Q4 2020 PPM Updates — Full Details

The following pages include proposed updates to the Sworn Policies and Procedures
Manual and the Civilian Policies and Procedures Manual as detailed below (same order
as summary document):

POLICY NUMBER/TITLE Civilian Policy #5 — Personnel Records

Change Requested By: City Attorney’s Office
Description of Change: Updating process for employees to view their personnel records.
Reason for Change: Making policy clear and easy to follow for employees.

Markup for Council:

Policy #5
PERSONNEL RECORDS

Official employee personnel records shall be maintained in Eity-efColorade-Springs Human Resources.
The employee shall receive a copy of all material that is forwarded for inclusion in the employee's
record.

Employees may review their personnel records. and-upen By submitting a request to Human Resources
employees may receive a copy of any information in their personnel record at no cost, with charges per
page for additional copies at the same rate as Colorado Open Records Act (CORA) requests per the
City’s CORA Policy.

Internal Accessibility

Unless-etherwise-directed-by-court-order-Only administrative, management, supervisory personnel with
a need to know;-er persenin-irterest may review an employee's personnel record file, with Human
Resources approval.




External Accessibility
o OpenRecordsAct:-P All other requests for personnel records shalwill be released in

accordance with the-Open-Records-Act CORA.

provided pursuant to a request for an employee reference shall be limited to the dates of
employment, classification history, and salary information. Any requests for additional
information should be directed to Human Resources.

Changes in Personal Information

Employees are responsible for notifying theirDepartment Director/Division-Manageror
Council/Mayoral-Appeinteeand-Human Resources within five (5) working days of any change in name,
address and/or telephone number. Human-Resources-willforward-informationto-Payrel: Employees

are encouraged to also update any changes in their personal information through the Employee Self-
Service System.

References: Policy and Procedure # 52, Open Records Act Compliance

Last revised: 447

POLICY NUMBER/TITLE Civilian Policy 11 — Shift Work

Change Requested By: Human Resources
Description of Change: Adding holiday on Christmas Eve for consistency with updated Holidays policy

Reason for Change: The City of Colorado Springs is updating its holiday policy to remain a competitive
employer.

Benchmark Data (if any): 62% of benchmarked employers offer Christmas Eve as a paid holiday
according to a 2017 SHRM survey.

Markup for Council:



Policy # 11
SHIFT WORK

Certain functions of the City of Colorado Springs require seven day, 24 hours/week operations.
Employees who staff those functions are eligible for some or all of the following pay differentials in
addition to their base hourly rate.

2080-Hour Shift Workers

Regular, probationary, and special employees are designated as 2080-hour shift workers if they staff
seven-day, 24-hour operations and are scheduled to work 2080 hours in a work year. 2080-hour shift
workers follow the shift worker holiday schedule, receive shift worker holiday pay and are eligible for
shift differential and holiday premium pay.

2000-Hour Shift Workers

Regular, probationary, and special employees are designated as 2000-hour shift workers if they staff a
normal (not 24/7) City operation, are scheduled to work 2000 hours in a work year and are regularly
scheduled to work hours in Shift 2 or 3. 2000-hour shift workers follow the regular City holiday schedule
(subject to operational requirements) and are eligible for pay differential, and holiday premium pay.

Shift Differential and Pay Differential

An employee designated as a 2080-hour shift worker receives shift differential (separate rate for shift 2
and 3) when the majority of their regularly scheduled hours fall in Shift 2 or Shift 3.

An employee designated as a 2000-hour shift worker receives a pay differential (set rate) when the
majority of their regularly scheduled hours fall outside of Shift 1.

Regularly scheduled means either permanently scheduled to work a particular shift or scheduled to
work a particular shift on a rotating or fixed basis. Shift and schedule changes outside of the permanent
schedule (less than a full pay period) do not qualify for shift or pay differential.

The shift or pay differential rate is paid on regularly scheduled hours worked (it is not paid on any paid
or unpaid time off or on overtime), however the shift or pay differential is included in the FLSA regular
rate for overtime calculations. If the hours in the regular schedule are evenly split between two shifts,
the higher rate will be applied.



Following are the established shift periods:

e Shift 1--8:00a.m. to 4:00 p.m.
e Shift 2 - 4:00 p.m. to midnight
e  Shift 3 - midnight to 8:00 a.m.

Shift and pay differential rates are recommended by the Mayor and approved in the annual budget
process by City Council.

2080-Hour Shift Worker Holiday Pay

A regular, probationary, or special employee designated as a 2080-hour shift worker shall receive 8
hours of holiday pay for each of the following City holidays.

e New Year's Day - January 1

e  Martin Luther King, Jr. Day - 3rd Monday in January
e President's Day -- 3rd Monday in February

e Memorial Day - last Monday in May

e Independence Day - July 4

e Labor Day - 1st Monday in September

e Veteran's Day - November 11

e Thanksgiving Day - 4th Thursday in November
e Friday after Thanksgiving

e Christmas Eve

e Christmas Day -December 25

2080-hour shift worker holiday pay is in addition to regular pay and is paid whether or not the holiday is
worked. It is the equivalent of the employee's base hourly rate.

2080-hour shift worker holiday pay is in addition to regular pay and is paid whether or not the holiday is
worked. It is the equivalent of the employee's base hourly rate. Due to Police Department operations
and scheduling demands, Police Services Representatives will be allowed to bank shift worker holiday
hours in their personal leave bank in lieu of receiving shift worker holiday pay.

2080-hour shift workers who are scheduled to work on a shift worker holiday, but request the day off,
must take paid leave (vacation, personal holiday, or compensatory time off) or if no paid leave time is
available, take leave without pay.



2080-Hour Shift Worker Holiday Premium Pay

A regular, probationary, or special employee, who is designated as a 2080-hour shift worker, who works
a regularly assigned shift that falls on a shift worker holiday, shall receive holiday premium pay for all
hours worked on the holiday. Such pay is in addition to regular pay, shift differential, and holiday pay. It
shall be paid at % times the base hourly rate for each hour worked on the holiday.

2000-Hour Shift Worker Holiday Pay

A regular, probationary, or special employee who is designated as a 2000-hour shift worker receives
holiday pay in accordance with Policy and Procedure #16, Holidays.

Meal Periods

For certain designated shift workers who are required to be available for work during the entire shift,
the meal period shall be paid and included in the 40-hour work week schedule.

Last revised 4/17

POLICY NUMBER/TITLE Civilian Policy # 16 Holidays

Change Requested By: Human Resources

Description of Change: Adding holiday on Christmas Eve for Civilian employees. Also updating
personal holiday language for consistency throughout policy.

Reason for Change: These changes are being implemented to make the City more competitive in the
employment market.

Markup for Council:

Policy # 16
HOLIDAYS

The City of Colorado Springs will make available employee benefit programs with the goal of attracting
and retaining a quality workforce, as well as, programs required by law. The employer contribution
toward any authorized employee benefit program is determined annually by City Council.



Holidays

The City recognizes the following holidays:

e New Year's Day

e  Martin Luther King Jr. Day

e President's Day

e Memorial Day

e Independence Day

e lLabor Day

e \Veteran's Day

e Thanksgiving Day

e Friday following Thanksgiving Day
e Christmas Eve (Civilian Employees Only)
e Christmas Day

All regular, probationary, and special employees are eligible for 8-hour paid holidays on these days.
Holidays that fall on Saturday will be observed on the preceding Friday. Holidays that fall on Sunday will
be observed on the following Monday (see Policy & Procedures # 11, Shift Work, for shift worker holiday
schedule). Non-exempt employees who actually work the holiday shall be provided with additional pay
of half time for hours worked.

Division managers may grant an alternative day off in lieu of one of the scheduled holidays, depending
on operational needs.

e  When Work Schedule Exceeds 8 Hours per Day on Holidays

o If the employee’s normal work schedule exceeds 8 hours per day, the additional hours off in
excess of the 8-hour holiday shall be charged as vacation, personal holiday, compensatory time
off or may be made up on a different day within the same workweek with supervisor approval.

e If, due to operational requirements, management temporarily changes the employee’s schedule
to five 8-hour days for the week containing a holiday, the employee will not be required to
charge time as described above.

Personal Bay Holidays

The City of Colorado Springs recognizes that we have a diverse group of employees, many of which
celebrate holidays other than those listed above. In addition to the observed holidays listed above,
after six months of employment, employees are eligible for one 8-hour personal holiday each year. The
personal holiday must be taken at a time mutually agreeable to the supervisor and the employee. The
personal holiday may not be carried over to the next year or taken in increments of less than 1 hour.

Part-time Employees

Part-time regular, probationary and special employees shall accrue holiday and personal-holiday hours
on a pro-rata share of the full-time accrual based on the normally scheduled work hours.



Use of holiday and personal holiday upon resignation or retirement

City holidays and personal holidays cannot be utilized after the resignation or retirement date. An
employee’s resignation or retirement date is the actual last day that the employee is physically at work
unless previously approved by the Human-ResourcesDirector Chief Human Resources Officer due to
exceptional circumstances. For example, an employee submits their resignation with July 4™ as their last
day of work. Since the employee was not physically at work on July 4™, a City holiday, their resignation
date is July 3 and the employee will not receive pay for the July 4™ holiday in their final paycheck.

Employees are not paid for their unused personal holiday upon resignation or retirement. With
coordination of the supervisor, employees may take their personal holiday prior to the resignation or
retirement date; but they may not take the personal holiday on or after their resignation or retirement
date.

Last revised: 417

POLICY NUMBER/TITLE Civilian Policy #20 Vacation Donation

Change Requested By: Payroll/Finance
Description of Change: Updating to vacation donation pool instead of individual donations.

Reason for Change: This provides a more fair process for employees, and increases chances of vacation
donation hours being available when someone needs them.

Markup for Council:

Policy # 20
VACATION DONATION

The City allows employees to donate accrued vacation leave to co-workers who are faced with a serious
illness or injury to either themselves or an immediate family member and have exhausted their accrued
leave. This policy is not intended for an employee who has a common illness or injury, or has incurred
an illness or injury covered by Worker’s Compensation.



Eligibility

Donors

To be eligible to donate vacation an employee must:

donate voluntarily to a-specificindividualthe vacation donation pool; and
have accrued vacation leave available.

Recipients

To be eligible to receive donated vacation an employee must:

Use

be eligible to accrue vacation leave;

be approved for FMLA, or ADA leave;

must have exhausted all forms of paid leave; i.e., vacation, sick, personal, compensatory time
off, or be reasonably close to exhausting all paid leave, and it is clear that such leave will be
exhausted;

must expect to need a minimum of 40 hours of vacation donation; and

suffer from a serious illness or injury to either themselves or an immediate family member and
submit information to substantiate this situation. “Immediate family member” is defined in the
PPM under the City Employee Sick Leave Policy.

Donated vacation can only be applied for after FMLA leave is approved. No advance or
retroactive payments will be made.

Compensation received under the Vacation Donation program is considered to be taxable to the
recipient to the extent required by law.

Donated vacation hours are converted into an equivalent number of sick hours, regardless of
differences between participant’s pay rates.

Restrictions

The recipient may use up to 4560 days or 368480 hours in any 12-month period.

The donor cannot donate more than 80 hours of vacation per calendar year and must donate in
whole one-hour increments. The minimum vacation donation allowable under the plan is 4

hours. Fhe-donorcan-donateto-multiplerecipients:

Leave taken using donated vacation may not be counted in the calculation of unpaid leave
balances.

Donated vacation may not be used to exceed the recipient’s normally scheduled work hours per
pay period.

Donated vacation may run concurrently with Famiy-Medical--leave.

The recipient is not eligible to simultaneously receive Worker’s Compensation while receiving
vacation donations.



Unused vacation donations in the event of an employee’s return to work, retirement, or death
will remain in the vacation donation pool.

Application may be made prior to the depletion of an employee’s leave, as long as the need for
leave is known.

The recipient is prohibited from soliciting co-workers for vacation leave. Donations must be
strictly voluntary.

Employees must supplement time not covered by short term disability with paid time/paid
leave. Under no circumstances will an employee receive a combination of short term disability
payments and accrued leave which exceeds 100% of the employee’s normal gross base pay.
Short-term disability recipients applying for vacation donation must also comply with vacation
donation policy requirement to have exhausted, or be reasonably close to exhausting, all forms
of paid leave including vacation, sick, personal and compensatory time.




POLICY NUMBER/TITLE Civilian Policy # 21 Sick Leave

Change Requested By: Human Resources

Description of Change: Sick leave policy was rewritten to include new rules under the Healthy Families
Health Workplaces Act that goes into effect on 1/1/2021

Markup for Council:

Policy #21

SICK LEAVE

The City of Colorado Springs provides sick leave for employees to promote health and wellness. It is
important to the organization that employees are able to take the time they need to care for
themselves or their families during illness or injury. Employees must use paid sick leave for qualifying
reasons prior to taking other leave types or leave without pay unless an exception is made by the



Department Head and Chief Human Resources and Risk Officer (unless State or Federal laws allow or
require differently).

Accrual of Sick Leave

Full-time regular, probationary, and special employees shall accrue sick leave for hours worked at the
rate of eight hours per month of continuous employment. Part-time regular, probationary, and
special employees shall accrue sick leave as a pro-rata share of the full-time accrual, based on actual
hours worked within the pay period. Sick leave may be accrued to a maximum of 960 hours plus
current year accrual up to a maximum of 1056 hours.

Seasonal and hourly employees shall accrue sick leave at a rate of one hour of sick leave for every 30
hours worked with a maximum carryover of 48 hours.

Healthy Families and Workplaces Act

The first 48 hours of sick leave used per calendar year falls under the Healthy Families and Workplaces
Act (HFWA). Under the HFWA, employees may use sick leave for absences caused by illness, injury,
temporary disability (including pregnancy), medical exams or medical treatment, certain reasons
related to domestic abuse (reference Policy #23 Leave of Absence), or due to a public health
emergency in which a public official has ordered closure of the employee’s place of business or school
or place of care of the employee’s child and the employee needs to be absent from work to care for
the employee’s child.

This leave may be used for the employee or the employee’s family member including family members
related by blood, marriage, civil union, common law marriage, adoption, a child to whom the
employee stands in loco parentis or a person who stood in loco parentis to the employee when the
employee was a minor, and any person whom the employee is responsible for providing or arranging
health or safety related care.

In the event of a public health emergency as defined in the HFWA, may be granted up to an additional
80 hours of paid sick leave in accordance with and for the purposes stated in the HFWA.

Physician’s Statement

During the first 48 hours of sick leave during a calendar year, a physician’s statement supporting the
use of sick leave and/or the ability to return to work may be required by the employee’s immediate
supervisor or manager after the employee has been on sick leave for at least four consecutive work
days. A physician’s statement may be required by Human Resources as permitted by FMLA and is not
subject to the four consecutive work days limitation mentioned above.



General Sick Leave Policies

After the first 48 hours of sick leave is used in a calendar year, employees may utilize sick leave for
mental or physical illness, injury, serious health condition, temporary disability (including pregnancy),
medical exams or medical treatment unless otherwise limited by policy (reference Policy #30 Worker’s
Compensation and Policy #26 Family Medical Leave/Family Care Act).

Sick Leave for Family Care

After the first 48 hours of sick leave is used annually, employees may only utilize up to 12 weeks of
accrued sick leave per calendar year for the care of an immediate family member’s illness, injury,
serious health condition, temporary disability (including pregnancy), medical exams or medical
treatment. Immediate family is defined as spouse, parent, guardian, child, brother, sister,
grandparents, or grandchild, as well as these relatives in-law, step or half, or any other family member
residing in the employee's household. Employees married under common law rules are required to
have an approved common law affidavit on file with Benefits and Wellness in order to utilize sick
leave to care for common law family members.

Physician’s Statement

An employee’s supervisor or manager may request a physician’s statement supporting the use of sick
leave and/or the ability to return to work any time an employee uses sick leave after their first 48
hours of sick leave in a calendar year. The supervisor should consult with Human Resources prior to
requesting a physician’s statement for absences to verify use of the first 48 hours of sick leave and to
determine whether the absence is FMLA or ADA related.

Options Upon Sick Leave Exhaustion

Employees must use their accrued sick leave for the reasons listed above prior to using any other type
of paid leave. When accrued sick leave, accrued vacation, accrued personal holiday time, accrued
compensatory time, and award time have been exhausted, the employee may request the following:

e Sick Leave Advance: Up to 240 hours of sick leave with pay may be advanced to full-time and
part time regular, probationary and special employees upon the approval of the Department
Head and Human Resources. Up to 48 hours of sick leave with pay may be advanced to
seasonal or hourly employee categories upon approval of the Department Head and Human
Resources. Sick leave advance must be repaid by the employee through future sick leave
accruals. If an employee separates from City employment prior to completing the repayment,
the remaining amount will be deducted from the final paycheck or repaid in accordance with



arrangements made through the Finance Office. Sick leave advance is not available for
Worker’s Compensation leave.

e Sick Leave Without Pay: Sick leave without pay may be granted when illness, injury, or
convalescence has exhausted all paid leave. An employee request for such leave must include
a physician’s prognosis and estimated date of return. Prior to return, an employee must
provide Human Resources a physician’s statement certifying that the employee is released to
resume assigned duties.

e In some circumstances, employees may be eligible for vacation donation upon leave
exhaustion. Refer to Policy #20 — Vacation Donation, for more information on this topic.

After considering the specifics of the employee’s request and the impact of the employee’s continued
absence on the operations, the employee’s supervisor, in consultation with Human Resources, may
approve the request or separate the employee, subject to FMLA or other legal requirements.
Managers are required to consult with Human Resources for guidance concerning granting requests
for sick leave without pay.

Reassignment After Sick Leave Without Pay

Employees returning from a period of sick leave without pay who cannot perform the essential
functions of their position should refer to Policy #34, Americans with Disabilities Act (ADA) and
Pregnancy Accommodations, and follow the outlined procedures, if applicable.

Holidays During Sick Leave

For all employees who work an annual schedule of 2080 hours, holidays observed by the City that fall
within a period of sick leave shall not be charged as sick leave. In cases where the length of the
employee’s normal workday exceeds that of the holiday, the hours in excess of the holiday shall be
charged to sick leave.

Unused Sick Leave upon Retirement or Death

Employees eligible for sick leave accrual on or before 12/31/10: In the event of retirement, the
employer will make a contribution to the Retirement Health Savings (RHS) Plan for half of the accrued
sick leave in excess of 480 hours if he or she is eligible to retire on the date of separation. However, the
retirement eligible employee may then defer actually taking the retirement until a later date. Employees
with full coverage insurance provided by a spouse or other employment will be excluded from the
mandatory RHS Plan and will be paid out for half of the accrued sick leave in excess of 480 hours if he or
she is eligible to retire on the date of separation



In the event of death, the employee's estate will be paid for half of the accrued sick leave in excess of
480 hours. Contributions will not be made to the RHS Plan for the employee’s estate.

Employees hired or rehired after 12/31/10: These employees are not eligible for payout of unused sick
leave upon retirement or death.

Employees in the At-Will Senior Manager Benefit Program should refer to Policy #62.

POLICY NUMBER/TITLE Civilian Policy #23 Leave of Absence (Unpaid)

Change Requested By: Human Resources

Description of Change: Removing Parental Involvement in K-12 Education Leave without Pay from
Policy #23 Leave of Absence (unpaid)

Reason for Change: This portion of the policy is related to an outdated Colorado labor law that is no
longer in effect. Employees are granted paid time off to participate in personal activities outside of
work.

Benchmark Data (if any): This law expired in 2015

Markup for Council:




POLICY NUMBER/TITLE Civilian Policy #52 Open Records Act Compliance

Change Requested By: City Attorney’s Office
Description of Change: Updating CORA information and deleting outdated information

Reason for Change: CORA Compliance Policy is out of date. The City Attorney’s Office has
recommended the changes below.

Markup for Council:

Policy # 52
OPEN RECORDS ACT COMPLIANCE

The City of Colorado Springs is subject to the Colorado Open Records Act, Colorado Revised Statute
§ 24-72-201, et seq. (CORA), which grants the right to inspect and copy public records.

Additional information regarding CORA compliance can be found in the City’s CORA Policy. Questions
regarding compliance with CORA should be referred to the City Attorney’s Office.

Definitions




Under CORA, each Department Director shall be considered the Official Custodian of the public
records kept or maintained by their group; thus they are responsible for the maintenance, care, and
keeping of the public records maintained by their group and all other duties and obligations of the
Official Custodian as outlined in CORA.

Time Requirements

Requests for records which are readily available for inspection and copying shall be accommodated as
soon as reasonably practical. Records requested that are not readily available shall be provided to the
requestor within three working days, unless the three working day period is extended to a maximum
of seven working days based on extenuating circumstances. The custodian of the records requested
shall make written findings of the reasons for extenuating circumstances, and the findings shall be
provided to the person making the request within the original three-day period. In no event can
extenuating circumstances apply to a request that relates to a single specifically identified document.

Extenuating circumstances shall apply only when:



e Therequest is broadly stated and encompasses all or substantially all of a large category of
records and the request is without sufficient specificity to allow the custodian reasonably to
prepare or gather records within the three-day period;

e A broadly stated request encompasses all or substantially all of a large category of records and
the City group(s) cannot gather the records within the three-day period;

e The City group(s) needs to devote all or substantially all of its resources to meet the records
request deadline that is either unique or not expected to recur more than once per month;
and/or

e Arequest involves such a large volume of records that the custodian cannot reasonably prepare
or gather the records within the three-day period without substantially interfering with the
custodian's obligation to perform his or her other public service responsibilities.

Denial of Inspection or Copying

Rursuant-te-the-Colorado{Open)-Records-Act; CORA permits the custodian of a public record mayto

deny inspection and/or copying of a public record ferthe fellowingreasens: in certain circumstances.
The City Attorney’s Office should be consulted when inspection or copying of public records will be

denied.




Procedure

All requests for records or other information made by the media erby-<¢itizens shall be immediately
forwarded to Public Communications for response in accordance with PPM Policy #51. All other
requests shall be delivered to the appropriate Department Director for response. Hirfermation-s

the-Public Communications-Manager and all documents forwarded to the City Attorney’s Office for

response.



Charges for Inspection and Copying

Charges for retrieval and copying of public records shall be in accordance with the applicable
ReselutionsCity’s CORA Policy.

Email and other electronic records

Employees and elected officials should have no expectation of privacy on the City’s IT network,
equipment, systems including email system, data, and information. Any messages sent or received,
documents created, sites visited, and/or other public records created using the City’s information
technology resources may be subject to inspection and possible production under CORA.

Employees of the City and custodians of records must retain public records in accordance with the
Municipal Records Retention Guidelines and may not destroy, modify, redact, or omit any records in
their possession, custody, or control which are responsive to a CORA request, except as lawfully
directed by the City Attorney’s Office.
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POLICY NUMBER/TITLE Civilian Policy #54 — Tools and Equipment

FINAL APPROVAL DATE

Change Requested By: IT and Human Resources

Description of Change: Remove section from PPM related to long distance calls. Remove other
outdated information.

Reason for Change: We, IT, currently pay $4,000/year for a product called Microcall that provides
monthly long distance reports for City extensions. We only charge about 7 departments for their long
distance on a monthly basis, and this only offsets the annual cost by about half, so the benefit does not
outweigh the cost. Since most people have personal cell phones they use for long distance, | don’t know
that many departments are reviewing the reports. We would like to remove this section from the PPM.

Markup for Council:

Policy # 54
TOOLS AND EQUIPMENT (PERSONAL USAGE OF CITY-OWNED)

With an exception for the limited use of office equipment and telephones, employees may not use City-
owned tools, equipment, or shop facilities for personal, non-City business, use.



Exceptions

Office Equipment

At the discretion of the immediate supervisor DepartmentBirector/Division-Manageror
Council/Mayoral-Appeintee, employees may be allowed the limited personal use of office equipment
such as computers mobile devices, fax machines, copiers, or other City equipment. Employeesshall
ies—City equipment may not be used for

purposes related to other employment, employee owned outside businesses, or political activity.

Telephones
Clty telephone may be used for short, intermittent personal calls that do not result in charges to the

POLICY NUMBER/TITLE Workplace Visitor Policy or Visitor(s) in the
Workplace (Civilian and Sworn)

Change Requested By: Human Resources
Description of Change: Adding a policy which addresses visitors in the workplace

Reason for Change: Currently there is not a policy in place which addresses this subject matter



Benchmark Data (if any): CML — Employee Handbook Planning Guide — Visitors / Guests (Revised July
2018); Workable.com — Workplace Visitor Policy (https://resources.workable.com/workplace-visitor-

policy-template)

Markup for Council:

Visitor(s) in the Workplace

The City of Colorado Springs allows visitors in the workplace on a limited basis. “Visitor(s)” for the
purpose of this policy includes family members, friends, students, mentees, and other persons whose
visits to City facilities are not for the primary purpose of conducting business with the City. Facility
security protocols and department specific policies address visits to City facilities by customers, vendors,
and/or job candidates.

When receiving Visitors in the workplace, employees must ensure there will be no negative impact to
the workday and no disruption to City operations or to other employees in the performance of their
daily job duties. To protect the safety and welfare of employees and guests, Visitors should generally be
escorted by a City employee at all times while in City facilities when not in a public area.

Visitors cannot be left alone in City facilities, and cannot be left with employees that they are not there
to visit.

Minors that visit the workplace of sworn personnel must be accompanied by an adult Visitor in case the
employee is called away suddenly.

The Department Director or Chief may make an exception to this policy in consultation with Human
Resources.

This policy does not replace ridealong policies. Employees should refer to internal departmental policies
for guidelines on ridealongs and other department specific information.

POLICY NUMBER/TITLE Sworn Policy 10 — Vacation Donation

Change Requested By: Payroll

Description of Change: Changing vacation donation from donations to individuals, to a vacation
donation pool.


https://resources.workable.com/workplace-visitor-policy-template
https://resources.workable.com/workplace-visitor-policy-template

Reason for Change: This provides a more fair process for employees, and increases chances of
vacation donation hours being available when someone needs them.

Markup for Council:

Vacation Donation

Employees may voluntarily donate their vacation time to the vacation donation pool.
Donated vacation hours will be used for employees who have non-job related
illness or injury of the employee or their immediate family member has exhausted the
recipient's paid sick leave, vacation, personal holiday, etc. Sick leave cannot be
donated. Vacation Donation is covered in City of Colorado Springs Civilian PPM #20
Vacation Donation.

POLICY NUMBER/TITLE Sworn Policy #11 Sick Leave

Change Requested By: Human Resources

Description of Change: Sick leave policy was rewritten to include new rules under the Healthy Families
Health Workplaces Act that goes into effect on 1/1/2021

Markup for Council:

Sworn Policy #11

SICK LEAVE

The City of Colorado Springs provides sick leave for employees to promote health and wellness. It is
important to the organization that employees are able to take the time they need to care for
themselves or their families during illness or injury. Employees must use paid sick leave for qualifying
reasons prior to taking other leave types or leave without pay unless an exception is made by the
Department Head and Chief Human Resources and Risk Officer (unless State or Federal laws allow or
require differently).

An employee on personal sick leave shall not perform any activities, including other employment, self-
employment, sports, hobbies, etc., which may impede recovery from the injury/illness.

Accrual of Sick Leave

Forty-hour regular and probationary employees shall accrue sick leave at the rate of 9.33 hours per
month of continuous employment. Sick leave may be accrued to a maximum of 1056 hours, plus
current year accrual.



24-hour regular and probationary employees shall accrue sick leave at the rate of 13.07 hours per
month of continuous employment. Sick leave may be accrued to a maximum of 1479 hours plus
current year accrual.

Employees transferring from 40-hour to 24-hour status will have their current vacation and sick leave

multiplied by 1.4. Vacation and sick leave balance for transfers from 24-hour to 40-hour status will be
divided by 1.4.

Healthy Families and Workplaces Act

The first 48 hours of sick leave used per calendar year falls under the Healthy Families and Workplaces
Act (HFWA). Under the HFWA, employees may use sick leave for absences caused by illness, injury,
temporary disability (including pregnancy), medical exams or medical treatment, certain reasons
related to domestic abuse (reference Policy #23 Leave of Absence), or due to a public health
emergency in which a public official has ordered closure of the employee’s place of business or school
or place of care of the employee’s child and the employee needs to be absent from work to care for
the employee’s child.

This leave may be used for the employee or the employee’s family member including family members
related by blood, marriage, civil union, common law marriage, adoption, a child to whom the
employee stands in loco parentis or a person who stood in loco parentis to the employee when the
employee was a minor, and any person whom the employee is responsible for providing or arranging
health or safety related care.

In the event of a public health emergency as defined in the HFWA, employees may be granted up to
an additional 80 hours of paid sick leave in accordance with and for the purposes stated in the HFWA.

Physician’s Statement

During the first 48 hours of sick leave during a calendar year, a physician’s statement supporting the
use of sick leave and/or the ability to return to work may be required by the employee’s immediate
supervisor or manager after the employee has been on sick leave for at least four consecutive work
days. A physician’s statement may be required by Human Resources as permitted by FMLA and is not
subject to the four consecutive work days limitation mentioned above.

General Sick Leave Policies

After the first 48 hours of sick leave is used in a calendar year, employees may only utilize sick leave
for mental or physical illness, injury, serious health condition, temporary disability (including



pregnancy), medical exams or medical treatment unless otherwise limited by policy (reference Policy
#30 Worker’s Compensation and Policy #26 Family Medical Leave/Family Care Act).

To be eligible for paid sick leave, the intended use of sick leave must be reported to the immediate
supervisor a minimum of one hour prior to the start of each scheduled workday or prior to leaving the
work site. In the case where treatment, surgery, or other regimen are scheduled in advance, at least
30 days-notice must be given to the supervisor, or as soon as practicable. If the employee is unable to
contact the supervisor in the case of an emergency, every effort should be made to have another
party contact the supervisor. An employee who fails to give proper notification may be subject to
disciplinary action. The Chief, in the case of an extended illness, may grant an exception to this policy.

Sick Leave for Family Care

After the first 48 hours of sick leave is used annually, employees may utilize up to 12 weeks of accrued
sick leave per calendar year for the care of an immediate family member’s illness, injury, serious
health condition, temporary disability (including pregnancy), medical exams or medical treatment.
Immediate family is defined as spouse, parent, guardian, child, brother, sister, grandparents, or
grandchild, as well as these relatives in-law, step or half, or any other family member residing in the
employee's household. Employees married under common law rules are required to have an
approved common law affidavit on file with Benefits and Wellness in order to utilize sick leave to care
for common law family members.

Physician’s Statement

An employee’s supervisor or manager may request a physician’s statement supporting the use of sick
leave and/or the ability to return to work any time an employee uses sick leave after their first 48
hours of sick leave in a calendar year. The supervisor should consult with Human Resources prior to
requesting a physician’s statement for absences to verify use of the first 48 hours of sick leave and to
determine whether the absence is FMLA or ADA related.

Options Upon Sick Leave Exhaustion

Employees must use their accrued sick leave for the reasons listed above prior to using any other type
of paid leave. When accrued sick leave, accrued vacation, accrued personal holiday time, accrued
compensatory time, and award time have been exhausted, the employee may request the following:

e Sick Leave Advance: Up to 240 hours of sick leave with pay may be advanced to full-time and
part time regular, probationary and special employees upon the approval of the Department
Head and Human Resources. If an employee separates from City employment prior to
completing the repayment, the remaining amount will be deducted from the final paycheck or



repaid in accordance with arrangements made through the Finance Office. Sick leave advance
is not available for Worker’s Compensation leave.

e Sick Leave Without Pay: Sick leave without pay may be granted when illness, injury, or
convalescence has exhausted all paid leave. An employee request for such leave must include
a physician’s prognosis and estimated date of return. Prior to return, an employee must
provide Human Resources a physician’s statement certifying that the employee is released to
resume assigned duties.

e In some circumstances, employees may be eligible for vacation donation upon leave
exhaustion. Refer to policy 20 — Vacation Donation, for more information on this topic.

After considering the specifics of the employee’s request and the impact of the employee’s continued
absence on the operations, the employee’s supervisor, in consultation with Human Resources, may
approve the request or separate the employee, subject to FMLA or other legal requirements.
Managers are required to consult with Human Resources for guidance concerning granting requests
for sick leave without pay.

Reassignment After Sick Leave Without Pay

Employees returning from a period of sick leave without pay who cannot perform the essential
functions of their position should refer to Policy #34, Americans with Disabilities Act (ADA) and
Pregnancy Accommodations, and follow the outlined procedures, if applicable.

Holidays During Sick Leave

For all employees who work an annual schedule of 2080 hours, holidays observed by the City that fall
within a period of sick leave shall not be charged as sick leave. In cases where the length of the
employee’s normal workday exceeds that of the holiday, the hours in excess of the holiday shall be
charged to sick leave.

Payment For Unused Sick Leave Upon Termination, Retirement, or Death

Employees eligible for sick leave accrual on or before 12/31/10: Upon retirement the employer will
make a contribution to the Retirement Health Savings Plan (RHS) for accumulated sick leave, not to
exceed 720 hours, or 1008 hours for a 24-hour employee. Retirement is separation from employment
for reasons of age and service or medical condition for which the employee is eligible to receive an
immediate pension benefit from a City pension plan. To be considered retired, the employee must also
have made application for retirement prior to the date of separation.

For employees who elect to receive a deferred vested pension and who have at least 20 years of
covered service, the following will occur upon termination:



e The employer will make a contribution to the Retirement Health Savings (RHS) plan for
accumulated sick leave, not to exceed 720 hours or 1008 hours for a 24-hour employee.

o Employees will be eligible to start using the RHS on the date that they are retirement eligible.
Employees with full coverage insurance provided by a spouse or other employment will be
excluded from the mandatory RHS plan.

e Cash payments shall be made at the rate of base pay at the date of termination or retirement
and shall not include longevity or other extra compensation. No pension fund deductions shall
be made.

In the event of death, the employee’s estate will be paid for eligible accrued sick leave. Contributions
will not be made to the RHS plan for the employee’s estate.

Employees hired or rehired after 12/31/10: These employees are not eligible for unused sick leave upon
termination, retirement or death.

POLICY NUMBER/TITLE Sworn Policy #15 Leave of Absence (unpaid) —
Parental involvement section

Change Requested By: Human Resources
Description of Change: Removing section on parental involvement

Reason for Change: This policy is related to an outdated Colorado labor law that is no longer in effect.
The Police and Fire departments are unable to grant this type of leave because of scheduling
requirements.

Benchmark Data (if any): This law expired in 2015

Markup for Council:




POLICY NUMBER/TITLE Sworn Policy #19 — Workers Compensation

Change Requested By: Human Resources

Description of Change: Clarifying wording from modified duty and light duty being used
interchangeably, to only using “Workers Compensation limited duty”. Clarifying work restrictions.

Reason for Change: Restricted Activities section —two paragraphs appear to say opposite information.
Clarify wording

Markup for Council:

POLICY AND PROCEDURE # 19
WORKERS’ COMPENSATION

In accordance with the State of Colorado Workers' Compensation Act, employees may
apply for workers' compensation benefits for on-the-job injuries. The degree of liability
and the amount of the benefit are determined by the State.

The City pays the entire cost of the Workers' Compensation insurance.

Administration of Claims

The Workers' Compensation section of the Risk Management Unit is responsible for the
intake, review, and administration of employee workers' compensation claims.
Employees who are injured on-the-job must report their claims to the Workers'
Compensation section in accordance with their department's accident reporting
procedures.

Injury Leave

An employee who is temporarily disabled for more than three regular working days as a
result of an injury, which is fully compensable under the Workers’ Compensation Act,
shall be granted injury leave not to exceed 1220 hours per injury. To be eligible for
injury leave, the employee must have physician certification, in writing, that the time off



is related to the injury. The Colorado Workers’ Compensation Act provides payment of
temporary disability benefits equal to 66% of an employee’s average weekly wage, not
to exceed a maximum of 91% of the State average weekly wage. The City, however,
will provide 100% wage replacement for compensable injuries or illnesses. Injury leave
wage replacement will be paid based upon the wage rate at the time of disability. Injury
leave benefits are paid in place of, and are credited against, temporary disability
benefits due under the Colorado Workers’ Compensation Act. There is no double
recovery from injury leave and the Colorado Workers’ Compensation Act. Injury leave
will be considered as part of and administered in accordance with the Family and
Medical Leave Act except that employees are not permitted or required to use accrued
leave in conjunction with injury leave while on FMLA status. Injury leave shall continue
until the first occurrence of any one of the following:

e The authorized treating physician releases the employee to return to Workers
Compensation limited duty medified-duty or full duty.

e The employee reaches maximum medical improvement.

« On the date a ruling of permanent disability is made.

In the event the employee exhausts injury leave and is still unable to return to work, the
employee becomes eligible for compensation in accordance with the Colorado Workers’
Compensation Act, C.R.S. Section 8-42-105, which governs state-mandated
compensation. When injury leave is exhausted, the employee will be required to
supplement state mandated compensation with accrued leave up to 12 hours per week.

Benefit Period Computation
In computing the 1220-hour maximum benefit period, the following hours shall be
counted:

« Paid holidays occurring during the recovery period
« Paid leaves
« Unpaid leaves taken when the benefit is a reduced benefit

Medified-buty-Workers Compensation limited duty

An employee who is unable to perform the essential functions of their position while
recovering from an injury, which is fully compensable under the Workers’ Compensation
Act, may be granted Workers Compensation limited duty medified-duty for a period
of time not to exceed 2080 hours. The use of Workers Compensation limited duty
modified-duty assignments is governed by the availability of suitable work within the
restrictions contained in the physician’s release. The employee shall be paid their base
wage while working Workers Compensation limited duty medified-duty.

The Chief or designee will make an attempt to find suitable work within the Department.
However, assignments may be made to organizations outside of the employee’s
regularly assigned work group.



Eligibility to work Workers Compensation limited duty medified-duty ceases when the
employee has been released to return to full duty, is approved for a service/disability
retirement, is placed at maximum medical improvement by a designated physician, or
has been reassigned as a reasonable accommodation under the Americans with
Disabilities Act (ADA).

Penalties

If the injury is not fully compensable under the provisions of the State of Colorado
Worker's Compensation Act provisions, the City benefit shall be reduced by the same
percentage as the State assessed penalty. In such instances, the employee may elect
to utilize accrued sick leave and vacation to offset the assessed penalties.

Restricted Activities

An employee on jury-eave Workers Compensation leave, or Workers
Compensation limited duty, er medified-tght-duty assignment shall not perform any
activities, including other employment, self-employment, sports, hobbies, etc., which
may impede recovery from the injury. The authorized treating physician will make the
appropriate determinations. An employee on jury Workers Compensation limited
duty erleave-ormodified-Hght-duty assignment shall not werk-evertime; be placed on-
call or in a stand-by mode. An employee on Workers Compensation limited duty ef
hghtduty may work overtime within their physical restrictions based on the
operational needs of the department with approval through chain-of-command
and Human Resources.

Inability To Perform Duties

Should the employee be unable to return to the full range of regularly assigned duties
following a workers compensation injury leave and/or a Workers Compensation

limited duty medified-duty assignment, the employee may:

« Utilize any remaining FMLA leave if eligible;

e Ultilize accrued compensatory time and sick leave if he/she is involved in the
Americans with Disabilities Act (ADA) process or pursuing medical retirement;

e Ultilize accrued vacation leave subject to supervisor approval;

e Request sick leave without pay upon exhausting other paid leaves subject to
approval by the chief or designee;

« Request an accommodation under the ADA; and/or

o Apply for disability retirement if eligible.

The City reserves the right to initiate an involuntary separation from employment in
accordance with City Policies and Procedures for an employee who has not reached



Maximum Medical Improvement and prior to the exhaustion of available sick leave if the
employee:

e Has exhausted all FMLA leave and,

e Waives consideration under the ADA, is found to be not qualified under the ADA,
or cannot be reasonably accommodated through reassignment; and

e Is unable to perform the essential functions of their job with or without reasonable
accommodation; and

« Is not otherwise entitled to any other legal protections.

Employees may request an ADA accommodation at any time prior to separation of
employment, regardless of whether the employee has previously signed an ADA waiver.

Lastrevised+9/18

POLICY NUMBER/TITLE Sworn Policy #34 — Employee Records

Change Requested By: City Attorney’s Office

Description of Change: Updating process for employees to review their personnel records
Reason for Change: To make the policy clear and easy to follow for employees.

Markup for Council:

POLICY AND PROCEDURE # 34
EMPLOYEE RECORDS

Official employee personnel records shall be maintained in Eity-efColorade-Springs Human Resources.
The employee shall receive a copy of all material that is forwarded for inclusion in the employee's
record.

Employees may review their personnel records. and-upen By submitting a request to Human Resources
employees may receive a copy of any information in their personnel record at no cost, with charges per
page for additional copies at the same rate as Colorado Open Records Act (CORA) requests per the
City’s CORA Policy.

Internal Accessibility

Unless-otherwise-directed-by-court-order-Only administrative, management, supervisory personnel with
a need to know;-er persen-in-irterest may review an employee's personnel record file, with Human

Resources approval.



External-Accessibility
o OpenRecords-Act:-P All other requests for personnel records shalwill be released in
accordance with the-Open-Records-Act CORA.

provide pursuant to a request for an employee reference shall be limited to the dates of
employment, classification history, and salary information. Any requests for additional
information should be directed to Human Resources.

Changes in Personal Information

Employees are responsible for notifying theirDepartment Director/Division-Manageror
Couneil/Mayoral-Appeintee-and Human Resources within five (5) working days of any change in name,
address and/or telephone number. Human-Resources-willforward-informationto-Payrel: Employees
are encouraged to also update any changes in their personal information through the Employee Self-
Service System.

Last revised: 447

POLICY NUMBER/TITLE Workplace Visitor Policy or Visitor(s) in the
Workplace (Civilian and Sworn)

DEPARTMENTS (OWNERS) Human Resources

Change Requested By: Human Resources



Description of Change: Adding a policy which addresses visitors in the workplace
Reason for Change: Currently there is not a policy in place which addresses this subject matter

Benchmark Data (if any): CML — Employee Handbook Planning Guide — Visitors / Guests (Revised July
2018); Workable.com — Workplace Visitor Policy (https://resources.workable.com/workplace-visitor-

policy-template)

Markup for Council:

Visitor(s) in the Workplace

The City of Colorado Springs allows visitors in the workplace on a limited basis. “Visitor(s)” for the
purpose of this policy includes family members, friends, students, mentees, and other persons whose
visits to City facilities are not for the primary purpose of conducting business with the City. Facility
security protocols and department specific policies address visits to City facilities by customers, vendors,
and/or job candidates.

When receiving Visitors in the workplace, employees must ensure there will be no negative impact to
the workday and no disruption to City operations or to other employees in the performance of their
daily job duties. To protect the safety and welfare of employees and guests, Visitors should generally be
escorted by a City employee at all times while in City facilities when not in a public area.

Visitors cannot be left alone in City facilities, and cannot be left with employees that they are not there
to visit.

Minors that visit the workplace of sworn personnel must be accompanied by an adult Visitor in case the
employee is called away suddenly.

The Department Director or Chief may make an exception to this policy in consultation with Human
Resources.

This policy does not replace ridealong policies. Employees should refer to internal departmental policies
for guidelines on ridealongs and other department specific information.

POLICY NUMBER/TITLE Sworn Policy xx — Tools and Equipment

Change Requested By: Human Resources


https://resources.workable.com/workplace-visitor-policy-template
https://resources.workable.com/workplace-visitor-policy-template

Description of Change: Adding section to Sworn PPM to match Civilian PPM.
Reason for Change: Sworn did not have a policy on tools and equipment.

Markup for Council:

Policy XX Tools and Equipment (Personal Usage of City-Owned)

With an exception for the limited use of office equipment and telephones, employees may not use
City-owned tools, equipment, or shop facilities for personal, non-City business, use.

Exceptions

Office Equipment

At the discretion of the immediate supervisor, employees may be allowed the limited personal use of
office equipment such as computers, mobile devices, fax machines, copiers, or other City equipment.
City equipment may not be used for purposes related to other employment, employee owned outside
businesses, or political activity.

Telephones
City telephone may be used for short, intermittent personal calls that do not result in charges to the
City.



