District offers a retirement plan for eligible employees.  For more information about retirement 
plan benefits, contact the District’s Human Resources Department. 

6.7 EMPLOYEE LEAVE POLICIES  

6.7.1 Reporting Absences and Tardiness Overview 

A.  Employees are expected to report to their place of work every day as scheduled unless on 
approved leave. Time off of any kind must be taken in accordance with this policy and other 
applicable policies set forth elsewhere in the Library District Personnel Policies and Procedures.  

B. Employees who will be absent or late to work must notify their immediate manager (or the 
manager’s designee) as soon as they learn of the need to be absent or late, and no later than 15 
minutes after the start of the employee’s work shift, unless otherwise directed in written 
department work rules. Failure to provide prompt notice of an absence or tardiness is an 
unapproved absence and may result in disciplinary action.  

C.  When notifying the manager of the need to be absent or late, the employee must report:  

1. The reason for the absences (or tardiness); and  
2. The expected date (or time) when the employee expects to return to work.  

D.  The Library District recognizes that under exceptional circumstances, neither the employee nor 
someone on their behalf may reasonably be able to call within the time required. In such a case, 
the employee or representative must contact the employee’s manager as soon as possible after 
the beginning of the shift. If the manager, in their discretion, believes the employee had a 
compelling reason which prevented the employee from obtaining prior approval for the absence 
or calling-in on time, the manager may approve pay for the period of absence or tardiness.  

 

6.7.2  Vacation Time  

A.     Employees Eligible to Accrue and Use Vacation Time  

1.  Employees in classified positions and unclassified management positions are eligible to 
accrue vacation time beginning with the first day of employment. Employees in unclassified 
contractual positions may be eligible to accrue and use vacation time depending on the 
terms of their specific contracts.  

Employees in unclassified hourly positions are ineligible to accrue or use vacation time, but 
eligible employees in hourly positions may accrue and use personal leave in accordance 
with the policy in these District Personnel Policies and Procedures.  
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2.  Vacation time is accrued bi-weekly each pay period. Unless on approved FMLA leave, 
employees cease accruing vacation time during any period of unpaid leave which exceeds 
thirty (30) consecutive calendar days. This provision shall apply even if the employee has 
actual time worked of ten (10) hours or less during such thirty (30) day period.  

 
3.  Eligible full-time employees accrue vacation time in accordance with the schedules and 

examples below. Eligible part-time employees accrue vacation time on a pro rata basis 
based upon their position’s designated FTE and may use vacation time based on their 
regularly scheduled hours at the time of use. However, in no event may the use of vacation 
time in any work week exceed the designated FTE for the position.  

 
B.    Use and Scheduling  

1.  Only employees who are eligible and have accrued vacation time may use such time. 
Accrued vacation time may not be used until after the bi-weekly pay period in which it was 
accrued. The District will not advance vacation time or advance wages to employees in 
connection with use of vacation time.  

2.  Prior to using vacation leave, an eligible employee must request and obtain approval from 
their supervisor. Although efforts will be made to accommodate employees’ requests to take 
vacation at a specified time, supervisors must consider the needs of the department when 
evaluating vacation requests.  

 
3.  When approved by an employee’s supervisor, an employee may use accrued vacation time 

when they have been determined to be eligible for:  
 

a. The District’s long-term disability insurance total disability benefit and the District 
determines based on credible medical predictions that the employee will be able to 
return to their regular position and perform all essential functions of that position with 
or without reasonable accommodations within twelve months of the date the disability 
began. The employee will not be eligible to use accrued vacation in an amount that, 
when combined with the long-term disability benefit or any other leaves, would provide 
the employee with greater than 100% of the employee’s regular base pay based on the 
position’s FTE.  
 
In the event of an overpayment, the employee will reimburse the District either by 
payment of the overage amount (direct payment or payroll deduction) or a reduction of 
the employee’s vacation accrual amount if the vacation accrual is sufficient to cover the 
overage.  
 

b. Short-term disability leave as provided in the related section of these policies.  
 

C.     Maximum Carry Over  

1.  Employees in classified positions may carry over to a new Leave Benefit Year up to twice 
the amount of vacation time they are eligible to accrue as of the last day of the current Leave 
Benefit Year, up to a maximum of 30 days (240 hours).  

 
   2.  Employees in unclassified management positions may carry over to a new Leave Benefit 

Year up to twice the amount of vacation time they are eligible to accrue as of the last day of 
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the current Leave Benefit Year, plus an additional forty (40) hours, up to a maximum of 35 
days (280 hours) of vacation time.  

 
3.  All vacation time which cannot be carried over is forfeited after the end of the last pay 

period paid within the calendar year, unless an extension is authorized by the Executive 
Director. 

  
4.  Employees in unclassified contractual positions who are eligible to accrue vacation time 

may carry over the entire amount accrued throughout the term of the contract, up to a 
maximum of 20 days (160 hours).  

 
D.     Payment upon Separation from Employment  

All accrued but unused vacation time is payable upon separation from employment at the rate 
of one hour’s pay (at the employee’s regular hourly rate at the time of termination) for each 
hour of vacation time.  

 

E.     Accrual Schedule: Classified Positions and Unclassified Management Positions  

Full-time employees in classified positions and unclassified management positions, with the 
exceptions noted later in this policy, accrue vacation time according to the following schedule: 

 
Years of Service from  
Date of Hire  

Vacation Hours 
Accrued Per Pay 
Period  

Total Days 
Accrued Per 
Year  

0-3 years (0-36 months)  4.62 hours  15 days  
4-5 years (37-60 months)  4.92 hours  16 days  
6-7 years (61-84 months)  5.23 hours  17 days  
8-9 years (85-108 months)  5.54 hours  18 days  
10-12 years (109-144 months)  6.15 hours  20 days  
13-14 years (145-168 months)  6.46 hours  21 days  
15-16 years (169-192 months)  6.77 hours  22 days  
17-18 years (193-216 months)  7.08 hours  23 days  
19-20 years (217-240 months)  7.38 hours  24 days  
Over 20 years (241 months+)  7.69 hours  25 days  

 
A break in employment of 30 or more days with the District will result in a loss of years of 
service credit. Only employment with the District in a classified or unclassified management 
position will be counted in determining years of service. For example, if an employee with 10 
years of service accepts a contractual position for any length of time, and then converts back to 
a classified position without a break in service, then the employee’s vacation accrual schedule 
will be reinstated to that of an employee with 10 years of service. 

 
F.    Additional Time for Unclassified Management Positions  

In addition to the vacation accrual schedule above, employees in unclassified management 
positions who work one full pay period in the new Leave Benefit Year are credited with a lump 
sum of forty (40) hours of vacation time at the beginning of each Leave Benefit Year. For new 
employees, this lump sum vacation credit is prorated based on the employee’s starting date. 
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6.7.3 Personal Leave Time for Unclassified Hourly Employees  

Personal leave time is intended to provide limited paid leave time for any personal reasons, 
including vacations and illnesses, for eligible hourly employees who do not receive paid time off 
under other policies in these District Personnel Policies and Procedures.  

A.      Eligible Employees  

Employees in hourly positions who have worked at least 520 regular hours for the District are 
eligible to accrue personal leave in accordance with this policy. Returning hourly employees 
who have previously satisfied this 520-hour requirement will not lose eligibility providing 
their gap in qualified employment has not exceeded 12 months (365 days). Employees in 
classified positions, unclassified management positions, and contractual positions are 
ineligible to accrue or use personal leave time.  

 
B.      Accrual Schedule  

Eligible employees accrue personal leave time each bi-weekly pay period in which they work, 
at the rate of .019 hours of personal leave for each regular hour actually worked (up to 40 
hours per week), up to a maximum of 40 hours of personal leave. Once eligible employees 
reach the cap of 40 hours, they cease accruing additional personal leave time. If the 
employees later use enough personal leave time to fall below the maximum, they will start 
accruing personal leave time again from that date forward until they reach the cap of 40 
hours.  

 
C.      Use and Scheduling  

1. Only employees who are eligible and have accrued personal leave time may use such time. 
Accrued personal leave time may be used after the bi-weekly pay period in which it was 
accrued. The District will not advance personal leave time or advance wages to employees 
in connection with use of personal leave time.  

 2. Personal leave must be scheduled and approved by the eligible employee’s supervisor. 
Although efforts will be made to accommodate employees’ requests to take personal 
leave at a specified time, supervisors must consider the needs of the department when 
evaluating personal leave requests.  

 
D.      Payment upon Separation from Employment  

All accrued but unused personal leave time is payable upon separation from employment, including 
the termination of hourly employment to accept employment in another category of employment 
with the District. 

6.7.4 Holiday Time  

A.      Eligible Employees  

1. Employees in classified positions and unclassified management positions are eligible 
to receive paid holiday time. Some employees in unclassified contractual positions 
may be eligible to receive paid holiday time, depending on the terms of their specific 
contracts. Hourly employees are eligible for holiday time as set forth in Section 
6.7.3.H.  
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2.  Only eligible employees who are working or on paid leave (e.g., vacation, sick leave, or 
short term disability) at the time the holiday occurs may receive paid holiday time. If a 
holiday occurs during a paid leave, the employee must record holiday time instead of 
the other paid leave. Employees on any unpaid leave are ineligible to receive paid 
holiday time. In addition, employees leaving employment may not use holiday time to 
extend their employment into the next calendar month.  

 
B.      Amount of Holiday Time  

1.  At the beginning of each Leave Benefit year, eligible employees are provided with 
approximately eleven designated holidays, the exact number being dependent on how 
many of the designated holidays fall within the Leave Benefit Year.  

2.  For eligible full-time employees, the eleven designated holidays total eighty-eight (88) 
hours in most Leave Benefit Years. For eligible part-time employees, holiday hours are 
provided on a pro rata basis based on their FTE. For example, an eligible employee 
who is a “0.75 FTE” is provided with 75 percent of designated holiday hours in the 
usual Leave Benefit Year (assuming the Leave Benefit Year contains the usual eleven 
designated holidays). 

C.     Designated Holidays  

1.  The District designates the following holidays each calendar year: 

New Year’s Day  January 1  

Martin Luther King Day  3rd Monday in January  

President’s Day  3rd Monday in February  

Memorial Day  Last Monday in May  

Juneteenth June 19 

Independence Day  July 4  

Labor Day  1st Monday in September  

Veterans’ Day  November 11  

Thanksgiving Day  4th Thursday in November  

Day after Thanksgiving 4th Friday in November 

Christmas Day  December 25  

 

The library remains open on Martin Luther King Day, Presidents’ Day Juneteenth, 
Veterans’ Day and the day after Thanksgiving holidays.  In observance of these 
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holidays, classified employees and unclassified management employees are granted 
five paid floating holidays that must be used in the calendar year they are granted, 
subject to prior supervisor approval.  Unclassified hourly employees who work the 
minimum required hours during the workweeks in which Martin Luther King Day; 
President’s Day; Juneteenth; Veterans’ Day; and the day after Thanksgiving fall, will 
be paid for the respective holiday(s). 

New classified employees must be actively employed on the day the actual holiday 
occurs in order to receive the floating holiday.    

Holiday time is counted as hours worked in the computation of overtime.  Full-time 
classified employees receive eight hours of holiday pay at their regular rate of pay.  
Holiday pay for part-time employees is prorated based on their regularly scheduled 
work hours.  

2.  Designated holidays that fall on a Saturday are generally observed on the preceding 
Friday, and designated holidays that fall on a Sunday are generally observed on the 
following Monday. The Christmas Day holiday often falls within the first pay period 
of a new Leave Benefit Year, so holiday time for that day will usually be credited and 
appear on an employee’s time records for the new Leave Benefit Year.  

D.      Working on Designated Holidays  

           Designated holiday hours are intended to be used on the designated holiday.  

1. Exempt classified and unclassified management employees who work on a holiday 
must record actual hours worked and take the holiday time off at a later date but 
before the end of the Leave Benefit Year.  

2.    Classified non-exempt employees, who work on a holiday may:  

a. Record on their time sheets both their hours worked and the holiday hours, 
so they will essentially receive double pay for the day; or  

b. Record only the hours worked and take the holiday time off at a later date 
but before the end of the Leave Benefit Year.  

 3.    Hourly employees must be paid the holiday per the holiday schedule. 

E.      Holidays Occurring on Scheduled Day Off  

When a designated holiday occurs on an eligible classified employee’s scheduled day off, the 
employee shall schedule time off with holiday pay on a scheduled work day before the end of 
the Leave Benefit Year.  

F.      Forfeiture at End of Leave Benefit Year  

All designated holiday time not used during a Leave Benefit Year will be forfeited at the end of 
the Leave Benefit Year in which the holiday occurred. 
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G.     Payment upon Separation from Employment  

Employees who actually work a designated holiday and choose to take the holiday time off at a 
later date prior to its forfeiture, but who terminate employment before the forfeiture date 
without having used the holiday time will receive pay for the holiday time upon separation 
from employment. 

H.     Hourly Employees  

Employees in hourly positions are eligible to receive four hours of paid holiday time for any 
designated holiday that falls during a biweekly pay period in which the employee worked or 
received paid leave for 20 or more hours. If two holidays fall within the same biweekly pay 
period in which the employee worked or received paid leave for 20 or more hours, the 
employee is eligible to receive eight hours of paid holiday time. 

Eligible hourly employees will be paid for the holidays and will not be able to bank them.  

6.7.5 Sick Leave  

This policy is intended to provide eligible employees with time off work for brief non-occupational 
illnesses or injuries.  

A.   Eligible Employees  
1. All employees are eligible to use paid sick leave in accordance with this policy.  

2.  Part-time classified and unclassified management employees are granted sick leave on a 
pro rata basis based on the position’s designated FTE. For example, an eligible employee 
who is a “0.75 FTE” receives 75 percent of the sick leave granted to an eligible full-time 
employee. Part-time classified and unclassified management employees may use sick 
leave based on their regularly scheduled hours at the time of use. However, in no event 
may the use of sick time in any work week exceed the designated FTE for the position. 
Sick leave hours previously granted to employees who change from full-time to part-
time, or vice versa, will be adjusted in accordance with the hours they are currently 
regularly scheduled to work. Some employees in unclassified contractual positions may 
be eligible to use paid sick leave, depending upon the terms of their individual contracts.  

3. Hourly Employees are granted sick leave based an average of hours worked.  
 
B.   When Sick Leave May Be Used 

Eligible employees may take available but unused paid sick leave under any of the following 
circumstances:  

 
1.  The employee has a mental or physical illness, injury, or health condition; needs a 

medical diagnosis, care, or treatment related to such illness, injury, or condition; or 
needs to obtain preventive medical care.  

2.  The employee needs to care for a family member who has a mental or physical illness, 
injury, or health condition; needs a medical diagnosis, care, or treatment related to such 
illness, injury, or condition; or needs to obtain preventive medical care.  

3.  To provide care for dependent children, elderly, or disabled relatives when schools or 
care provider are closed for severe weather, community emergency, or disaster.  
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4.  The employee or the employee’s family member has been the victim of domestic abuse, 
sexual assault, or criminal harassment, and the use of leave is to:  

a. seek medical attention for the employee or the employee’s family member to 
recover from a mental or physical illness, injury, or health condition caused by 
domestic abuse, sexual assault, or harassment;  
b. obtain services from a victim services organization;  
c. obtain mental health or other counseling;  
d. seek relocation due to domestic abuse, sexual assault, or harassment; or  
e. seek legal services, including preparation for or participation in a civil or 
criminal proceeding relating to or resulting from the domestic abuse, sexual 
assault, or harassment;  

5.  A public official has ordered the closure of the school or place of care of the employee's 
child or of the employee's place of business due to a public health emergency, 
necessitating the employee's absence from work.  

6.  “Family member” means a person who is related by blood, marriage, civil union or 
adoption, or a person for whom the employee is responsible for providing or arranging 
health or safety-related care. “Family member” also includes a relationship in which the 
employee puts themselves in the situation of a parent by assuming and discharging the 
obligations of a parent to a child.  

7.  When the employee adopts a child or receives a foster child providing the following 
conditions are met:  

a. The employee must certify in writing that they will be serving as care giver for 
the adopted or foster child during the leave use;  
b. The use of this leave may not be used prior to placement of the child in the 
employee’s care pursuant to a final decree of adoption or foster placement, nor 
later than three months after the date of final decree of adoption or foster 
placement;  
c. If both adoptive or foster parents are eligible employees of the Library 
District, both parents may use leave for this purpose;  
d. The adopted or foster child must be under eighteen years of age at the time 
of placement;  
e. Use of sick leave for this purpose shall run concurrently with Family and 
Medical Leave time, if applicable.  

8.  If an employee has given birth, employees may use any remaining sick leave after short-
term disability leave/benefit ends for baby bonding. Baby bonding may be used 
continuously or intermittently. The employee will provide their manager and the human 
resource department with a notice of the request for leave at least 30 days before the 
leave's proposed date (or if the leave was not foreseeable, as soon as possible).  

a. A parent not giving birth may immediately upon the child's birth utilize sick 
leave because they are not eligible for short-term disability pay.  
b. Foster and adopted parents who did not utilize short-term disability may 
access sick leave immediately for baby bonding as currently outlined in the 
policy. If both parents are Library District employees, both may use their sick 
leave bank.  
c. Baby bonding time is available for the 12 months following the birth or 
placement of a foster or adopted child.  
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d. If a holiday occurs while the employee is using sick leave for baby bonding, 
the day will be charged to holiday pay.  
f. Use of sick leave for this purpose shall run concurrently with Family and 
Medical Leave time, if applicable.  

9.  When an employee is unable to work after reaching maximum medical improvement (as 
determined by the District’s designated physician) from a workers’ compensation 
eligible injury, illness or disability, and is eligible for the District’s long-term disability 
insurance coverage. In this case, the employee must make application for such benefit 
upon reaching maximum medical improvement and diligently pursue a determination of 
benefit eligibility.  

 
C.   Amount of Sick Leave  

1. At the beginning of each Leave Benefit Year, classified and unclassified management 
full-time employees shall receive 120 hours (pro-rated based on FTE) of sick leave for 
use during that Leave Benefit Year. This amount will be pro-rated for those eligible 
employees commencing employment after January 1 of a calendar year. Proration shall 
be from the beginning of the month in which the eligible employee begins employment. 
For example, if an eligible full-time employee begins employment on February 20, the 
proration shall be calculated based on a start date of February 1 and the employee shall 
receive 110 hours of sick leave.  

2.  Hourly employees who are not also classified or unclassified management employees 
(holding multiple positions) shall receive 1 hour for every 30 hours worked up to a 
maximum of 48 hours in the Leave Benefit Year.  

 
3. Contractual employees shall receive sick leave, if applicable, as stated in their individual 

contracts.  
 
D.   Sick leave Rollover for Hourly Employees 

Hourly employees are allowed to rollover any unused accrued sick leave from the prior year up 
to a cap of 48 hours.  

 
E.   Forfeiture at End of Leave Benefit Year  

For classified and unclassified management employees, sick leave not used during a Leave 
Benefit Year will be forfeited at the end of that Leave Benefit Year.  

 
F.   Notice of Brief Absence (3 Days or Less)  

This portion of the policy applies to absences for brief illnesses (such as the flu), injuries, and 
minor medical procedures where the employee reasonably expects to be absent three days or 
less, even if the absence ends up being longer.  
1.  Employees who need to use sick leave for an unexpected, brief illness or injury must 

contact their manager or other designated person within the department within 15 
minutes after the beginning of the shift each day of the absence, unless earlier notice is 
required by departmental work rules.  

2.  Employees who need to be absent for a scheduled medical appointment or short-term 
procedure or treatment must notify their manager or other designated person in the 
department as soon as the need for the absence is scheduled with the health care 
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provider. Employees must schedule appointments outside regularly scheduled work 
hours when possible.  

 
G.   Notice of Prolonged Absence (More Than 3 Days) or Intermittent Leave  

This portion of the policy applies to employees who need to be absent for illnesses or medical 
procedures for more than three days, or who need to use sick leave intermittently.  
1.  Employees who need to use sick leave for a prolonged, scheduled medical procedure or 

treatment (such as surgery, childbirth or recurring therapy) for themselves or to care for 
a family member must notify their manager as soon as learning of the need for such a 
leave, or about three months before expecting to give birth. The notice must specify the 
reason for the leave, the date it’s expected to begin, and the expected duration. For 
intermittent leave, the notice must specify the reason for the leave and the scheduled 
dates and times for the absences.  

2.  Employees who unexpectedly become seriously ill or require prolonged treatment or 
recovery (or someone on behalf of the employee) must call the manager as soon as 
reasonably possible under the circumstances.  

3.  Managers are expected to notify the Human Resources Department any time an 
employee requests a prolonged sick leave.  

 
H.   Required Information  

1.  Employees are responsible for making sure that all of the requested information is 
provided promptly, including follow-up information and updates. Sick leave may be 
denied or terminated, and the employee may be subject to disciplinary action up to and 
including termination of employment, for failure to undergo a medical examination or 
promptly provide the types of information described in this policy.  

2.  Employees who request sick leave or who have used sick leave may be required by their 
managers or the Human Resources Department to do the following:  

a.  Periodically communicate with the manager or Human Resources Department 
regarding the anticipated date of return to duty;  

b.  Provide written verification of the following from the physician or other health 
care provider treating the employee:  

o Date on which the condition commenced;  
o Nature and extent of illness or injury, but only as is necessary to 

determine the employee’s ability to perform job functions;  
o Probable duration of illness or injury; 
o Confirmation that the employee is unable to perform essential 

job functions;  
o Anticipated date on which the employee may return to work;  
o Release stating that the employee is able to return and perform 

their duties without endangering the health and safety of 
themselves or others, and describing restrictions on the 
employee’s work activities;  

In the case of intermittent absences:  
• The dates on which the treatment is expected to be given 

and the duration of treatment; and  
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• Confirmation that intermittent leave is medically necessary, 
and the expected schedule and duration of the intermittent 
leave.  

3.  Undergo a fitness for duty examination by a physician or other health care provider 
designated and paid for by the District; obtain a release from a physician or health care 
provider confirming that the employee is able to return to work without endangering 
the health and safety of themselves or others; and/or obtain a detailed description 
satisfactory to the District of restrictions on the employee’s work activities.  

 
4. Employees who request sick leave based on a family member may be required by their 

manager or the Human Resources Department to provide information and 
documentation verifying the illness or injury of the family member or the family 
member’s medical appointments.  

 
I.   Sick Leave during Vacation or Compensatory Time Off  

Sick leave may not be used during a scheduled vacation or compensatory time off, except under 
extraordinary circumstances. A request to use sick leave during a scheduled vacation or 
compensatory time off must be made to and may be granted or denied in the discretion of, both 
the employee’s manager and the Human Resources Director.  

 
J.   Holiday Pay during Sick Leave  

Employees who are eligible for holiday time and who are on sick leave during a designated 
holiday must record holiday time for that day and not sick leave. An employee who is scheduled 
to work on a holiday and becomes sick must record holiday time only for the day.  

 
K.   Continuation of Benefits During Sick Leave  

During paid sick leave under the terms of this policy, all benefits will continue as though the 
employee were at work.  

 
L.    Misuse Prohibited  

Employees are prohibited from using sick leave except under the circumstances described at the 
beginning of this policy. Employees who, in the District’s judgment, misuse sick leave are subject 
to disciplinary action and sick leave benefits may cease. When there appears to be a possibility 
that sick leave is being misused, the department head or supervisor may:  

1. Make further inquiry of the employee about past or ongoing use of the leave time;  
2. Require the employee to provide the type of information or submit to medical 
examinations as described above; and/or  
3. Require the employee to provide written medical verification or be seen by the 
District’s designated physician in order to use any further sick leave.  

 
M.   Return from Sick Leave  

Employees returning from sick leave may, at the discretion of the District, be required to:  
1.  Complete a fitness for duty examination by a physician or other health care provider 

designated and paid for by the District;  
2.  Obtain a release from that physician or health care provider confirming that the 

employee is able to return to work without endangering the health and safety of 
themselves or others; and/or  
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3.  Obtain a description satisfactory to the District of any restrictions upon the employee’s 
work activities. If employees do not return to work on the date expected following sick 
leave, or decline a comparable position, their employment may terminate.  

 
N.   No Payment upon Separation from Employment  

Eligible employees who have available but unused sick leave at the time of separation of 
employment shall not be paid for such unused leave. However, if a terminated employee 
returns to work with the District within a six-month period from the date of separation, the 
District will reinstate any uncompensated, accrued sick leave balances for that employee.  

 
O.  Applicability of Family and Medical Leave  

Sick leave used for purposes of childbirth, serious health condition of the employee, or 
caring for the employee’s spouse, child or parent suffering from a serious health condition 
will, in addition to sick leave, be counted as leave under the Family and Medical Leave Act 
(“FMLA”). 

 
P.  Paid Sick Leave During a Public Health Emergency  

1. On the date a state public health emergency is declared, all employees are entitled to 
paid public health emergency sick leave in addition to the leave described in these 
Personnel Policies and as more fully described below.  

2.  Full-time classified and unclassified management employees will be granted 80 hours of 
paid public health emergency sick leave in the event of a public health emergency. Part-
time classified and unclassified management employees will be granted paid public 
health emergency sick leave on a pro rata basis based on the position’s designated FTE.  

3.  Hourly employees will be granted paid public health emergency sick leave in the amount 
of time the employee is scheduled to work in a 14-day period or the amount of time the 
employee actually works on average in a 14-day period in the event of a public health 
emergency.  

4.  Employees may only use the leave once during a declared public health emergency, and 
employees may use this additional leave for up to a month after the end or suspension 
of a public health emergency.  

5.  Employees may use public health emergency leave for any of the following purposes:  

a.  To self-isolate (or care for a family member who is self-isolating) due to the 
employee (or family member) being diagnosed with, or having symptoms of, a 
communicable illness that is the cause of a public health emergency;  

b.  To seek or obtain (or care for a family member needing) medical diagnosis, care, 
or treatment if experiencing symptoms of a communicable illness that is the 
cause of a public health emergency;  

c.  To seek for oneself (or care for a family member needing) preventive care 
concerning a communicable illness that is the cause of a public health 
emergency; or  
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d.  If the employee is excluded from work or has to care for a family member who’s 
excluded from work, by a government health official, or by an employer, due to 
the employee or the employee’s family member having exposure to, or 
symptoms of, such an illness (whether or not they are actually diagnosed with 
the illness);     

e.  Being unable to work due to a health condition that may increase susceptibility 
or risk of such an illness; or  

f.  To care for a child or other family member whose school, child care provider, or 
other care provider is either unavailable, closed, or providing remote instruction 
due to the public health emergency.  

6.7.5 Bereavement Leave 

Full-time employees are currently eligible for paid leave up to a maximum of five working days or 
40 hours (includes any travel time), for bereavement leave for the death of an employee’s family 
member. Bereavement leave is available to less than full-time employees on a prorated basis. For 
purposes of this policy, “family member” means employee’s, spouse, civil union or domestic 
partner, child, (both born and miscarriages), sibling, parent, grandparents, grandchild, aunt, uncle, 
niece, nephew, or anyone for whom the employee or the employee’s partner provide day-to-day 
care and financial support including natural, step, in-law and foster relatives, whether or not those 
relatives are living in the employee’s home. 

In the event that an eligible employee exhausts their bereavement leave allocation, the employee 
may use sick leave.  

Request for bereavement leave must be made to the employee’s supervisor as soon as the employee 
knows of the need for leave. 

6.7.6 Emergency Leave for Hourly Employees 

A.  Only hourly employees may request to take reasonable time off, up to a maximum of five 
working days or 40 hours, whichever is less, per emergency, with pay for the following types of 
emergencies:  

1.  A medical emergency of the employee: A medical emergency for the purpose of this 
policy is defined as a non-work-related injury, illness or disability which requires both 
medical care by a physician or other health care practitioner, and admittance to a health 
care facility;  

2.  A medical emergency (as defined above) of an employee’s family member: A family 
member for purposes of this policy means the employee’s child, spouse, civil union 
partner, sibling, parent, grandparent or grandchild, including natural, step, in-law and 
foster relatives, whether or not those relatives are living in the employee’s home. 
“Family member” also includes any other relative of the employee (in addition to those 
listed in the previous sentence) as long as that other relative actually lives in the 
employee’s home.  

 
B.  Requests for emergency leave must be made to the employee’s manager as soon as the 

employee knows of the need for the leave, but not later than 15 minutes after the beginning of 
the employee’s regular shift, unless earlier notice is required by departmental work rules. 
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Requests for emergency leave may be granted or denied based on the above criteria at the 
discretion of the supervisor.  

 

6.7.7  Family Medical Leave and Family Care 

The District contracts with the City of Fort Collins for the administration of the federal Family and 
Medical Leave Act (“FMLA”) and the Family Care Act Leave. The District adheres to the “Family and 
Medical Leave” Policy and the “Family Care Act Leave” Policy of the City of Fort Collins.  See 
Appendix A for (COFC Personnel Policies and Procedures Manual 6.9 through 6.9.15, on page 42 of 
this manual.  

6.7.8 Short Term Disability Leave  

This policy is intended to provide eligible employees with income replacement associated with time 
off for certain short-term disabilities arising from non-occupational illnesses or injuries. The 
District contracts with the City of Fort Collins for short-term disability.   See Appendix B for COFC 
Personnel Policies and Procedures Manual 6.17 through 6.17.16 on page ??? of the manual.  
 

 Leave Benefit Year Defined  
The term “Leave Benefit Year” means that period which aligns to the established payroll calendar 
each year, as published by the City’s Payroll Department. The “Leave Benefit Year” begins with the 
first pay period of the payroll schedule and ends with the last pay period of the payroll schedule. 
Please reference the Pay and Holiday Calendar found on Staff Cache.  

6.7.8 Unpaid Medical Leave (Not FMLA Eligible or Extended beyond FMLA)  

An unpaid medical leave of absence may be granted to eligible employees for absences arising from 
the employee’s illness, injury, disability, or pregnancy.  This leave may be approved under the 
following circumstances: 

• The employee is not eligible for FMLA leave, or 
• The employee has exhausted all available FMLA leave. 

 
The following conditions must be met for a medical leave to be granted: 
 

• The employee has completed ninety (90) days of employment with the District. 
• The employee notifies the immediate supervisor as soon as possible of the need for medical 

leave. 
• All available sick leave and earned vacation are used at the beginning of the leave of 

absence. 
• The employee submits to the supervisor a written statement from the attending medical 

provider outlining the reason for leave and the estimated time needed.  (The organization 
may require the employee to obtain an opinion from a medical provider selected by the 
District.) 

• The immediate supervisor and Human Resources staff approve the leave before the leave is 
taken. 

 
Medical leave, and any extension of such leave, generally will be limited to no longer than 12 weeks.   

Commented [SS1]: Please leave the reference to the City Policy 
numbers in on this particular policy, since it’s included as an 
appendix.  
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Employees returning from medical leave are expected to provide their supervisor with a medical 
provider’s statement attesting to the employee’s fitness for work; at its option, the District may 
require an examination by a District-appointed medical provider. 

Employees who fail to return at the expiration of their authorized leave may be terminated.  If the 
employee’s failure to return is due to pregnancy, childbirth, or the physical recovery from 
childbirth and/or a disability under the Americans with Disabilities Act or other similar laws, 
additional accommodations may be provided.  Employees must supply sufficient information from 
their medical provider specifying the basis for the additional leave and when they can return to 
work with or without reasonable accommodation.  Accommodations must not cause undue 
hardship to the District.  Potential accommodations will be determined in an interactive process 
between the employee and the District. 

Employees who are on approved medical leave may be reinstated to a position of like status and 
pay if such position is available and they are qualified.  However, there is no job guarantee. 

Vacation and sick leave will not accrue during a medical leave of absence.  Holidays, bereavement 
pay, or employer’s jury duty pay will not be granted during the unpaid leave.   
 
All questions, or requests or additional information, related to this policy may be discussed with 
any employee’s supervisor or with the Human Resources Director. 

6.7.9 Administrative Leave 

All District employees, regardless of category of employment, may be placed on Administrative 
leave at any time with or without cause or notice at the sole discretion of the District.  
Circumstances under which such a leave may occur include, but are not limited to, the following:  

• To make inquiries into or investigate a work-related matter;  
• To remove the employee from the workplace pending a pre-deprivation hearing  

or decision;  
• To protect the employee;  
• To protect the public;  
• To protect other employees or property in the workplace; or  
• To further any other work-related or business-related purpose.  

 
Unless it would likely be harmful to an administrative or criminal investigation, and after 
consultation with the Human Resources Director or the Executive Director, the supervisor or 
manager shall place an employee on administrative leave as soon as reasonably practical after 
learning of any of the following:  
 

1. Reasonable grounds exist to believe an employee may have violated the public trust. 
The public trust is violated when an employee engages in conduct that would be likely 
to significantly harm the public's perception that the employee is upholding their 
responsibility to appropriately use public resources, funds, materials, and confidential 
information, and to otherwise act in the best interests of the Library  District. Examples 
of violations of the public trust include the theft of Library District funds or property, 
the unauthorized use of Library District funds or property for the employee’s personal 
gain, or the providing of false information knowing that it is false at the time it is being 
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provided.  
 

2. Reasonable grounds exist to believe an employee has tested positive following a drug or 
alcohol test conducted pursuant to Library District policy.  

 
3. Reasonable grounds exist to believe that the public or the Library District may be harmed if 

an employee is permitted to continue to work during the pendency of an investigation or 
disciplinary proceedings. 
 

Paid and Unpaid Administrative Leave  
Administrative leave shall be with pay except under the following circumstances in which case 
administrative leave may be without pay:  
 

1.  The employee has been formally charged or indicted for a felony or misdemeanor and:  
a. The employee occupies a position of public trust and public visibility, or  
b. The felony or misdemeanor relates to the performance of the employee’s 
official duties.  

2.  There are reasonable grounds to believe that the employee has committed an 
uncharged crime of theft, a sex offense, or an offense that involves minors.  

 
Before a classified employee who has completed the introductory period may be placed on unpaid 
administrative leave, the employee must be provided with a pre-decision hearing pursuant to the 
related section of these policies for the purpose of providing the employee with the opportunity to be 
heard and present information concerning whether or not there are reasonable grounds to support the 
placement on unpaid administrative leave.  
 
During paid administrative leave, employees will continue to receive their regular, straight-time wages 
and benefits based on their position’s designated FTE. Employees who are eligible for holiday time and 
who are on paid administrative leave during a designated holiday will receive holiday pay for that day in 
lieu of pay for administrative leave.  
 
The placement of an hourly employee on administrative leave shall always be without pay.  
 
Employee Required to Remain Available  
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Employees on paid or unpaid administrative leave must remain available so that they can be 
contacted by telephone or personally during their regular working hours, and so that they can 
return to work within one day if requested to do so. This means that an employee on administrative 
leave may not consider the leave time as vacation or personal time. The employee must provide the 
manager with telephone numbers where they can be reached during regular working hours and 
must promptly return calls from the manager or Human Resources Department. In addition, the 
employee must obtain the prior permission of the manager and use accrued vacation time, 
compensatory time or other leave time in order to be out of contact with their manager for longer 
than a single workday. 

6.7.10  Military Leave 

All Library District employees, regardless of category of employment, are eligible to take military 
leave for active duty or active or inactive duty training if they are members of the reserves; enlisted 
in any branch of the United States Armed Forces; or are a member of the National Guard of any 
state in the United States. Employees granted a military leave of absence are reinstated and paid in 
accordance with the laws governing veterans’ re-employment rights. 

 
A.  Pay During Leave 

Employees are provided with paid leave for a maximum of 15 working days (120 
hours for full-time employees, prorated for part-time employees) per calendar year1 
for active duty or active duty training with the National Guard or any branch of the 
U.S. Armed Forces. If the intermittent schedule of a part-time hourly employee 
makes it difficult to determine the number of hours the employee would have 
worked during the leave period for proration purposes, the number of hours the 
employee actually worked during the 21 calendar days immediately preceding the 
leave shall be used to calculate the maximum length of the paid military leave.  

 

 After exhausting the 15 days of paid military leave, an employee may choose to use accrued 
vacation time, compensatory time, accrued but unused holiday time, and personal leave, if 
applicable, and/or take leave without pay. An employee may not use any other type of paid 
leave during military leave, including, but not limited to sick leave or injury leave. 

 
B.  Continuation of Health Insurance 

After the first 30 continuous calendar days of unpaid leave for military service, the Library 
District sponsored health insurance for the employee and covered dependents will 
terminate. After coverage terminates, the employee may elect to continue coverage at their 
own expense and will be provided with detailed notice of the right to continue coverage 
under COBRA. 
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Employees who are reinstated after completing active duty or active or inactive duty 
training will be eligible for immediate coverage under any applicable health insurance plans 
existing at the time without a waiting period. 

 
C.     Seniority and Pension Plans  
 

Employees who are members of the General Employees Retirement Plan will continue to 
accrue service credits during military leave, and such leave will not constitute a break in 
service, so long as the employee complies with requirements for reinstatement after 
completing active duty or active or inactive duty training.  

Employees who are participants in any 401(a) defined contribution or City defined benefit 
retirement plan will continue to accrue years of service for vesting purposes during periods 
of military leave, and such leave will not constitute a break in service, so long as the 
employee complies with requirements for reinstatement after completing active duty or 
active or inactive duty training. During military leave, the employee’s accounts will remain 
active and subject to fund transfers, changes in beneficiaries and other changes.  

 
D.  Life and Disability Insurance  
 

After the first 30 continuous calendar days of unpaid leave for active military service, 
coverage under the life and disability insurance plans sponsored by the District through the 
City will terminate. This policy is consistent with the provisions of the Extended Leave of 
Absence policy. These plans may contain limitations on coverage for death and disabilities 
which occur during a declared or undeclared war. For more information about the policy 
provisions, please contact the Human Resources Department for a copy of the summary 
plan descriptions or policies.  

 
E.   Reinstatement  

 
When all of the following conditions for reinstatement are met, employees will be reinstated 
to the same position they had at the time the military leave commenced or to a position of 
like seniority, status and pay.  
 
1.  The cumulative period of military service was no longer than five years unless a 

longer period is required by federal or state law.  
 
2.  The individual employee must return to work or apply orally or in writing for 

reinstatement in a timely manner, as defined by federal and state law. While these 
laws contain exceptions, which could extend the time an employee has to return to 
work, they generally define timely manner as follows:  

a. Military service time of less than 31 days: reporting for work the next 
regularly scheduled work day following safe travel time plus 8 hours.  
b. Military service time of more than 30 days, but less than 181 days: submitting 
an application for reinstatement within 14 days after release from military 
service.  
c. Military service time of more than 180 days: submitting an application for 
reinstatement within 90 days after release from military service.  
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3.  The employee must provide documentation from the National Guard or U.S. Armed 
Forces that they honorably completed military service or active or inactive duty training, 
such as discharge papers.  

4.  An employee has the same right to reinstatement as if they had been continuously 
employed during the leave period. For example, the employee is not eligible for 
reinstatement if the job for which they were hired was for a specific time period which 
expired or project which was completed during the absence or if the position has been 
abolished. The District’s circumstances must not have changed so as to make it 
impossible or unreasonable for the employee to be reinstated.  

5.  The employee is qualified to perform the duties of the pre-service position. If the 
employee is no longer qualified because of a disability, they will be re- employed in 
another existing job that they are capable of performing.  

 

6.7.11  Domestic Violence Leave 

A.  Employees regardless of category of employment, may take up to three working days of 
unpaid leave in any 12-month period if the employee is a victim of domestic abuse, stalking, 
sexual assault, or any other crime, the underlying factual basis of which has been found by a 
court on the record to include an act of domestic violence (collectively referred to as 
“domestic violence”).  The employee will only be eligible for this leave if they are using it to: 

1. Seek a civil restraining order to prevent domestic abuse; 

2. Obtain medical care or mental health counseling or both for them self or for their 
children to address physical or psychological injuries resulting from the domestic 
violence; 

3. Make their home secure from the perpetrator of the act of domestic violence or 
seeking new housing to escape the perpetrator; or 

4. Seek legal assistance to address issues arising from the act of domestic violence and 
attending and preparing for court-related proceedings arising from domestic 
violence. 

 
B.  Except in cases of imminent danger to the health or safety of the employee, an employee 

must provide their supervisor with advance notice of the need for the leave as soon as 
learning of the need. The employee’s supervisor may require that the employee submit 
documentation of the need for the leave. 

 
C.  Use of domestic violence leave shall be unpaid. An employee must exhaust any and all 

accrued vacation and personal leave, and any applicable dependent care leave and sick 
leave before using domestic violence leave.  

 
D.  The District shall maintain the confidentiality of all information related to the employee’s 

use of domestic violence leave.  

6.7.12    Voting Time 

A. All District employees, regardless of category of employment, who are registered electors, 
may take time off to vote. Voting time may only be requested or taken if the employee’s 
work hours are such that there are less than three hours before or after working time when 
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the polls are open. Time off is limited to a maximum of two hours and must be taken on an 
election day between the time of opening and closing of the polls. 

B.  Employees who wish to take time off to vote must inform their supervisor prior to the 
Election Day. If an employee requests voting time off at any time other than the beginning 
or ending of their shift, the supervisor may specify which hours may be used. 

6.7.13    Jury Duty and Witness Appearance Leave 

A.  Jury Duty 

 Employees in classified positions and unclassified management positions will be paid while 
on jury duty that overlaps with any scheduled work time up to a maximum of 25 working 
days in any 12-month period. To receive this pay, the employee must pay to the Library 
District any jury duty pay received by the employee from the court jurisdiction, excluding 
any mileage reimbursement. Any further time an employee serves on jury duty is unpaid by 
the District unless the employee chooses to use accrued paid leave time, such as vacation or 
compensatory time. 

 Employees in hourly positions will be paid their regular wages up to fifty (50) dollars per 
day for the first three days of jury duty, or any part of those days, that overlap with 
scheduled work time. After the first three days of jury duty, such employee will be granted 
all necessary time off but such time is unpaid by the District unless the employee chooses to 
use accrued paid leave time, such as personal leave or compensatory time. 

 
B.    Witness Appearance Leave 

Employees in classified positions and unclassified management positions will be paid 
during time they are subpoenaed or otherwise required by law to appear as a witness in 
any “personal” matter that overlaps with scheduled work time up to a maximum of two 
working days in any 12-month period. To receive pay, the employee must pay to the District 
any witness pay received by the employee, excluding mileage. Any further time an employee 
is required to appear as a witness is unpaid by the District unless the employee chooses to 
use accrued paid leave time.  A matter is considered “personal” if, in the discretion of the 
employee’s supervisor, it is not directly related to the employee’s essential job functions. An 
employee’s appearance as a witness in “non-personal” matters is considered regular 
working time and the employee must pay to the organization any witness pay received by 
the employee. 

Employees in unclassified hourly and contractual positions will be granted all necessary 
time off when required to appear as a witness in “personal” matters, but such time is unpaid 
by the District unless the employee chooses to use accrued paid leave. 

C.    Notice Required 

Employees who are called to serve on a jury or subpoenaed or otherwise required by law to 
appear as a witness must notify their managers immediately to arrange for the absence. 
Employees serving on jury duty or appearing as a witness must periodically inform their 
managers of the anticipated length of duty. When employees have completed jury duty, 
managers may require a report from the court confirming the dates of attendance for jury 
duty. 

 
D.    Return to Work During Off-Duty Times 
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Employees are required to return to work each day if they are not selected or if dismissed 
early. For example, an employee who testifies in a deposition that is completed prior to the 
end of the employee’s regular workday must report to work after the deposition concludes. 
Similarly, an employee who is not selected as a juror or is excused before the end of the 
work shift must return to work for the remainder of the workday unless it would 
substantially interfere with the effective performance of juror service. 

6.7.14    Time Donations 

The time donation policy provides Library District employees the opportunity to make voluntary, 
confidential donations of accrued vacation time to other classified District employees who (i) have 
exhausted all other available paid leaves including, but not limited to, sick, injury, vacation, and 
compensatory time, but excluding short-term disability, (ii) are not eligible to receive Workers' 
Compensation benefits, and (iii) to whom one or more of the following situations apply:   

1. To a classified employee or unclassified management employee who is awaiting the 
outcome of a long-term disability claim. Time donations allow the recipients to continue on 
payroll until the long-term disability claim is either approved or denied.  
 

2. To a classified or unclassified management employee who is in the elimination period of Short-
Term Disability (STD).  

 
3. To a classified employee or unclassified management employee who has returned to work 

from a short-term disability event, but who still needs temporary intermittent treatment 
related to the same short-term disability event. Time donations in this case may continue 
up to a maximum of six months.  

 
4. To a classified, or unclassified management employee to care for a dependent, spouse, familial 

relationships associated with a partner in a civil union, domestic partner, or parent (as defined 
in Section 6.9 of the Family and Medical Leave policy) suffering from a serious health condition 
(when the employee has exhausted all other available and applicable paid leave, and the 
employee is needed to provide necessary care up to a maximum of 12 weeks in a 12-month 
period.  

5. To an hourly employee who has worked at least 520 hours, and who is unable to perform one or 
more of the essential functions of their job due to a temporary non-occupational personal 
illness, injury, or other non-occupational medical condition. Time donations in this case are 
limited to a total of 80 hours (pro-rated on FTE) in any 12-month period. An illness, injury, or 
other medical condition is considered temporary only when the employee’s health care provider 
predicts that the employee will be able to return to their regular position and perform all 
essential functions of that position.  
 

6. The employee is subject to federal, state, local, or medical provider quarantine orders related to 
COVID-19. The employee is caring for a spouse, familial relationships associated with a partner 
in a civil union, domestic partner, or parent as defined in Section 6.9 Family and Medical Leave 
Act policy).  
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A. Time Donation Requirements 

District employees may donate only accrued but unused vacation time. There is no limit as to the 
number of hours that may be donated by an employee. Each hour donated will be added as an hour 
to the Time Donation Bank. Donations will be paid at the recipient’s regular rate of pay, even if that 
rate is different than the donor’s rate of pay. While using donated vacation time, the recipient 
continues to receive the same benefits as if using their own applicable leave time. Employees 
receiving or eligible to receive workers compensation payments are not eligible to receive time 
donations. 

B. Use of Donated Time is Income of Recipient  

The District will consider donated time to be income at the time it is used by the recipient, and 
not income of the donor, to the extent allowed by law. Accordingly, the donated time will be 
subject to taxes and withholding at the time it is paid to the recipient.  

C. How to Request Time Donations 

Requests for time donations must be made in writing by (or on behalf of) the eligible 
employee by the Executive Director or designee, who has the discretion to allow or reject any 
time donation request. The request may be submitted any time after the eligible employee has 
80 or fewer hours of paid leave time remaining, as long as it reasonably appears that the 
employee will exhaust paid leave. Unless otherwise instructed by the requesting recipient 
employee, the District will advise employees of the name and eligibility category of each 
employee who is eligible to receive a time donation. Solicitation of time donations can only 
be made by the Executive Director or designee. 

 
D. How to Make Time Donations 

Employees wishing to donate accrued but unused vacation or compensatory time must submit  
the Time Donation Giving Form to the Payroll Department with approval from the Executive 
Director or designee. The District will not disclose to the recipient the name of donor 
employees, except as required by law. 

6.8 CONDUCT AND WORK ENVIRONMENT 
Employees of Poudre River Public Library District are responsible for conserving public resources, 
funds and materials.  Public employees must uphold the public trust and their conduct must be 
compatible with the best interest of the District.  

6.8.1 Conduct and Performance 

A.  Although it is impossible to predict every possible type of employee misconduct, the 
following are some of the types of conduct which could lead to disciplinary action up to and 
including termination of employment. 

1. Theft or misuse of District money or property; 
2. Commission or conviction of a felony or of any crime involving moral turpitude; 
3. Violation of departmental or Library District rules, regulations, policies or procedures; 
4. Harassment of, or discrimination against any individual based on any protected class 

(see Harassment policy); 
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5. Unlawful discrimination or discrimination that violates District policy against any individual 
based on race, religion, national origin, age, sex, sexual orientation or disability;  

a. Inquiries and decisions related to an individual’s citizenship status must be 
conducted in accordance with state or federal law, including but not limited to CRS 
24-76.5-103, which requires the District to verify the lawful presence of any 
individual over the age of 18 that applies for public benefits, including employment, 
and CRS 8-17.5-102 that prohibits the District from entering into public contracts for 
services with a contractor who knowingly employs or contracts with undocumented 
immigrants.  

6.  
7. Falsification, unauthorized use or destruction of Library District records, reports, or 

other data or information belonging to the District; 
8. Abusive or threatening treatment of any person, including but not limited to physical or 

verbal confrontation (see policies on Threats and Violence Prohibited and Anti-
Violence); 

9. Insubordination or refusal to comply with directives or assignments; 
10. Except to the limited extent alcohol possession and use is permitted as described in this 

policy, using, consuming, possessing, having in the body, or distributing alcohol or 
controlled substances during working time or while operating a District vehicle or 
operating a personal vehicle while on District business; 

11. Incompetence, inattention to duties or wastefulness while on the job; 
12. Failure to meet performance expectations of job or not performing duties or functions 

assigned;  
13. Acceptance of gifts or gratuities from persons doing business with the District that exceed 

prescribed limits;  
14. Repeated tardiness, absenteeism, and/or abuse of leave; 
15. Engaging in personal business while on the job or engaging in outside employment 

which interferes with District job performance; 
16. Failure to properly use safety equipment and/or failure to follow established safety 

procedures and guidelines; 
17. Job abandonment. (unreported absences of three days or more); 
18. Unauthorized use of District vehicles, equipment or property for personal use; 
19. Destruction, loss or abuse of Library District property. 
20. Possessing or maintaining sexually explicit materials on District property or in a District 

vehicle without a valid, work-related purpose. Sexually explicit materials shall mean any 
pictures, drawings, electronic reproductions, or other visual reproductions depicting the 
genitals, depicting sexual acts, or depicting an image which could reasonably be construed 
as conveying a sexually erotic theme;  

21. Any other behavior that violates a District value or is otherwise unduly disruptive to the 
orderly work environment, efficient and effective operation of the District, or working 
relationships within the District or the public trust.  

 
B.  Any questions about performance expectations should be directed to each employee’s 

manager. Questions about employment policies or misconduct that could lead to discipline or 
termination of employment should be directed to the Human Resources Department.  
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C.  Managers, and the Human Resources Director shall confidentially report the following types of 
alleged employee or vendor misconduct through their chain of command to the Executive 
Director as soon as reasonably practical after they become aware of the alleged misconduct:  

1. Sexual harassment;  
2. Drug/alcohol use that is contrary to District policy;  
3. Commission of a felony, misdemeanor (other than traffic violations) or other crime of 
moral turpitude, including theft; or  
4. Misuse or theft of District money, property, resources or confidential information.  
 

D.  Managers shall consult with the Human Resources Director, and Police Services, and seek 
guidance from their chain of command in considering whether or not suspected criminal 
conduct by an employee or vendor should be formally reported to Police for investigation. The 
consultation and guidance should be obtained as soon as reasonably practical after learning of 
the suspected criminal conduct. In emergency situations, managers should directly contact 
Police.  

 
Representatives from Police, the Executive Director, HR Director, and legal counsel shall consult 
regarding any prosecution issues as they arise.  

 

6.8.2 Alcohol and Drugs 

Alert and rational behavior is required for the safe and adequate performance of job duties.  
Therefore, working after the apparent use of alcohol, a controlled substance or abuse of any other 
substance is prohibited.  Furthermore, the possession, purchase or consumption (use) or sale of a 
controlled substance or alcohol on District premises or while conducting District business is 
prohibited.  

The District may require an employee to undergo tests for alcohol and/or controlled substances 
when a supervisor reasonably suspects that the employee has alcohol and/or a controlled 
substance in their system during working time.  
 
Limited use of alcohol for library-related functions on library property after operating hours may 
be approved at the discretion of the Executive Director. 
 
A. Reasonable Suspicion Testing for Alcohol and Controlled Substances  

The District may require an employee to undergo tests for alcohol and/or controlled substances 
when a manager reasonably suspects that the employee has alcohol and/or a controlled 
substance in their system during working time.  

 
B.  Manager’s Responsibility when Alcohol or Substance Abuse is Suspected  

Employees covered by this policy will be required to submit to tests for controlled substances 
and/or alcohol when one or more managers has reasonable suspicion based on specific, 
contemporaneous, articulable observations that the actions, appearance, behavior, speech or 
body odors of the employee on duty shows symptoms of the use or presence in the employee’s 
body of a controlled substance or alcohol. The manager who personally observed the 
employee’s actions, appearance, behavior, speech or body odors must document the basis for 
the referral.  
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C.  When a manager reasonably suspects that an employee may have alcohol and/or a controlled 
substance in their system during working time, the manager should immediately and as 
confidentially as possible remove the employee from any potentially dangerous situation (such 
as prohibit the employee from driving or operating machinery).  

D.  The manager should then immediately consult with the next level of supervision or the Human 
Resources Department in order to reach a conclusion as to whether or not sufficient identifiable 
facts exist which would lead a reasonable person to suspect that the employee had alcohol 
and/or a controlled substance in their system during working hours. If, from the facts known to 
the managers at the time, the conclusion is reached that the employee is suspected of having 
alcohol and/or a controlled substance in their system during working hours, the manager shall 
make arrangements for the immediate testing of the employee. If reasonably possible, the 
manager shall consult with the Human Resources Department prior to requiring an employee to 
submit to an alcohol or controlled substance test and, in any event, shall notify the Human 
Resources Department as soon as reasonably possible after a test is imposed.  

6.8.3 Anti-Violence 

The District will not tolerate violence or bullying.  Employees must not engage in intimidation, 
threats or hostile behaviors, physical or verbal abuse, vandalism, arson, sabotage, use of weapons, 
or any other act, which in management’s opinion is inappropriate to the workplace.  Employees are 
expected to report any prohibited conduct to management.  Employees should directly contact 
proper law enforcement authorities if they believe there is a serious threat to the safety and health 
of themselves or others. 

Threats and Violence Prohibited 

The Library District is committed to providing a work environment that is free of violence against 
persons and property, and threats of violence. In furtherance of that goal, the District maintains a strict 
policy prohibiting violent acts and threats to commit such acts. This includes, but is not limited to, 
physical abuse, threats to inflict violence on a person or property, direct or veiled threats, threatening 
remarks, threatening behaviors, vandalism, arson, sabotage, and the use of weapons. Employees may 
carry personal defense spray commercially manufactured, sold at retail and purchased for personal 
defense use to and from work sites in or on their personal effects. Employees must store such personal 
defense spray in or on their personal effects while at work sites unless the spray is in use for personal 
defense purposes.  

Any employee who observes or hears of violent or threatening behavior associated with the workplace 
or a Library employee should promptly report the incident to the manager or, alternatively, to the 
Human Resources Department. Managers who receive complaints regarding threats or violence in 
violation of this policy, or who observe or suspect such threats or violence, should immediately report 
the incident(s) to the Human Resources Department. 

Employees should call 911 or directly contact law enforcement if they believe there is an imminent 
threat to the safety or health of any employee or property. Any employee who contacts law 
enforcement must also inform the manager about the incident and the fact that law enforcement was 
called as soon as possible under the circumstances. 
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The Human Resources Department will promptly investigate all reports and complaints of threats or 
violence as confidentially as possible and recommend appropriate action. The District may, at its 
discretion, initiate the involvement of law enforcement personnel when appropriate. The District 
prohibits retaliation in any manner against anyone making a complaint in good faith of threats or 
violence in violation of this policy. 

Any questions concerning this policy should be directed to the Human Resources Department. 

6.8.4 Dress and Appearance 

In the interest of presenting a professional image to the public, employees are required to use good 
judgment in determining their dress and appearance, especially employees who have contact with 
the public. 

Employees who are dressed inappropriately or whose appearance is otherwise inappropriate, in 
the judgment of the supervisor, may be sent home and directed to return to work in proper attire. 
Such employees who are non-exempt will not be compensated for the time away from work.  In 
addition, employees whose dress or appearance is inappropriate may be subject to disciplinary 
action. 
 
Individual departments may establish their own specific dress standards consistent with this policy 
or to meet their specific needs.  

6.8.5    Attendance and Punctuality 

All employees are expected to be on time and punctual for showing up to work.  In addition, regular 
attendance is considered an essential function and is necessary for the efficient operation of the 
business. 

Employees who are going to be absent or late must contact their supervisor/manager no later than 
one hour before the start of the employee’s work shift or time the employee is expected to report to 
work. When notifying the supervisor of the need to be absent or late, the employee must report: 
 

• The reason for the absence or lateness; and 

• The expected date or time when the employee expects to return to work. 

The organization recognizes that under exceptional circumstances, neither the employee nor 
someone on their behalf may be able to call within the time required.  In such case the employee or 
representative must contact the employee’s supervisor as soon as possible after the beginning of 
the shift.  

6.8.6    Restrictions on Solicitation 

During working time, employees may not solicit or distribute literature, products or services for 
any purpose. During non-working time, employees may wish to advertise and sell personal items 
like cookies, cosmetics, and the like, on a limited basis.  Working time does not include break or 
meal periods when employees are not engaged in performing their work tasks.  Information on 
products being solicited shall be limited to employee break areas only and one-time email 
notifications. 
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6.8.7    Conflict of Interest 

The District requires that employees protect District information and avoid outside activities or 
relationships, which do or could adversely influence their decisions or actions on the job. 

No employee may accept any gift, gratuity, favor, entertainment, loan, or any other consideration or 
item of monetary value which, in the judgment of a reasonably prudent person, would tend to 
impair or give the appearance of impairing the employee’s independence of judgment in the 
performance of their duties.   
 
District employees may:  

1.  Accept gratuities in the form of perishable, nonpermanent or promotional items that 
are insignificant in value, possibly including meals, lodging, travel expenses or tickets to 
sporting, recreational, and educational or cultural events.  

2. Purchase goods or services at a price that has been discounted for District employees 
when:  

a. Such discount has also been offered to a significant range of other recipients 
besides District employees, and the employee is not actively engaged in 
negotiations or enforcement action with the offeror; or  
b. Such discount has been approved by District management as having a 
substantial benefit to the District, and the District is a co-sponsor of the 
discount.  

 
When an employee is given a gift by the District, it is the responsibility of the manager authorizing the 
gift to report the gift and its monetary value to the Finance Department so that a determination can be 
made as to whether or not the District considers the gift to be taxable to the employee and therefore 
reportable to the IRS by the City of Fort Collins Payroll Department.  

6.8.8    Reporting Criminal Charges 

A.  All employees who are charged with the following offenses, whether the offense allegedly 
occurred on duty or off, must report the charges to their managers immediately following 
notice of charges. In addition, the employee must provide a copy of the citation or charging 
document to their manager within 7 calendar days of the date of the charged offense. 

1. Any felony offense. 
2. Any non-traffic misdemeanor offense. 
3. The following traffic offenses: 

a. Driving while license denied, suspended or revoked. 
b. Eluding or attempting to elude a police officer. 
c. Hit and run, or leaving the scene of an accident, or failure to give notice, 

information, aid and/or report to police when involved in an accident resulting 
in injury to, serious bodily injury to, or death to any person or damage to a 
vehicle. 

 
B.  In addition, all employees whose jobs involve driving any vehicle (whether District or 

privately owned) and who are charged with any of the following offenses, whether the 
offense allegedly occurred on duty or off, must report the charges verbally and in writing to 
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their supervisors as soon as possible during business hours and not later than when the 
employee returns to work: 

 
1. Driving under the influence of intoxicating liquor and/or drugs, driving while impaired 

by intoxicating liquor and/or drugs, or driving with excessive alcoholic content, or 
driving while the employee’s ability to do so safely is impaired. 

2. Speed contest: For the purposes of this Section, speed contest shall mean the operation 
of one (1) or more motor vehicles to conduct a race or a time trial, including but not 
limited to rapid acceleration, exceeding reasonable and prudent speeds for streets and 
existing traffic conditions, vying for position or performing one (1) or more lane 
changes in an attempt to gain advantage over one (1) or more of the other race 
participants. 

3. Reckless driving: For the purposes of this Section, reckless driving shall mean a person 
who drives any motor vehicle or low-power scooter in such a manner as to indicate 
either a wanton or a willful disregard for the safety of persons or property is guilty of 
reckless driving. 
 

C.  Criminal conduct by employees may result in disciplinary action, possibly including 
termination of employment, even when the alleged conduct occurred off duty when it 
relates to qualifications for or performance of an employee’s job.  Moreover, the District 
may investigate alleged criminal misconduct and take disciplinary action regardless of 
whether the employee is convicted in court of the alleged offense. 

6.8.9     Confidential Information  

Employees of the District will have access to confidential information of the organization and 
members of the public.  The term “confidential information” here means information which is 
submitted to or generated by the organization for its use in the exercise of functions required or 
authorized by law which is not or cannot be made available to the general public. It includes, but is 
not limited to, confidential patron and personnel records, non-public information exchanged or 
discussed in any properly convened executive session, and attorney-client communications. 

 
All employees must comply with Colorado Library Law, Privacy of User Records, CRS 24-90-119.  
Each employee is responsible for ensuring that any information released may be legally provided. 
All requests for disclosure of confidential information about the District’s users and user 
transactions should be directed to the employee’s supervisor or to the Executive Director. 
Accessing and/or using library customers’ information for personal reasons is prohibited. 
 
Any copying, reproducing, or distributing of confidential information in any manner must be 
authorized by management. Confidential information remains the property of the employer and 
must be returned to the Library District upon separation or at any time upon demand. 

6.8.10     Smoking and Tobacco Use 

Smoking of all types, including electronic smoking devices, is prohibited inside all District facilities, 
and within 20 feet of all entrances of the Webster House Administrative Center and the Old Town 
Library. Outdoor areas surrounding the Council Tree and Harmony Libraries are regulated by 
smoking and tobacco use restrictions of Front Range Village and Front Range Community College—
Larimer Campus, respectively. The use of smokeless tobacco within all District facilities is 
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prohibited. These restrictions apply to all employees as well as visitors, at all times, including non-
business hours. 

6.8.11     Acceptable Use of District Property and Communication Systems   

The District’s non-public property, furnishings, supplies, computer equipment, networks, Internet 
connectivity, e-mail, voice mail, and telephone systems are business tools intended for employees 
to use in performing their job duties.  Therefore, all documents and files are the property of the 
District.  All information regarding access to the organization’s computer resources may not be 
disclosed to non-organization personnel, other than pre-approved disclosure of limited information 
for business purposes.  

All computer files, documents, and software created or stored on District computer systems are 
subject to review and inspection at any time.  Employees should not assume that any such 
information is confidential, including e-mail either sent or received. 
 
Computer equipment should not be removed from the organization premises without written 
approval from the Executive Director or their designee.  Upon separation of employment, all 
communication tools should be returned to the organization. 
 
Some employees need to access information through the Internet in order to do their job.  Use of 
the Internet is for business purposes during the time employees are working.  Personal use of the 
Internet should not be on business time, but rather before or after work or during breaks or lunch 
period.  Regardless, the organization prohibits the display, transmittal, or downloading of material 
that is in violation of District policies or procedures or otherwise is pornographic, obscene, profane, 
discriminatory, harassing, insulting, derogatory, or unlawful at any time. 
 
A.  E-mail 

E-mail is to be used for business purposes.  While personal e-mail is permitted, it is to be 
kept to a minimum.  Personal e-mail should be brief and sent or received as seldom as 
possible.  The District prohibits the display, transmittal, or downloading of material that is 
offensive, pornographic, obscene, profane, discriminatory, harassing, insulting, derogatory, 
or unlawful at any time.  No one may solicit, promote, or advertise any products, events or 
services beyond the provisions of 6.8.6.  Management may monitor e-mail from time to 
time.  Employees should be aware that emails might be public records and subject to public 
disclosure. 

Employees may not attempt to gain access to another employee’s personal file of e-mail 
messages or send a message under someone else’s name without the latter’s expressed 
permission.  Employees are strictly prohibited from using District communication systems 
in ways that management deems to be inappropriate.  If you have any question whether 
your behavior would constitute unauthorized use, contact your immediate supervisor 
before engaging in such conduct. 

 
B.  Voice Mail 

The District’s voice mail system is intended for transmitting business-related information. 
Although the District does not monitor voice messages as a routine matter, the District 
reserves the right to access and disclose all messages sent over the voice mail system for 
any purpose.  Employees must use judgment and discretion in their personal use of voice 
mail and must keep such use to a minimum. 
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C.  Telephones/Cell Phones/Mobile Devices 

Employee work hours are valuable and should be used for business.  Excessive personal 
phone calls can significantly disrupt business operations.  Employees should use their break 
or lunch period for personal phone calls. 

Confidential information should not be discussed on a cell phone or mobile device.  Phones 
and mobile devices with cameras should not be used in a way that violates other District 
guidelines such as, but not limited to, EEO/sexual harassment and confidential information. 

   
For safety reasons, while on Library District business, employees should avoid the use of 
cell phones and mobile devices to make calls while driving.  Employees must park whenever 
they need to use a cell phone.  Generally, stopping on the shoulder of the road is not 
acceptable.  Employees are prohibited from using a cell phone or other device to text while 
operating a motor vehicle.  Texting is permitted only where the vehicle is at rest in a 
shoulder lane or lawfully parked. 

 
  The organization’s telephone lines should not be used for personal long-distance calls. 

6.8.12    Emergency and Inclement Weather Closure  

In the event of a closure of District facilities during normal operating hours due to safety or 
emergency situations or inclement weather, hourly, contractual, exempt and non-exempt classified, 
and unclassified management staff members will be compensated at their normal rate of pay for 
time they were scheduled to work.  Managers will instruct staff as to the appropriate way to record 
closure time.    

6.8.13 Involuntary Relief from Duty During an Outbreak of Communicable Disease  

A.   A supervisor shall have the discretion to involuntarily relieve a subordinate employee from 
duty and direct them to leave the work site if:  

1. The supervisor reasonably believes that the employee may be contagious due to an 
illness despite the employee’s apparent current ability to perform the functions of 
their job; and  

2.  A fitness for duty examination from a medical provider is not reasonably available 
because of the provider’s unwillingness or inability to provide an exam or a public 
health authority has recommended that persons not seek diagnosis or care at a 
health care facility because of lack of capacity or risk of contagion; and  

3.  The length of relief from duty imposed by the supervisor does not exceed the time 
recommended by a health care provider who has examined the employee regarding 
the contagious condition, whichever is less.  

B.  In the event of a pandemic or other public health crisis, the District may implement 
different protocols for determining the length of involuntary relief from duty and the 
circumstances under which involuntary relief from duty is imposed.  

 
C. In the event of imposition of involuntary relief from duty based on this policy, an employee 

with available sick/personal leave will be placed on sick/personal leave. An employee who 
does not have available sick/personal leave may, at their discretion, use any other 
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applicable paid leave pursuant to the provisions of the leave policy and in the absence of 
such leave will not be paid.  

 
D.  Because of the exigency of the situation, classified employees who have completed their 

introductory period shall not be eligible for a pre-decision hearing, and shall have the 
opportunity to grieve the involuntary relief from duty decision pursuant to the provisions of 
Sections 6.9.4 and 6.9.5 of these policies. All other employees may use the issue resolution 
process set forth at Section 6.9.13 of these policies. 

6.9 DISCIPLINE AND CORRECTIVE ACTION 
Employees are expected to meet the reasonable expectations of their supervisors and perform 
satisfactorily. Employees who perform unsatisfactorily, violate a policy, or act inappropriately in 
the supervisor’s judgment may be subject to disciplinary and/or corrective action. 

6.9.1  Employees in Classified Positions on Introductory Status or Unclassified 
 Positions 

A. For classified introductory status employees and unclassified employees, continued 
employment is at-will and the employee or the District may terminate the employment 
relationship with or without cause at any time and without prior discipline or warnings. The 
District may, at its discretion, choose alternate forms of discipline less severe than 
termination including but not limited to: warnings (oral or written), assigned training, 
suspension, reduced pay level and demotion. 

B. Although one or more of these disciplinary actions may be taken, no formal order or system 
is necessary. The District may terminate the employment relationship without prior 
disciplinary actions whenever it determines, in its discretion, that such action should occur. 

6.9.2  Employees in Classified Positions Who Have Completed the Introductory 
Period 

A. Classified employees who have completed their initial period of introductory status, may have 
their employment terminated by the District only for "cause" as defined herein.  The term 
"cause" means a reason for the termination. "Cause" may relate to the individual employee's 
conduct or to the District’s operational needs. Examples of “cause” for termination include, but 
are not limited to: a violation of the law, unsatisfactory job performance, excessive absences, 
failing to appear for work as scheduled and/or engaging in any type of misconduct or action 
inconsistent with the public trust.  Please also refer to the "Conduct and Performance" section 
of this policy.  Additionally, cause for termination may exist for reasons unrelated to job 
performance, such as operational need, reorganization, and elimination of positions or staff 
reduction. 

B. Although the District is not required to follow a formal order or system of discipline, the District 
may, in its discretion, impose progressively severe discipline. Supervisors may, at the District’s 
discretion, provide coaching or other notice of performance concerns (orally or in writing) 
before taking more severe action such as suspension, demotion or termination of employment. 
However, such forms of corrective action need not be used when the District deems that 
circumstances warrant more severe action.  Progressive discipline of related or unrelated 
issues may be combined to establish cause for termination. 
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6.9.3    Pre-Decision Hearing Procedure   

A. Classified employees who have completed their initial period of probationary status 
(“eligible employees”) will be given notice and an opportunity to be heard, in accordance 
with the following procedure, prior to the imposition of: 

a. A suspension; 
b.  A demotion; 
c. An involuntary transfer to a position in a lower pay grade; 
d. An involuntary temporary reduction in hours  
e. An involuntary reduction in FTE of greater than 25%; or  
f. A termination of employment.  

 
  B.  Written Notice: A memorandum by a supervisor to the employee should generally contain the 
   following types of information:  
 

a. Description of the performance problem, misconduct or reason for recommended 
action;  

b. Related background information, such as previous disciplinary action; 
c. Type of discipline or action being recommended;  
d. Date, time and location of a pre-decision hearing for the employee's response to 

the memo; 
e. Notice that the employee may waive the hearing; 
f. Notice that the employee may have an attorney or representative at the hearing; 
g. Signature line for the employee to acknowledge receipt of the memorandum. 

 
C. Hearing: Unless waived by the employee, a hearing before the Executive Director or designee 

will be held to provide the employee with the opportunity to be heard and present 
information concerning the proposed discipline or action. The employee may have an 
attorney or other representative present to provide support or advice. The representative 
may not participate directly in the hearing. The hearing typically will be tape-recorded and 
facilitated by the Human Resources Director. Other District representatives, such as 
supervisors and attorneys, may attend the hearing.  

 
D. Decision Following the Hearing: A decision whether to impose discipline or action, and if so, 

what type, will be made after the hearing within a time period determined by the Executive 
Director or designee. If the employee waived the hearing, the decision will be based upon the 
memorandum and employee's personnel record. The employee will be informed of the 
decision in writing. Depending on the decision, the employee may file a grievance or appeal 
the decision in accordance with the policies and process described herein.  

6.9.4 Administrative Investigations 

Administrative investigations may be conducted to inquire into and gather information regarding 
situations in which violations of laws, District policies and/or practices, or other inappropriate conduct 
may have occurred. In order to make a determination about what has occurred and who was involved, 
such an investigation may be conducted at the discretion of the Human Resources Director or the 
Executive Director.  
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B. Methods of Investigation 

The persons assigned to conduct administrative investigations may use any lawful method to 
determine whether any person has engaged in inappropriate conduct or violated a policy and/or 
practice, or law. Investigative methods may include personal interviews, review of documents 
and other items, arrest or conviction records, tests and examinations and any other means as 
appropriate. 

C. Cooperation is Mandatory 

Whether or not they are the subject of the investigation, employees are required to cooperate 
with any lawful investigation, including the reasonable search of property located on District 
premises, work sites or facilities. District offices, desks, lockers, file cabinets, bookshelves, 
computers, electronic mail, voicemail, documents, books, equipment, and the contents of those 
things, at all times remain District property. Employees should not have any expectation of 
privacy in any such things or their contents.  

 
The District, in its discretion, may interview any employee that has information about the 
subject of the investigation and may advise the employee that refusal to cooperate in the 
interview will lead to disciplinary action, up to and including termination of employment. If an 
employee is required to cooperate in the interview as a condition of their continued 
employment, no statements made by that employee in the interview can be used against that 
employee in any ongoing or subsequent criminal investigation or prosecution.  

 
D. Representation During Interviews 

An employee may be accompanied by an attorney or other representative during an interview if 
the attorney or representative is available at the time scheduled by the District for the 
interview. The involvement of the attorney or other representative is limited to advising the 
employee. 

6.9.4  Grievance and Appeal Process 

Only Classified employees who have completed their introductory period are eligible to use this 
grievance and appeal process, hereinafter referenced as “eligible employee” or “eligible employees.” 
This process may only be used to seek review of the events specifically listed below, and may not be 
used to challenge performance appraisals, classifications, assignments to training, or other actions 
relating to employment. Employees who wish to challenge events not covered by this policy or 
employees who are not eligible to use the grievance and appeal process may use the issue resolution 
process described in these Personnel Policies and Procedures. The use of this grievance and appeal 
process will serve as the “name clearing” hearing function for the protection of any liberty interests 
that may be impacted as a result of the events specifically listed below. 

6.9.5  Actions Subject to the Grievance Process 

An eligible employee may submit a grievance regarding any of the following actions, or a portion 
of any such action, regarding said employee. If the action occurs simultaneously with an 
appealable issue, the employee must follow the appeal process and may not submit a grievance 
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regarding the action. 

1. Written warning or reprimand;  
2. Suspension without pay of less than three work days;  
3. Involuntary lateral transfer to a different position in the same classification or pay grade 

based on unsatisfactory job performance, corrective or disciplinary action;  
4. Involuntary temporary reduction in hours of three days or more in any 12-month period; 

or  
5. An involuntary reduction in FTE of 25% or less as described in these policies.  

6.9.6   Actions Subject to the Appeal Process 

An eligible employee may appeal any of the following actions, or a portion of any such action, 
regarding that employee. 

1. Suspension without pay of three work days or more; 
2. Demotion;  
3. An involuntary reduction in FTE of more than 25% as described in these policies; 
4. Involuntary transfer to a position in a lower pay grade; and  
5. Termination of employment. 

6.9.7   No Retaliation for Use of Grievance or Appeal Process 

The District prohibits any form of retaliation against employees for using this grievance or appeal 
process. Employees who believe they were retaliated against in violation of this policy should 
notify the Executive Director in writing, who will take appropriate action to investigate and resolve 
the complaint. 

6.9.8 How to Initiate a Grievance or Appeal 

To initiate a grievance or appeal, the employee must file a timely written complaint which 
describes the following in detail: 

1. The action which is the subject of the grievance or appeal; 
2. The events upon which the action was based including names of persons involved, dates, 

times and other important facts; 
3. What the employee believes is wrong with the action; and 
4. The outcome, remedy or change the employee believes to be appropriate if the action is 

overturned. 

6.9.9 Grievance Process 

A.  Within fifteen (15) calendar days after receipt of notice of the action to be imposed, an 
 eligible employee who wishes to file a grievance must file a written complaint with the 
 Deputy Director and must submit a copy to the Human Resources Director.  

 
B. Within thirty (30) calendar days after receipt of the written complaint, the Deputy Director 

or designee will present written findings to the employee with a copy to the  Human 
Resources Director. The Deputy Director or designee may, at their discretion, meet with the 
employee to discuss the complaint either before or at the time the written findings are 
provided to the employee. During such meeting, the employee who filed the grievance may, 
at their own expense, have one representative of their choice attend such meeting with the 
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employee to advise the employee.  The representative’s role shall be restricted to that of 
advisor and not a participant during any step of grievance process.  The District may be 
represented by legal counsel at such meeting if the employee’s representative is legal 
counsel to the employee.   
 

C. Additionally, the Deputy Director or designee may conduct any administrative investigation 
if they deem appropriate prior to making the written findings. The Human Resources 
Director may aid in any investigation. The decision of the Deputy Director or designee shall 
be final.  

6.9.10      Appeal Process  

A. Within fifteen (15) calendar days after receipt of the written notice of the imposition of an 
action which is subject to the appeal process, an eligible employee who wishes to appeal 
must file a written request to appeal with the Executive Director and submit a copy to the 
Human Resources Director.  

B. The Human Resources Manager, or their designee, shall schedule a time for a hearing 
before a hearing officer designated by the District. The District shall designate a person 
other than an officer or employee of the District to serve as hearing officer. Such a person 
must be licensed to practice law in the State of Colorado.  

 
C. The hearing officer shall review all relevant evidence, including but not limited to written 

documents and oral testimony, which is offered by the District or the employee. The 
hearing officer may also ask questions of the parties and witnesses during the hearing. The 
hearing officer shall utilize these policies and procedures adopted by the District. For 
disciplinary related action, the District shall have the burden to prove cause by a 
preponderance of the evidence. For non-disciplinary action, the employee shall have the 
burden to prove lack of cause by a preponderance of the evidence. The term "cause" shall 
be as defined at section 6.9.2. of this manual.  

 
D. After the hearing, the hearing officer shall make evidentiary findings of fact, based upon 

the evidence offered at the hearing, with regard to the events that gave rise to the action 
taken. They shall also recommend for the Library Board President’s consideration any 
ultimate conclusions of fact that the hearing officer may deem appropriate, which shall 
include, but is not limited to: (1) whether cause existed for the action taken; (2) whether 
the action taken was reasonable and appropriate in light of the evidentiary findings of fact; 
and (3) whether the action taken should be upheld, overturned, or modified. The hearing 
officer's evidentiary findings of fact and recommended ultimate conclusions shall be final 
and submitted to the Library Board President within a reasonable period of time after the 
hearing, with copies to the employee, the Executive Director, the District’s Attorney, and 
the Human Resources Director.  

 
E. For purposes of this policy, evidentiary findings of fact are findings regarding the 
 historical events that gave rise to the action taken. Ultimate conclusions of fact are 
 conclusions of law or mixed questions of fact and law that are based on evidentiary 
 findings of fact and that determine the rights and liabilities of the parties.  
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6.9.11   Time Limits 

A. The Human Resources Director, or their designee, may, at their discretion, waive or extend 
any time limit for good reason upon request by any party to the grievance or appeal or at 
their own initiative. If the Human Resources Director does not respond to a request for an 
extension, the employee should presume that the request was denied. 

B. An employee's failure to take an action within any time limit (or extended limit) will 
terminate the grievance or appeal process. If the Deputy Director or Executive Director, or 
their designees, fail to respond within any time limit (or extended limit), then the employee 
may proceed to the next step. 

 
C. Where there are no time limits for a particular action, the action should be taken as quickly 

as reasonably possible under the circumstances in light of the complexity and seriousness 
of the issue raised and the schedules of the persons involved. 

6.9.12   Issues Subject to This Policy 

This issue resolution process is designed to allow current employees in any category of 
employment to raise and seek resolution of concerns about the terms or conditions of their 
employment, such as working conditions, oral warnings or counseling, written warnings or 
counseling, work relationships, performance evaluations, pay, and violation or application of policies 
and procedures.  

Existing employees in any category of employment may use the issue resolution process, except 
contractual employees whose employment is being terminated.  

Classification issues will not be handled under the issue resolution process. Employees who are not 
eligible to use the grievance and appeal process may use the issue resolution process to raise any 
work-related concern, except for contractual employees whose employment is being 
terminated. Employees who are eligible to use the grievance and appeal process may only use 
the issue resolution process for matters which are not grievable or appealable. 

6.9.13   Issue Resolution Process 

A. Employees wishing to raise or seek resolution of concerns about issues subject to this 
policy should first discuss the matter informally with their supervisors. Employees 
may move directly to step two, if they believe that the supervisor cannot satisfactorily 
address or resolve the issue.  

B. If an issue has not been satisfactorily addressed or resolved after discussion with the 
supervisor, the employee should prepare a brief memorandum explaining the issue and 
recommending how the issues should be addressed or resolved. The memorandum 
should be sent to the Human Resources Director. 

 
C.  The Human Resources Director will forward the matter to the Department Manager (or if 

the matter involves the Department Manager, to the Deputy Director or Executive 
Director). The Human Resources Director then may act as a facilitator, or assign a 
facilitator from another department, to assist in addressing and resolving the issue.  

 
D. The Department Manager (or Deputy Director or Executive Director), at discretion, may 

meet with the employee and others to investigate the issue and may require the 
employee and others to provide further information. The Department Manager (or 
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Deputy Director or Executive Director) will respond to the employee raising the issue 
orally and/or in writing.  

 
E. Although there are not formal time limits for raising issues or responding, employees are 

expected to raise any issue through this process promptly, and not later than six months 
after the issue arose. Likewise, management will respond as quickly as reasonably 
possible under the circumstances in light of the complexity and seriousness of the issue 
raised. 

 
6.9.14 Name Clearing Hearing 
 
A.  A name clearing hearing provides a forum at which an employee or former employee, in 

response to actions by the District which seriously impugn the person’s reputation and impair 
the person’s future employment opportunities, can clear their record, name or reputation 
among the public at large.  

B.  Such a hearing is intended to protect the person’s constitutionally protected liberty interest in 
having a good name, record or reputation. The name clearing hearing provides the employee or 
former employee an opportunity to rebut charges or allegations against them for the benefit of 
the employee’s reputation. The name clearing hearing shall not serve to provide a right to 
continued employment, even if the charges are disproved, or to convince the disciplinary 
authority or the Executive Director that a mistake was made in terminating the employee or in 
otherwise making a record of employee misconduct.  

C.  The grievance and appeal process shall fulfill the name clearing hearing function for all 
employees who are eligible for such process.  

D.  All employees and former employees who have not been eligible to participate in the grievance 
and appeal process may request a name clearing hearing if actions by the District have seriously 
impugned the person’s reputation and have significantly impaired the person’s future 
employment opportunities. Such employee or former employee may request a name clearing 
hearing by making a written request to the Executive Director not more than ninety (90) 
calendar days from the date the employee or former employee learns of the District’s actions. 
Such hearing shall be held before the Executive Director or the Executive Director’s designee 
within thirty (30) calendar days following the person’s request for a name clearing hearing. The 
format of the hearing shall be informal in nature and shall be public. The employee or former 
employee may call witnesses. No transcript of the hearing shall be required unless arranged and 
paid for by the former employee. No decision, comment or participation by the Executive 
Director or disciplinary authority shall be required.  

 

6.10  SEPARATION FROM EMPLOYMENT 
 
6.10.1    Resignation 
The District asks that all employees give their supervisors at least two weeks written notice of the 
intent to leave their positions.  Employees are unable to extend their last day worked, which 
includes retirement date, with accrued leave balances (i.e., vacation, sick, or compensatory time). 
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Managers are requested to provide three weeks whenever possible.  Once submitted, an employee 
cannot retract a resignation unless permitted at the discretion of the District.  Employees who 
resign classified positions will not be eligible for rehire to any District position for a minimum of six 
months.   

6.10.2   Involuntary Termination of Employment 
A.  Unclassified, Contractual and Classified Positions during the Introductory Period 

The employment of employees in unclassified and contractual positions or employees in 
classified positions that have not completed their introductory period can be terminated at will 
with or without cause or notice at any time.  If an employee has a written contract that sets 
forth different requirements for termination, then the terms of the contract will be followed. 
Contracts may only be entered into by the Executive Director and require both the signature of 
the Executive Director and the individual. 

B. Classified Positions (after Introductory Period) 

 The employment of employees in classified positions who have completed their introductory 
periods may be terminated only for “cause.”  “Cause” may relate to the employee’s conduct or 
the District’s operational needs. 

6.10.3   Return of District Property 
Employees are expected to return to their supervisors all District property including, but not 
limited to: keys, name tag(s), purchasing cards, documents, tools, and other equipment and 
materials on or before the last day of employment.  In the event that an employee does not return 
District property to the District upon termination from employment, the District may withhold the 
replacement cost value of the District’s property from the employee’s pay. Failure to return District 
property upon termination of employment may result in legal action against the employee. 
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