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Welcome to our City from the City Manager 
 

Dear Employee, 
 
Welcome to the City of Gunnison.  We’re excited you have decided to join us and hope our association 
will be mutually beneficial and rewarding.  Our intent is to provide a safe, positive and productive 
workplace. Employees of our organization are the heart and soul of the services we provide.   Creating 
a professional environment allows us to be successful. This Handbook provides a summary of the 
City of Gunnison guidelines for the workplace.  
 
It is important that all employees know our personnel guidelines.  The Handbook introduces you to 
the City of Gunnison and acquaints you with the policies and benefits which apply to our employees.  
One of your first responsibilities will be to read this Handbook. By doing so, you will become familiar 
with our guiding principles more quickly.  We also hope the Handbook will become a useful reference 
for you, and we encourage you to keep it handy while you are getting to know the City.  
  
The City of Gunnison’s success depends upon the quality of our relationships with our peers, our 
citizens, our policy makers and the general public.  Our citizens' impression of the city is greatly 
influenced by the people who serve them.  In other words, you are our ambassadors!  The more 
goodwill you promote, the more our citizens will respect and appreciate you and our beautiful city.  
Our expectations of each employee are: 
 

 Act professionally and treat the public in a courteous and respectful manner. We are a 
customer oriented business and expect our behavior to reflect this priority. 

 Follow up on questions promptly, provide businesslike responses to requests and perform 
your duties in a helpful manner. 

 Ensure you maintain a safe work environment for yourself and others around you. 
 Always treat your co-workers with courtesy, dignity and respect. 
 Finally, take pride in your work and enjoy doing your very best. 

 
I wish you the very best for your success and happiness in your employment with the City of 
Gunnison. The City encourages your individual achievement. You are now part of a team that you 
can be proud you have joined. It is an honor for us to call you a City of Gunnison employee. Thank 
you for taking this step in serving our community. 
 
Sincerely, 
 
 
Ben Cowan 
Acting City Manager 



 

-7- 
 

 
 

 

*****IMPORTANT NOTICE and DISCLAIMER ****** 
 
 
EMPLOYMENT WITH THE CITY OF GUNNISON IS AT-WILL.  NEITHER THE EMPLOYEE NOR 
THE EMPLOYER IS COMMITTED TO AN EMPLOYMENT RELATIONSHIP FOR A FIXED PERIOD 
OF TIME.  THE LANGUAGE USED IN THIS HANDBOOK AND ANY VERBAL 
STATEMENTS MADE BY MANAGEMENT ARE NOT INTENDED TO CONSTITUTE A 
CONTRACT OF EMPLOYMENT,  EITHER EXPRESS OR IMPLIED, NOR IS THERE A 
GUARANTEE OF EMPLOYMENT FOR ANY SPECIFIC DURATION.  THE EMPLOYEE OR 
MANAGEMENT HAS THE RIGHT TO TERMINATE THE EMPLOYMENT AT ANY TIME, FOR ANY 
REASON.  NO REPRESENTATIVE OF THE CITY OF GUNNISON, OTHER THAN THE CITY 
MANAGER, HAS AUTHORITY TO ENTER INTO A CONTRACT OF EMPLOYMENT FOR ANY 
SPECIFIED PERIOD.  
 
THE CONTENTS OF THIS HANDBOOK ARE SUMMARY GUIDELINES FOR EMPLOYEES AND 
THEREFORE ARE NOT ALL INCLUSIVE. THIS HANDBOOK SUPERSEDES ALL PREVIOUSLY 
ISSUED EDITIONS. THE ORGANIZATION RESERVES THE RIGHT TO SUSPEND, TERMINATE, 
INTERPRET OR CHANGE ANY OR ALL GUIDELINES MENTIONED, ALONG WITH ANY OTHER 
PROCEDURES, PRACTICES, BENEFITS, OR OTHER PROGRAMS OF THE CITY OF GUNNISON. 
THESE CHANGES MAY OCCUR AT ANY TIME, WITH OR WITHOUT NOTICE. 
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SECTION 1 EQUAL EMPLOYMENT OPPORTUNITY 

1.1 DISABILITY AND RELIGIOUS ACCOMMODATION 
 
The City 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 City or cause a direct threat to health or 
safety. 

1.2 PREGNANCY ACCOMMODATION 
 
A. 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. 
 

B. 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 City 
of Gunnison 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 her position.  A reasonable 
accommodation will be provided unless it imposes an undue hardship on the City of 
Gunnison's business operations.  

 
C. The City of Gunnison may require that an employee provide a note from her 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 the Finance Department.  

 
D. The City of Gunnison 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. 
 

1.3 UNLAWFUL EEO DISCRIMINATION AND HARASSMENT 
 
A. The City of Gunnison is dedicated to the principles of equal employment. We prohibit 

unlawful discrimination against applicants or employees on the basis of age over 40, 
race, sex, color, religion, national origin, disability, military status, sexual orientation, 
gender identity, genetic information, or any other applicable status protected by federal, 
state or local law. 

 
B. 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 
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intimidating, hostile, or offensive work environment. Actions based on an individual’s 
race, color, national origin, religion, disability, military status, sexual orientation, gender 
identity, genetic information, or any other legally protected characteristic will not be 
tolerated. Prohibited behavior includes but is not limited to the following: 

 
(1) Written form such as cartoons, e-mail, posters, drawings, or photographs.  

 
(2) Verbal conduct such as epithets, derogatory comments, slurs, or jokes. 

 
(3) Physical conduct such as assault, or blocking an individual’s movements. 

 
C. This policy applies to all employees including managers, supervisors, co-workers, and 

non-employees such as customers, clients, vendors, consultants, etc. 
 

1.4 SEXUAL HARASSMENT 
 
A. Because sexual harassment raises issues that are to some extent unique in comparison 

to other harassment, the City of Gunnison believes it warrants separate emphasis. 
 
B. The City of Gunnison strongly opposes sexual harassment and inappropriate sexual 

conduct. Sexual harassment is defined as unwelcome sexual advances, requests for 
sexual favors, and 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; 
 

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

 
(3) Such conduct has the purpose or effect of substantially interfering with an 

individual’s work performance or creating an intimidating, hostile, or offensive 
work environment. 

 
C. All employees are expected to conduct themselves in a professional and businesslike 

manner at all times. Conduct which may violate this policy includes, but is not limited 
to, sexually implicit or explicit communications whether in: 
 
(1) Written form, such as cartoons, posters, calendars, notes, letters, e-mail; 

 
(2) Verbal form, such as comments, jokes, foul or obscene language of a sexual 

nature, gossiping, or questions about another’s sex life, or repeated unwanted 
requests for dates; 

 
(3) Physical gestures and other nonverbal behavior, such as unwelcome touching, 

grabbing, fondling, kissing, massaging, and brushing up against another’s 
body. 
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1.5 EEO/HARASSMENT COMPLAINT PROCEDURE 
 
A. If you believe there has been a violation of the EEO policy or harassment based on the 

protected classes outlined above, including sexual harassment, please use the following 
complaint procedure. The City of Gunnison expects employees to make a timely 
complaint to enable the City of Gunnison to investigate and correct any behavior that 
may be in violation of this policy. 
 

B. Report the incident to Human Resources who will investigate the matter and take 
corrective action. Your complaint will be kept as confidential as practicable. If you prefer 
not to go to any of these individuals with your complaint, you should report the incident 
to the City Manager. 

 
C. If the City of Gunnison determines that an employee’s behavior is in violation of this 

policy, disciplinary action will be taken against the offending employee, up to and 
including termination of employment. 

 
D. The City of Gunnison prohibits retaliation against an employee for filing a complaint 

under this policy or for assisting in a complaint investigation. If you perceive retaliation 
for making a complaint or your participation in the investigation, please follow the 
complaint procedure outlined above. The situation will be promptly investigated. 
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SECTION 2 PERSONNEL ADMINISTRATION 

2.1 PERSONNEL DIRECTOR 
 
In keeping with the terms and conditions of the City of Gunnison Municipal Home Rule 
Charter, the City Manager is the Chief Administrative Officer of the City, and acts as 
Personnel Director of the City.  With City Council’s approval, the City Manager establishes 
appropriate personnel rules and regulations governing officers and employees of the City. 
  

2.2 PROMOTION AND TRANSFERS 
 
A. At times, there may be position openings within the City that allow employees the 

opportunity to advance their careers by being promoted. A promotion is defined as the 
movement of a full or part-time employee from a position of one class to a position of 
another class having greater or increased responsibilities and higher entry level 
compensation.   If an employee meets the qualifications in the job description and has 
demonstrated the necessary combination of knowledge, experience, skills, abilities, 
education and/or certifications through past work history with the City of Gunnison, the 
employee may be considered for a promotion, upon the approval of the City Manager.  
Vacancies are advertised within the City for a minimum of five working days.  All 
candidates for promotions are required to participate in an application review, oral 
interview, written testing, practical testing, background investigation, or combination 
thereof.  Promotion does not affect the promoted employee’s benefits accrual.  If the 
position is not filled through the promotion process, then the hiring process, as outlined 
in the Pre-Employment Screening Policy will be followed. 
 
It should be noted that if the employee held a position prior to promotion that provided 
a special benefit(s) and the new appointment does not provide for that benefit(s), the 
employee will be informed of the benefit(s) loss prior to the appointment. 
 
All persons promoted will be subject to the residency requirements as applicable and as 
stated in Section 10.1 of this Handbook.  
 

B. A transfer is defined as the movement of a full or part- time employee from a position 
of one class to a position of another class having a similar level of responsibilities and/or 
entry level compensation. At times there may be position openings within the City that 
allow employees the opportunity to transfer. If an employee meets the qualifications in 
the job description and has demonstrated the necessary combination of knowledge, 
experience, skills, abilities, education and/or certifications through past work history 
with the City of Gunnison, the employee may be considered for a transfer.  Vacancies 
are advertised within the City for a minimum of five working days.  All candidates for 
transfer are required to participate in an application review, oral interview, written 
testing, practical testing, background investigation, or combination thereof.  Transfer 
does not affect the transferred employee’s benefits accrual.  If the position is not filled 
through the transfer process, the hiring process, as outlined in the Pre-Employment 
Screening Policy, will be followed. 



 

-12- 
 

 
It should be noted that if the employee held a position prior to transfer that provided a 
special benefit(s) and the new appointment does not provide for that benefit(s), the 
employee will lose such benefit(s) prior to the appointment. 
 
All persons transferred are subject to the residency requirements as applicable and as 
stated in Section 10.1 of this Handbook.  

 

2.3 PERFORMANCE APPRAISAL  
 
All employees serve at will.  Supervisors will continually observe the employee’s job 
performance.  Communication between the employee and the employer is a key element in 
the successful operation of the City government. Supervisors and employees shall meet and 
discuss expectations, needed resources, and job performance.  New hires and transfers may 
be evaluated after six months in the position.  All other employees will be regularly 
evaluated a minimum of once per year.  The timing of this process is critical as it is related 
to the pay plan.   Regular evaluations need to be completed during the last quarter of the 
year. 
 

2.4 EMPLOYEE VALUES 
 
A. We will consistently provide open, honest, timely communication with our colleagues 

and customers. 
 

B. We value trust and respect.   
 
C. We value creativity and innovation. 
 
D. We value life balance (between work, family and fun). 
   
E. Teamwork and collaboration are essential in achieving community results. 
 
F. We are accountable for our action and the organization recognizes and thank us for our 

achievements. We celebrate success!   
 

2.5 DRUG FREE WORKPLACE 
 
A. The City of Gunnison is committed to a safe, healthy and productive work environment 

for all employees, free from the effects of substance abuse. Abuse of alcohol, drugs, 
and controlled substances alters employee judgment resulting in increased safety risks, 
employee injuries, and faulty decision-making.  
 

B. To ensure a safe and productive work environment the City prohibits the use, sale, 
dispensation, manufacture, distribution or possession of alcohol, drugs or controlled 
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substances on any City premises or worksites.  This prohibition includes City owned 
vehicles, or personal vehicles being used for City business or parked on City property. 

 
C. No employee shall report to work or be at work with alcohol or with any detectable 

amount of prohibited drugs in the employee’s system.  A detectable amount refers to 
the standards generally used in workplace drug and alcohol testing. 

 
D. Employee shall, when drugs are prescribed by a medical professional, inquire of the 

prescribing professional whether the drug prescribed has any side effects which may 
impair the employee’s ability to safely perform the employee’s job duties.  If the answer 
from the medical professional is yes, the employee shall obtain a statement from the 
medical professional indicating any work restrictions and their duration.  The employee 
shall present that statement to his or her supervisor prior to going on duty. 

 
E. Illegal use of drugs off duty and off City premises or work sites is not acceptable.  It 

can affect on-the-job performance and the confidence of the public in the City’s ability 
to meet its responsibilities. 

 
F. See the City of Gunnison Drug and Alcohol Policy for more policy details. 
 

2.6 SMOKING 
 
It is our objective to provide a smoke-free work environment within our organization.  In 
compliance with the Colorado Clean Indoor Air Act, smoking is prohibited within all areas of 
City owned buildings, vehicles and equipment, or within twenty-five (25) feet of any 
entrance to a City owned building. This restriction applies to all employees and visitors, at 
all times, including non-business hours.  The definition of smoking includes the use of 
electronic smoking devices (“vaping”). 
 

2.7 HEALTH AND SAFETY 
 
It is the City of Gunnison’s goal to maintain a high standard of employee health and safety. 
To achieve these high standards, we try to maintain a safe, healthy, efficient, and productive 
work environment. Toward this end, we provide training, safeguards, and programs to 
prevent accidents, to prevent damage to property, and to promote safety. 
 
Employees are responsible to abide by all applicable safety rules and regulations contained 
in the City of Gunnison’s Safety Manual. We expect employees to do their job in a manner 
that ensures their personal safety and the safety of fellow employees. 
 

2.8 REPORTING ACCIDENTS AND INJURIES 
 
Employees who suffer work-related injuries or illnesses, despite how minor, must report 
them immediately to their supervisors.  The supervisor in turn should submit any injury 
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information to the City’s Finance Department within 24 hours of the occurrence of the injury. 
To ensure Worker’s Compensation eligibility, proper reporting procedures must be followed. 
The City of Gunnison Drug and Alcohol Policy and the Return to Work Policy contains 
additional policies related to accidents and injuries. 
 

2.9 WORKERS’ COMPENSATION PROCEDURES 
 
A. Within 24 hours of a work-related accident or injury (emergencies and traumas 

excepted) the employee must file an “Employee’s Written Notice of Claim” form with a 
supervisor, manager, or the finance department. These forms are available in each 
department office. Failure to file the signed and dated claim form with the City within 4 
working days will cause benefits to be reduced for each day the report was not filed. 
Any injury should be reported immediately, even if it seems very minor. Should 
complications arise and a claim has not been filed on a timely basis, benefits may be 
reduced.  

 
B. As soon after the accident as possible, the supervisor must fill out an “Accident 

Investigation” form. This form should be filed at the time the claim is filed with the 
finance department. However, a claim will not be delayed because the accident 
investigation form has not been received.  

 
C. Immediately upon notification to the City of a work related injury, the Finance 

Department will file an “Employer’s First Report of Injury” form, with the City of 
Gunnison’s workers’ compensation insurance carrier. Copies of all forms will be filed in 
the employee’s personnel file with the City Clerk’s office upon initial notification to the 
insurance carrier.  

 
D. Any work-related accident needing medical attention must be addressed through the 

City of Gunnison’s designated medical provider.  
 

If a designated provider is not seen first, medical expenses will not be paid until a 
designated provider has been seen. (Exceptions will be granted for emergency and 
trauma situations, along with “after hours” injuries when only the emergency room is 
available.) Should the injury require specialized medical attention, the designated 
provider or “primary physician” can refer the patient to the appropriate specialist. 

 
E. Wages for part-time and temporary employees during work-related injury: 
 

(1) The first date of lost work or restricted duty plus the first three scheduled 
shifts, not necessarily consecutive, that an employee is not able to work due 
to a work-related injury will be paid by the City of Gunnison at 100% of regular 
wages (i.e. - regular hourly rate).  
 

(2) Subsequent lost time due to a work-related injury will be compensated by the 
City’s workers’ compensation insurance provider at a rate of 66 2/3% of the 
regular wage.  
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(3) When an employee is not able to work due to a work-related injury, other types 

of paid leave may not be substituted for workers’ compensation leave.  
 

F. Employer Reimbursement Program.  The City of Gunnison is enrolled in the Employer 
Reimbursement Program pursuant C.R.S. § 8-42-124 (2) and (5), otherwise referred to 
as Formal Wage Continuation.   

 
(1) The City may not charge any earned vacation leave, sick leave, or other similar 

benefits to any employee so disabled and for so long as said employee is 
eligible for temporary disability. If the City has charged the employee with any 
earned vacation leave, sick leave, or other similar benefits as compensation 
for the three-day waiting period, those earned benefits shall be reinstated if 
the period of disability goes beyond two (2) weeks or 14 work shifts.  

 
(2) This program does not exempt the City from following the requirements of the 

Workers’ Compensation Act. 
 

(3) All full-time employees (employees working over 30 hours per week on 
average) are covered.   

 
(4) Covered employees will receive 100% of their Average Weekly Wage and paid 

up to 30 days from the first date of lost work or restricted duty, after which 
the City’s insurance carrier or third-party administrator will pay the injured 
worker directly Temporary Total Disability benefits.   

 
G. Return to Work – Modified Duty 
 

(1) The City of Gunnison may offer modified job duties, when feasible, for an 
employee with a work-related injury.  The employee, supervisor, department 
head and human resources generalist will work with the designated provider 
physician to approve tasks that meet medical restrictions.   

 
(2) See the City of Gunnison Return to Work Policy for details.  

 

2.10 GUNNISON/HINSDALE COMBINED EMERGENCY TELEPHONE 
SERVICE AUTHORITY 
 
A. According to § IV. B. of the Gunnison/Hinsdale Combined Emergency Telephone Service 

Authority Intergovernmental Agreement, the Authority “shall utilize City of Gunnison 
human resource procedures in dealing with employees matters, unless otherwise stated 
in the bylaws.” 
 

B. Article V. 2) “Executive Director and Employees” of the Bylaws of the Gunnison/Hinsdale 
Combined Emergency Telephone Service Authority states, “The City of Gunnison human 
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resource policies and procedures apply to such employees, except that such policies and 
procedures shall not change or modify an employee’s “at will” status.” 

 
C. To allow for clarity in administration of the personnel policies with regard to the 

Authority, the following terms are substituted in all personnel policies for Authority 
employees, including this Employee Handbook: 

 
City Council   =  Board of Directors  
City Manager  =  Executive Director  
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SECTION 3 EMPLOYEE STATUS - COMPENSATION – PAYROLL 

3.1 EMPLOYEE STATUS 
 
The City of Gunnison has various classifications of employees.  Each particular classification 
depends upon the number of hours an employee is regularly scheduled to work each 
workweek, the nature of the duties, tasks, and authorities assigned, and the amount and 
method of payment for the work performed. For administrative purposes, the City classifies 
employees as follows: 
 
A. Full-time Employee - Full-time employees are those who are hired and regularly 

scheduled to work 30 or more hours each workweek and 52 workweeks each year. Any 
full-time employee working 40 or more hours per week is currently eligible for 
Discretionary Benefits as outlined in this Handbook. Any full-time employee working 
less than 40 hours per week is currently eligible for Discretionary Benefits as outlined 
in this Handbook on a prorated basis according to the number of hours budgeted per 
year. 
 

B. Part-time Employee - Part-time employees are those who are hired and regularly 
scheduled to work less than 30 hours per week.  Part-time employees are not eligible 
for Discretionary Benefits as outlined in this Handbook. 
 

C. Temporary Employee - Temporary employees are persons hired to perform an 
irregular schedule and who agree to work on an as-needed or on-call basis. Temporary 
employees may work either full-time or part-time depending upon the requirements of 
the assignment.  Temporary employees are not eligible for City Discretionary Benefits 
as outlined in this Handbook, except as otherwise required by the Patient Protection and 
Affordable Care Act (PPACA).  
 

D. Exempt Employee - Exempt employees are those employees not eligible for overtime 
pay. Employees classified as exempt receive a salary that constitutes full compensation 
for all hours worked. 
 

E. Non-exempt Employee - Non-exempt employees are generally paid by the hour and 
are eligible for overtime pay equal to 1½ times their regular rate of pay for each hour 
worked in excess of forty (40) hours in a workweek, with the exception of law 
enforcement and fire protection personnel covered by the Fair Labor Standards Act’s 
section 207(K), who are eligible for overtime pay equal to 1 ½ times their regular pay 
rate for each hour worked in excess of eighty (80) hours in a work period. 
 

3.2 PAY PERIODS AND BASIC WORK WEEK/PERIOD 
 
A. Pay periods are two week periods, extending from 12:01 A.M. Saturday through 12:00 

Midnight the second Friday, inclusive. 
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B. A basic work week is a fixed and regularly recurring period of 168 hours — seven 
consecutive 24-hour periods, beginning at 12:01 a.m. Saturday through 12:00 Midnight 
the following Friday, except for Police Department law enforcement officers and fire 
protection personnel covered by the Fair Labor Standards Act’s section 207(K). 

 
C. A basic work period for Police Department law enforcement officers and fire protection 

personnel covered by the Fair Labor Standards Acts’ section 207(K) begins with the first 
full shift of the pay period, (Saturday day shift), and continues fourteen (14) consecutive 
days. 

 

3.3 OVERTIME COMPENSATION AND COMPENSATORY TIME  
 
A. Work is organized so that overtime is avoided whenever possible, and then should be 

kept to a minimum.  Overtime must be approved in advance by the department head. 
This may take the form of direct consent each time or, alternatively, consistent 
application of guidelines approved by the department head. Timesheets that include 
overtime must have signed approval by the department head or their designee. 
 

B. The City has the authority to pay overtime, within the provisions of the adopted budget, 
at the rate of time and one-half in monetary consideration or at the rate of time and 
one-half in leave with pay (compensatory time) at the employee’s discretion.   

 
(1) Compensatory time must be used before vacation.   

 
(2) The employee shall be permitted to use such time off after making the request, 

if such use does not “unduly disrupt” the operations of the City of Gunnison.   
 

(3) Employees may accrue a maximum of 40 hours of compensatory time.   
 

(4) Upon approval in advance by the City Manager in writing, the maximum accrual 
may be increased to 80 hours, provided a specific timeframe prior to the 
deadline specified below has been mutually agreed upon between the 
department head and employee for the use of the additional 40 hours of 
compensatory time.  

 
C. It is the responsibility of the employee and the department head to ensure that all 

compensatory time is entirely used or "zeroed out" by the 15th day of December each 
year.  Any remaining balance will be paid out after the 15th of December.  If 
compensatory time is selected when the timesheet is selected, it must be either used 
as outlined above or paid after the 15th of December.  Mid-year “cashing out” of 
compensatory time will not be permitted.  
 

D. Compensatory time off may not be carried over into the next year.  Upon approval in 
advance by the City Manager in writing, a maximum of 40 hours may be carried over 
into the next year, provided a specific timeframe prior to April 30 of the next year has 
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been mutually agreed upon between the department head and employee for the use of 
the 40 hours of compensatory time carried forward.  

 
E. Overtime pay will be calculated as follows: 

 
(1) Excluding exempt employees, law enforcement officers and fire protection 

personnel, any hours worked in excess of 40 hours in the work week will be 
paid at one and one-half (1.5) times the employee’s regular rate of pay. The 
work week begins at 12:00 a.m. on Saturday and ends at 11:59 p.m. on 
Friday. 
 

(2) For police department law enforcement officers and fire protection personnel 
covered by the Fair Labor Standards Acts’ section 207(K), any hours worked 
in excess of 80 hours during the 14-day work period will be paid at one and 
one-half (1.5) times the employee’s regular rate of pay.  The work week begins 
at 12:00 a.m. on Saturday and ends at 11:59 p.m. on Friday. 
 

(3) Leave time is not considered hours worked when calculating overtime and will 
only be paid at the employee’s regular rate of pay. If employees have questions 
about overtime calculation, they should contact Human Resources for 
additional information.   

 

3.4 STANDBY COMPENSATION  
 
A. Employees serving as scheduled standby personnel for the Electric, Streets and Alleys, 

Refuse and the Water/Wastewater Divisions shall be compensated at the following rate: 
 
(1) Electric crew standby are paid $50.00 per day.   

 
(2) Street and Alleys, Parks, and Refuse crew standby for snow removal, special 

events or holidays are paid $50.00 per day. 
 

(3) Water/Wastewater crew standby are paid $75.00 per day. 
 

(4) In addition, employees serving as scheduled standby personnel on one of the 
twelve (12) designated City holidays will receive eight (8) hours of 
compensatory time per holiday covered. 
 

B. If an employee is actually called-out while on standby, additional compensation will be 
subject to the Call-Out Compensation Policy. 

 
C. There may be employees asked to provide services for parks coverage, snow plowing 

or other duties during regular work week off hours. There is no standby compensation 
other than overtime pay, if applicable, for these services rendered unless otherwise 
described above. 
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3.5 CALL-OUT COMPENSATION  
 
A. Stand-by employees or other nonexempt employees are subject to call-out time. If an 

employee is called out, that employee must be in compliance with the City of Gunnison 
Drug and Alcohol Policy.  Extreme discretion is therefore required of employees who can 
foresee a call-out situation, such as when snow is in the forecast. Employees who are 
not in compliance with the Drug and Alcohol Policy when called out must inform their 
supervisor of their condition and remain at home. Repeated inability to respond when 
called out can be cause for disciplinary action if the ability to respond after hours is 
included in the employee’s job description. 
  

B. The following conditions apply: 
 
(1) Call-out time is defined as hours worked during one of the following 

circumstances: 
 

(a) Hours worked during a holiday.  Compensation is subject to the Paid 
Holidays section of the Handbook.   

 
(b) Hours worked outside their normally scheduled workday during one of 

the following events with less than 24 hours of notice given.  Only the 
hours outside the normally scheduled workday are considered call-out 
time. 

 
o Snow plowing 
o Electrical outage repair 
o Water leak repair 
o Sewer spill repair 

 
(c) Any circumstance determined by the Department Head and/or the City 

Manager. 
 

(2) Call-out time will be paid at one and one-half (1.5) times the employee’s 
regular rate of pay and shall be annotated on their time sheet, with a one-hour 
minimum per call-out. 
 

(3) Call-out time counts toward the employee’s actual hours worked for purposes 
of calculating overtime, but is mutually exclusive of overtime (i.e. an employee 
is not paid both overtime and call-out compensation for the same hours).   

 
(4) Call-out time must be initiated by the employee’s supervisor or the Department 

Head.  Call-out time may need to be approved in advance by the employee’s 
supervisor or Department Head in-writing at the discretion of the Department 
Head.  Eligibility for call-out time will be subject to the Department Head’s 
interpretation.   

 
(5) Exempt employees are not eligible for call-out pay. 
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3.6 SHIFT DIFFERENTIAL 
 
A. Law enforcement personnel covered by the Fair Labor Standards Act’s section 207(K) 

are entitled to a night shift differential bonus, calculated on any hours worked, 
scheduled or call-out, greater than five (5) hours in length, in either of these two shifts:   
  
(1) 50% of the hours are between 6 P.M. to midnight will receive a $0.50 per hour 

pay differential bonus for the entire shift. 
 

(2) 50% of the hours are between midnight to 6 A.M. will receive a $1.00 per hour 
pay differential bonus for the entire shift.  

 
B. The shift differential bonus is applied after any other applicable wage enhancements 

including overtime, holiday pay, call-out, etc. 
 

3.7 PAYROLL DEDUCTIONS 
 
Only authorized and/or mandatory payroll deductions will be made from the employee's 
payroll check.  If you believe an improper deduction has been made, you should immediately 
report this information to Human Resources.    
 

3.8 PAYCHECKS 
 
A. Paychecks reflect compensation for regular and overtime hours, standby pay, holiday 

pay, vacation pay, sick leave pay, and compensation for other paid and unpaid leaves 
of absence. 

 
B. Employees are paid every other Wednesday.  If the regular payday occurs on a holiday, 

the payday is the last working day prior to the holiday. 
 

C. Paychecks are normally issued no later than 3:00 P.M. the Wednesday following the end 
of the pay period. 
 

D. When a payday occurs on a holiday, paychecks are normally issued no later than 3:00 
P.M. on the preceding day. 
 

E. On each payday, employees receive a statement showing gross pay, deductions and 
net pay. 
 

F. Automatic deductions such as additional tax withholding, contributions to voluntary 
benefit plans and individual savings plans may be arranged through the Finance 
Department. 
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G. Employees may choose the option of having paychecks automatically deposited to the 
employee’s bank account(s). 
 

H. Paychecks that are lost or destroyed by the employee may be reissued once the 
employee has reimbursed the City for any stop-payment fees. 

 

3.9 REPORTING AND RECORD KEEPING 
 
With the exception of exempt status employees, the City is required by law to keep a record 
of regular hours worked, overtime, standby, sick leave accrual and usage, vacation accrual 
and usage, personal day accrual and usage, and holidays.  Employees are required to know 
their departmental procedures for time sheet reporting and collection.  The department 
head submits completed payroll time sheets to the Finance Department no later than 10:00 
a.m. on the Monday following the end of each pay period.   
 
Information for the payroll time sheets will be obtained from time cards or departmental 
hourly records which are to be initialed by the appropriate employee, supervisor, and 
department heads.  Employees are responsible for completing the time cards by accurately 
reporting all hours worked, and all holiday, vacation hours and absences from work.  
Falsification of time cards will not be tolerated and may result in disciplinary action. 
 

3.10 MEAL PERIODS 
 
A. Meal periods are currently provided to relax and refresh the employee for the day’s 

work. Since each department’s and employee’s needs are different, employees should 
ask their supervisor for the meal schedules for the department. 
 

B. Generally, meal periods are 30 - 60 minutes in length and are counted as unpaid work 
time. 
 

C. Meal periods must be taken, except for Police Department employees who are paid for 
their meal periods while remaining on duty.   

 

3.11 REST PERIODS 
 
A. Employees may receive a fifteen (15) minute rest period for each four (4) hour period 

of continuous work. 
 

B. Rest periods are part of the paid work shift.  An employee is not compensated in 
additional money or time off for not taking a scheduled rest period. 
 

C. Rest periods are to be scheduled by the department head or supervisor. 
 

D. Employees must be at their assigned work area at the beginning and end of the rest 
period. 
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3.12 ELIGIBILITY FOR BENEFITS 
 
Full-time employees are currently eligible for medical, dental, optical and life insurance; 
City retirement contribution; City's 457 deferred compensation plans; Section 125 “cafeteria 
plan”; or any other City-sponsored benefit available through the payroll deduction plan. 
Eligibility for the insurance plan begins on the first day of the month following the full-time 
employee’s hire date.  See Human Resources for plan details. 
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SECTION 4 LEAVE 
 
Leave may only be used when the employee would have normally been scheduled to 
work.  Employees are not required to use leave for hours in excess of the hours required 
in their scheduled work week.  Leave may not be taken in an amount to generate total 
hours in excess of forty (40) hours per week (or eighty (80) for law enforcement and 
fire protection personnel covered by the Fair Labor Standards Act’s section 207(K)) 
unless the excess hours were for call-out or hours worked on a holiday.   

4.1 PAID VACATION LEAVE 
 
A. Full-time employees are eligible for paid vacation leave.  Full-time employees who work 

an average of at least thirty hours per week are eligible for paid vacation leave as 
outlined in Section 4.2, Accrual of Paid Vacation Leave.  Temporary employees are not 
eligible for paid vacation leave. 
 

B. Vacation is only available with the approval of the employee’s supervisor and/or 
department head.  Such approval may be based on scheduling needs of the department 
and maintaining the essential functions of the department. 
 

C. For exempt and non-exempt employees, vacation leave is granted in not less than 
quarter-hour units. 

 

4.2 ACCRUAL OF PAID VACATION LEAVE  
 

Paid vacation leave accrual begins on the employee's most recent hire date. 
 
(1) For full-time employees who are regularly scheduled to work an average forty-

hours per week, the following vacation accrual applies: 
 
(a) In the first year through the fifth year of continuous employment, 

vacation accrues monthly every two weeks at a regular rate that 
provides one-hundred twenty (120) hours of vacation per year (4.62 
hours per pay period).  The maximum accrual is one-hundred and eighty 
(180) hours.  

 
(b) In the sixth year through the tenth year of continuous employment, 

vacation accrues every two weeks at a regular rate that provides one-
hundred thirty-six (136) hours of vacation per year (5.23 hours per pay 
period).    The maximum accrual is two-hundred and four (204) hours. 

 
(c) In the eleventh year through the fifteenth year of continuous 

employment, vacation accrues every two weeks at a regular rate that 
provides one-hundred sixty (160) hours of vacation per year (6.16 hours 
per pay period).   The maximum accrual is two-hundred and forty (240) 
hours. 
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(d) In the sixteenth year through the twentieth year of continuous 

employment, vacation accrues every two weeks at a regular rate that 
provides two-hundred (200) hours of vacation per year (7.70 hours per 
pay period).   The maximum accrual is three-hundred (300) hours. 

 
(e) After twenty years of continuous employment, vacation accrues every 

two weeks at a regular rate that provides two-hundred sixteen (216) 
hours of vacation per year (8.31 hours per pay period).    The maximum 
accrual is three-hundred and twenty-four (324) hours. 

 
(2) For full-time employees who are regularly scheduled to work an average thirty-

hours per week, the following vacation accrual applies: 
 

(a) In the second year through the fifth year of continuous employment, 
vacation      accrues every two weeks at a regular rate that provides 
ninety (90) hours of vacation per year (3.47 hours per pay period).    The 
maximum accrual is one-hundred and thirty-five (135) hours. 
 

(b) In the sixth year through the tenth year of continuous employment, 
vacation accrues every two weeks at a regular rate that provides one 
hundred and two (102) hours of vacation per year (3.93 hours per pay 
period).   The maximum accrual is one-hundred and fifty-three (153) 
hours. 
 

(c) In the eleventh year through the fifteenth year of continuous 
employment, vacation accrues every two weeks at a regular rate that 
provides one hundred thirty-two (132) hours of vacation per year (5.08 
hours per pay period).    The maximum accrual is one-hundred and 
ninety-eight (198) hours. 
 

(d) In the sixteenth year through the twentieth year of continuous 
employment, vacation accrues every two weeks at a regular rate that 
provides one-hundred fifty (150) hours of vacation per year (5.77 hours 
per pay period).    The maximum accrual is two-hundred and twenty-
five (225) hours. 
 

(e) After twenty years of continuous employment, vacation accrues every 
two weeks at a regular rate that provides one-hundred sixty-two (162) 
hours of vacation per year (6.23 hours per pay period).    The maximum 
accrual is two-hundred and forty-three (243) hours. 

 

4.3 LIMITS OF ACCUMULATION OF VACATION 
 
Vacation may be accrued to a limit of one and one-half (1-1/2) times the amount of actual 
vacation earned in the previous twelve (12) month period as specified in the above section.  



 

-26- 
 

Thereafter, vacation will not accrue until the employee is below the maximum allowable 
amount of accrued vacation.   
 

4.4 VACATION PAY AT TERMINATION 
 
A. Upon termination, eligible employees will be paid for any accrued but unused vacation. 

 
B. Vacation leave may not be used to extend the date of termination beyond the last date 

actually worked. 
 

4.5 PAID HOLIDAYS   
 
A. Full-time employees working an average of forty hours per week are currently eligible 

for paid holiday leave.  Full-time employees who work an average of at least thirty hours 
per week are eligible for prorated paid holiday leave.  Part-time and temporary 
employees are not eligible for paid holiday leave. 
 

B. All City departments will be open for business with enough personnel scheduled to work 
so that the department can handle routine services except for the following days which 
have been designated as official paid holidays:  
 

 New Year's Day Indigenous Peoples Day  
 Martin Luther King Jr. Day Veteran’s Day 
 President’s Day Thanksgiving Day 
 Memorial Day Day-After Thanksgiving  
 Independence Day Christmas Eve Day 
 Labor Day Christmas Day     

 
C. Changes in this schedule will be authorized only by the City Council. 

 
D. An official paid holiday is defined as an eight-hour day for full-time employees working 

an average of forty hours per week, and a six-hour day for full-time employees who 
work an average of thirty hours per week.   

 
E. When an employee is sick or on paid leave during an official paid holiday, the time will 

be considered paid holiday leave. 
 

F. When a holiday falls on a Saturday, the previous Friday will be designated as the official 
paid holiday.   When a holiday falls on a Sunday, the following Monday will be designated 
as the official paid holiday, except for rotating shift workers who will take the holiday 
as it falls.   

 
G. For rotating shift-workers, the employee will receive the holiday as eight hours at the 

employee’s regular rate of pay when an official holiday falls on a regularly scheduled 
day off.  Holiday hours may be scheduled off during the work week/work period earned.   
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H. Official paid holidays commence at the beginning of the first shift of the holiday and 

continue for twenty-four (24) hours. 
 

I. In addition to paid holiday leave, hours actually worked during an official paid holiday 
by full-time, part-time, or temporary employees are eligible for holiday pay.   

 
(1) Holiday pay is at one and one-half (1.5) times the employee’s regular rate of 

pay.    
  

(2) Holiday pay counts toward the employee’s actual hours worked for purposes 
of calculating overtime, but is mutually exclusive of overtime (i.e. an employee 
is not paid both overtime and holiday pay for the same hours).   
 

(3) For employees that work both the holiday as it falls and as observed, they may 
choose which day can be designated as holiday pay, but may not choose both.   
 

(4) Holiday pay is available to employees only provided the employee is in pay 
status the last regular shift to which the employee would have been assigned 
prior to the holiday and the first regular shift to which the employee would 
have been assigned following the holiday. 
 

(5) Authorization to work on an official holiday must be approved in advance by 
the employee’s supervisor and sufficient funds must be available in the 
approved budget to be eligible for holiday pay. 

 

4.6 PAID SICK LEAVE 
 
A. Sick leave is available to all employees. 

 
B. Sick leave accrual starts on the employee's most recent hire date. Employees may utilize 

their accrued sick leave from their initial date of hire.   
 

C. Sick leave accrual figures for full-time employees are determined by each full-time 
employee’s decision regarding personal days.  If the personal day option is chosen, the 
sick leave accrual is 10 days (80 hours) per year for full-time employees working an 
average of 40 hours per week, and 7.5 days (60 hours) per year for full-time employees 
working an average 30 hours per week.  If the personal day option is not chosen, sick 
leave accrual is 12 days (96 hours) per year for full-time employees working an average 
of 40 hours per week, and 9 days (72 hours) per year for full-time employees working 
an average 30 hours per week.  Personal days may not extend an employee’s 
termination date beyond the last day of actual work.   

 
D. Sick leave up to 48 hours per year is provided to part-time and temporary employees. 
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E. The maximum accrual for sick leave is 720 hours for full-time employees.  The maximum 
accrual for part-time and temporary employees is 48 hours. 
 

F. For exempt and non-exempt employees, sick leave is granted in not less than quarter-
hour units.   
 

G. Sick leave does not accrue during a leave of absence without pay or during suspension. 
 

H. Sick leave may not be borrowed from anticipated future accrual. 
 

I. Sick leave may not extend an employee’s termination date beyond the last day of actual 
work.   
 

J. Authorization of Sick Leave: 
 
(1) Department heads are responsible for authorizing sick leave.  A department 

head may authorize sick leave for the following reasons: 
 

(a) Sickness or injury of the employee to the extent that such employee is 
unable to perform his/her duties. 
 

(b) Dental, ocular or doctor appointments which are of necessity and cannot 
be scheduled during non-working hours. 
 

(c) Care for a qualified family member of such a nature as to require the 
attendance of another person in charge.  Qualified family members are: 

 
1. immediate family (related by blood, adoption, marriage, or civil 

union), or  
 

2. anyone else for whom the employee is responsible for providing 
or arranging health- or safety-related care.  

 
3. "Immediate family" will mean spouse, children, mother, father, 

mother-in-law, father-in-law, brother, brother-in-law, sister, 
sister-in-law, grandparent, grandchild, niece, nephew, aunt, 
uncle, stepfather, stepmother, stepchild, stepbrother, stepsister, 
legal guardian, or a person with whom the employee shares a 
household in a personal relationship.  

 

(2) For sick leave to be authorized, an employee must contact his/her supervisor 
no later than is reasonably practicable under the circumstances.  If the 
supervisor is not available, the employee must contact the department head 
or another supervisor.  Notifying a fellow employee is not sufficient.  For late 
arrivals, the employee must indicate when he/she expects to arrive for work.  
If the employee is unable to call in themselves because of an illness, 
emergency or for some other reason, he/she must have someone call on 
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his/her behalf.  If the department head determines that it was not possible for 
the employee to make contact in the allotted time, the department head may 
still authorize the sick leave. 

 
(3) The employee must keep the department head advised of the illness at least 

on a daily basis unless otherwise approved by the department head. 
 

(4) In the event an employee is absent for more than four (4) consecutive days or 
the employee has used forty-eight (48) hours or more of paid sick leave during 
the calendar year, written medical verification from a health provider may be 
required to be presented to the department head upon return to work for 
absences covered by the Family and Medical Leave Act.  
 

(5) Prior to an employee's return to work from a sick leave, the department head 
may request a physician's statement verifying the employee’s fitness to return 
to work. 
 

(6) Compensation for Sick Leave: 
 

(a) One hour of sick pay is equal to one hour at the employee's regular 
hourly rate of pay. 
 

(b) Sick leave pay is reflected on the paycheck issued for the pay period in 
which the sick leave was used. 
 

(c) While on scheduled vacation or utilizing a personal day, an eligible 
employee may claim sick leave instead of vacation or personal day if all 
the provisions of a normal sick leave are met and a doctor's certificate 
is provided. 
 

(d) While using compensatory time off an employee may not claim sick 
leave. 
 

(e) During an unpaid leave of absence, an employee may not claim sick 
leave. 
 

(f) After all accrued sick leave is utilized; vacation leave may be used 
according to the provisions of the vacation leave. 
 

(g) Accumulated sick leave will have no cash value at the time of 
termination of employment, will not be considered wages or other 
compensation, and will not be paid. 
 

(h) When an employee has maximum accrual in their sick leave bank and 
does not utilize sick leave during a quarter of the year the employee 
may request eight hours of pay, to be deposited in a Deferred 457 plan, 
as a bonus for non-accrual of sick leave. 
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1.  A quarter will be defined as January thru March, April thru 
June, July thru September, and October thru December. 

 
2.  The bonus will be paid on the first pay period following the 
quarter the bonus is awarded. 

 
 
(7) When time off from work for a medical, dental or optical appointment is 

unavoidable, the employee must check with his/her supervisor in advance to 
determine the least disruptive time to be absent.  Employees may be asked to 
postpone or reschedule non–emergency appointments, depending upon the 
work schedule or requirements as identified by the appropriate supervisor. 

 
(8) False claims for sick leave, or failure of an employee to return to work or 

telephone personally (unless physically incapacitated) his or her supervisor as 
required, will not be tolerated. 

 
(9) Additional leave may be available during a Federal, State, or local public health 

emergency.  Contact Human Resources for more information.   
 

4.7 HARDSHIP BANK 
 
A. Purpose.  In lieu of the Paid Family and Medical Leave Insurance Program, the City of 

Gunnison has established a process to assist employees with additional paid leave in 
exceptional circumstances after they have exhausted other types of paid leave.  This 
section does not constitute a change to any other elements of the Leave section.  

 
B. Application. Application for additional sick leave shall be made to Human Resources and 

shall be submitted ten (10) working days prior to the use of all but 40 hours of available 
leave time or as soon as reasonably possible. If the employee is unable to make such 
application, the application may be completed by a family member or a representative.   
The application must include the following information: 
 
(1) Employee Name 

 
(2) Nature of illness, injury, or circumstances of hardship according to the below 

covered absences 
 

(3) Date leave is proposed to begin 
 

(4) Estimated date to return to work (if possible) 
 

(5) Narrative information stating criteria required for use of the hardship Bank 
have been met  
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C. Criteria for Determination. 
 
(1) Employee should have made a conscientious effort to accumulate leave time 

balances sufficient, in the Hardship Bank Committee's opinion, to meet the 
demands of expected absences (i.e., general illnesses, routine medical needs, 
vacations etc.). 
 

(2) Employee's request for additional sick-leave time should, in the opinion of the 
Hardship Bank Committee, be covered by one of the following absences: 

 
(a) Bonding with a new child 

 
(b) Caring for yourself or others during a serious illness 

 
(c) Extreme circumstance, extended recovery, or life-threatening situation 

 
(d) Safe leave for domestic or sexual abuse 

 
(e) Assisting a family member called to active duty 

 
(3) Prior to applying, the employee must have exhausted all but up to 40 hours of 

any combination of their available accumulated compensatory time, sick leave, 
personal leave and vacation time. 

 
(4) The Hardship Bank Committee makes a determination, by majority vote, 

regarding authorization of additional paid sick leave. The benefits conveyed 
within this program may cover twelve weeks or beyond.  The initial 
determination may not exceed 173.3 hours.  The initial decision must be made 
within a week.   

 
(5) If the application is denied, the employee may provide additional information 

for reconsideration.    
 
D. Hardship Bank Committee.   

 
(1) An election shall be held in December of each year; in odd years to elect 3 

representatives; in even years to elect 2 representatives.  
 
(2) Notice of such election will be made by email posting. 

 
(3) Intent to be included on the ballot must be made, in writing, to Human 

Resources by close of business on the 3rd Friday in November.  
 

(4) The order of candidates on the ballot will be selected at random, and a ballot 
will be included with the November paychecks.  

 
(5) The winners of such election will be determined by plurality vote and shall be 

announced by email and winners shall serve two year terms.  
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(6) Selected committee members must agree to a statement of confidentiality.   

 
(7) In the event a representative ends employment with the City, a special election 

shall be held to complete the term of the employee to be replaced.    
 

4.8 EXEMPT FLEX SCHEDULING 
 
A. Exempt employees are expected to work their established workweek or utilize leave. An 

exempt employee is not entitled to overtime compensation either in cash or in 
compensatory time. An exempt employee’s duties will, at times, require absence from 
the office, attendance at night meetings and work in excess of their normal workweek.  
The exempt employee shall not be eligible for compensation greater than the 
established salary.  
 

B. Exempt employees are expected to organize their work schedule in such a fashion as to 
successfully perform their duties.  Depending on the City’s needs, exempt employees 
may flex their hours on a one-hour for one-hour basis, provided that: 

 
(1) Flex hours are used either in the current two-week pay-period or the 

immediately subsequent two-week pay period,  
 

(2) Flex hours are used in a last-in, first-out method to avoid accumulation of 
exempt time, 

 
(3) Flex hours are not paid for upon separation of employment, and 

 
(4) An exempt employee shall generally be present during business hours. 

 

4.9 MEDICAL AND/OR FAMILY LEAVE OF ABSENCE WITHOUT PAY 
(FMLA) 
 
A. The City provides up to 12 weeks of unpaid, job-protected leave to eligible employees 

for the following reasons: 
 
(1) Incapacity due to pregnancy, prenatal medical care, or child birth. 

 
(2) To care for the employee’s child after birth, or placement for adoption or foster 

care. 
 

(3) To care for the employee’s spouse, son or daughter, or parent, who has a 
serious health condition. 
 

(4) Serious health condition that makes the employee unable to perform the 
employee’s job. 
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B. Military Family Leave Entitlements 

 
(1) Eligible employees with a spouse, son, daughter, or parent on active duty or 

called to active duty status in the Armed Forces, National Guard, or Reserves 
may use their 12-week leave entitlement to address certain qualifying 
exigencies.  Qualifying exigencies may include attending certain military 
events, arranging for alternative childcare, addressing certain financial and 
legal arrangements, attending certain counseling sessions, and attending post-
deployment reintegration briefings. 
 

(2) FMLA also includes a special leave entitlement that permits eligible employees 
to take up to 26 weeks of leave to care for a covered service member during 
a single 12-month period.  A covered service member is: (1) a current member 
of the Armed Forces, including a member of the National Guard or Reserves, 
who is undergoing medical treatment, recuperation or therapy, is otherwise in 
outpatient status, or is otherwise on the temporary disability retired list, for a 
serious injury or illness*; or (2) a veteran who was discharged or released 
under conditions other than dishonorable at any time during the five-year 
period prior to the first date the eligible employee takes FMLA leave to care for 
the covered veteran, and who is undergoing medical treatment, recuperation, 
or therapy for a serious injury or illness.* 
 

(3) *The FMLA definitions of “serious injury or illness” for current service members 
and veterans are distinct from the FMLA definition of “serious health condition.” 

 
C. Benefits and Protections 

 
(1) During FMLA leave, the City maintains the employee’s health coverage under 

any group health plan on the same terms as if the employee had continued to 
work.  Employees must continue to pay their portion of any insurance premium 
while on leave.  If the employee is able but does not return to work after the 
expiration of the leave, the employee will be required to reimburse the City for 
payment of insurance premiums during leave. 
 

(2) Upon return from FMLA leave, most employees are restored to their original or 
equivalent positions with equivalent pay, benefits, and other employment 
terms.  Certain highly compensated employees (key employees) may have 
limited reinstatement rights. 
 

(3) Use of FMLA leave cannot result in the loss of any employment benefit that 
accrued prior to the start of an employee’s leave.  As with other types of unpaid 
leaves, paid leave will not accrue during the unpaid leave.  Vacation leave, sick 
leave, holidays, bereavement leave, or employer’s jury duty pay are not 
granted on unpaid leave.   
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D. Eligibility Requirements 
 
Employees are eligible if they have worked for this City for at least 12 months, for 1,250 
hours over the previous 12 months, and if they work at a work site with at least 50 
employees within 75 miles.   
 

E. Definition of Serious Health Condition 
 
(1) A serious health condition is an illness, injury, impairment, or physical or 

mental condition that involves either an overnight stay in a medical care 
facility, or continuing treatment by a health care provider for a condition that 
either prevents the employee from performing the functions of the employee’s 
job, or prevents a qualified family member from participating in school or other 
daily activities. 
 

(2) Subject to certain conditions, the continuing treatment requirement may be 
met by a period of incapacity of more than three consecutive full calendar days 
combined with at least two visits to a health care provider or one visit and a 
regimen of continuing treatment, or incapacity due to pregnancy, or incapacity 
due to a chronic condition.  Other conditions may meet the definition of 
continuing treatment. 

 
F. Use of Leave 

 
(1) The maximum time allowed for FMLA leave is either 12 weeks in the 12-month 

period as defined by the City of Gunnison, or 26 weeks as explained above.  
The City uses the 12-month period measured forward from the first day of an 
employee’s leave.   
 

(2) An employee does not need to use this leave entitlement in one block.  Leave 
can be taken intermittently or on a reduced leave schedule when medically 
necessary.  Employees must make reasonable efforts to schedule leave for 
planned medical treatment so as not to unduly disrupt the City’s operations.  
Leave due to qualifying exigencies may also be taken on an intermittent basis. 
 

(3) Employees taking intermittent or reduced schedule leave based on planned 
medical treatment and those taking intermittent or reduced schedule family 
leave with the City’s agreement may be required to temporarily transfer to 
another job with equivalent pay and benefits that better accommodates that 
type of leave. 

 
G. Substitution of Paid Leave for Unpaid Leave 

 
The City requires employees to use accrued paid leave while taking FMLA leave.  Paid 
leave used at the same time as FMLA leave must be taken in compliance with the City’s 
normal paid leave policies.  If an employee’s leave of absence does not constitute paid 
leave as defined in the City’s paid leave policies, the employee cannot use accrued paid 
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leave, but can take unpaid leave.  FMLA leave is without pay when paid leave benefits 
are exhausted.   
 

H. Employee Responsibilities 
 
(1) Employees must provide 30 days advance notice of the need to take FMLA 

leave when the need is foreseeable.  When 30 days’ notice is not possible, the 
employee must provide notice as soon as practicable and generally must 
comply with the City’s normal call-in procedures. 
 

(2) Employees must provide sufficient information for the City to determine if the 
leave may qualify for FMLA protection and the anticipated timing and duration 
of the leave.  Sufficient information may include that the employee is unable 
to perform job functions; the family member is unable to perform daily 
activities; the need for hospitalization or continuing treatment by a health care 
provider, or circumstances supporting the need for military family leave.  
Employees also must inform the City if the requested leave is for a reason for 
which FMLA leave was previously taken or certified. 
 

(3) Employees also may be required to provide a certification and periodic 
recertification supporting the need for leave.    The City may require second 
and third medical opinions at the City’s expense.  Documentation confirming 
family relationship, adoption, or foster care may be required.  If notification 
and appropriate certification are not provided in a timely manner, approval for 
leave may be denied.  Continued absence after denial of leave may result in 
disciplinary action in accordance with the City’s attendance guideline.  
Employees on leave must contact their supervisor and/or department head at 
least two days before their first day of return. 

 
I. The City’s Responsibilities 

 
(1) The City will inform employees requesting leave whether they are eligible 

under FMLA.  If they are, the notice will specify any additional information 
required as well as the employees’ rights and responsibilities.  If they are not 
eligible, the City will provide a reason for the ineligibility. 
 

(2) The City will inform employees if leave will be designated as FMLA-protected 
and the amount of leave counted against the employee’s leave entitlement.  If 
the City determines that the leave is not FMLA-protected, the City will notify 
the employee. 

 
J. Unlawful Acts 

 
FMLA makes it unlawful for the City to: 
 
(1) Interfere with, restrain, or deny the exercise of any right provided under FMLA. 
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(2) Discharge or discriminate against any person for opposing any practice made 
unlawful by FMLA or for involvement in any proceeding under or relating to 
FMLA. 

 
K. Enforcement 

 
(1) An employee may file a complaint with the U.S. Department of Labor or may 

bring a private lawsuit against the City. 
 

(2) FMLA does not affect any federal or state law prohibiting discrimination, or 
supersede any state or local law or collective bargaining agreement which 
provides greater family or medical leave rights. 

 

4.10 DOMESTIC VIOLENCE LEAVE 
 
A. C.R.S. §24-34-402.7 requires that employers, including political subdivisions of the 

State of Colorado, who employ more than fifty employees, permit an employee who has 
been employed for twelve months or more to take up to three working days of leave 
from work in any twelve-month period if the employee is the victim of domestic abuse, 
stalking, or sexual assault, or any other crime that involves domestic violence. 
 

B. The time off of work must be used in seeking a civil protection order, obtaining medical 
or mental health counseling for the employee or a member of the family, making the 
home secure from the perpetrator of the domestic abuse or seeking a new home to 
escape the perpetrator, or seeking legal assistance to address issues arising from the 
domestic violence. 
 

C. This leave is allowed without pay.  
 

D. Any information related to the employee’s leave for domestic violence reasons is to be 
kept confidential.  

 

4.11 MILITARY LEAVE 
 
A. If you are a member of the U.S. Armed Forces Reserve, National Guard, or performing 

other protected uniformed service, you are granted an unpaid leave of absence when 
called for active or inactive duty training. 
 

B. This time is granted in addition to earned vacation time.  However, if you desire to use 
your vacation time for this purpose, you may voluntarily do so if you make a request in 
writing. 
 

C. If you are called to serve in a branch of the U.S. Armed Forces, upon returning to the 
City after separation from military service, you may be reinstated in accordance with 
the provisions of the law. 
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D. The City of Gunnison prohibits retaliation against any employee for taking time off under 
this policy.  If you believe there has been a violation of our retaliation standard, please 
contact Human Resources. 

 

4.12 COMMUNITY VOLUNTEERING 
 
A. Serving as Volunteer during Non-duty Hours.  Volunteering is a personal choice when it 

occurs during non-working hours and on the employee’s own time.  Volunteering that 
interferes with the proper and effective performance of the employee’s official duties or 
creates an actual or apparent conflict of interest with the City will not be tolerated.  
Employees who serve as volunteers in their off-duty time must report for their next 
regularly scheduled shift for duty with the City unless the absence that results from 
volunteering is approved, in advance, by the employee’s supervisor.  
 

B. Serving as Volunteer during Work Hours.  Leaving work to serve as a volunteer is 
permitted only with the prior permission of the supervisor.  An employee serving as a 
volunteer is not on duty with the City of Gunnison. Such time away from work is without 
pay.  At the supervisor’s discretion, the employee may be able to make up the lost time 
from the job, or the employee may use accrued vacation leave, accrued personal leave 
or accrued compensatory time.   

 

4.13 OTHER LEAVES OF ABSENCE WITH PAY 
 
A. Bereavement Leave 

 
(1) The City may grant employees up to three (3) days and in special 

circumstances up to a maximum of five (5) days leave of absence with pay to 
attend the impending passing, passing, and/or funeral of the employee's 
spouse, parent, child, mother-in-law, father-in-law, brother, brother-in-law, 
sister, sister-in-law, grandparent, grandchild, niece, nephew, aunt, uncle, 
stepfather, stepmother, stepchild, stepbrother, stepsister, legal guardian, or a 
person with whom the employee shares a household in a personal relationship. 
 

(2) The purpose of this listing is to give the employee and supervisor guidance.  It 
is not meant to be all inclusive.  Special circumstances may be considered.  
The employee must request a bereavement leave of absence at the earliest 
possible date, no later than the start of the employee's scheduled shift.  The 
department head will be responsible for authorizing this type of leave of 
absence. 
 

(3) After five days of bereavement leave are expended, the department head may 
grant up to an additional five days of bereavement leave to be drawn from the 
employee’s accrued sick leave. 

 
 
 



 

-38- 
 

B. Voting 
 
Voting is an important responsibility we all assume as citizens.  The City encourages 
you to exercise your voting rights in all municipal, state, and federal elections.  Under 
most circumstances, it is possible for employees to vote either before or after work.  If 
it is necessary to arrive late or leave work early to vote in any election, arrangements 
should be made with the supervisor no later than the day prior to Election Day.    
 

C. Non-Job Related Court Witness/Juror By Subpoena 
 
(1) We believe jury duty is a civic responsibility.  Employees receiving a jury 

summons should present a copy of the summons to their supervisor as soon 
as possible. Employees called to jury service will receive their regular rate of 
pay for the first (3) three days of jury duty.  For each day of service thereafter, 
the employee will be paid by the State of Colorado pursuant to law.  Any jury 
service compensation received from the court or the State of Colorado may be 
kept by the employee. 
 

(2) A full time employee will be paid while serving as a trial witness for City of 
Gunnison matters at the employee’s rate of pay. Employees will turn in all 
subpoenaed witness compensation to the finance office upon receipt of 
payment for court related leaves. 

 
(3) To obtain time off for jury duty or to be a trial witness, the employee must 

submit a written request for a leave of absence to the department head at the 
earliest possible date.  The department head is responsible for notifying the 
City Manager to arrange a leave of absence.   
 

(4) Employees who, on their own time, consult and act as expert witnesses in 
criminal or civil trials will not be compensated for court time and will be 
expected to use vacation or unpaid leave for such circumstances.   

 
D. Personal Leave  

 
All full-time employees who work an average of forty hours per week have the option 
of either accruing twelve (12) paid sick days (96 hours) a year or accruing ten (10) paid 
sick days (80 hours) a year with two (2) paid days to be used as personal leave days.  
All full-time employees who work an average thirty hours per week have the option of 
either accruing nine (9) paid sick days (72 hours) a year or accruing seven and one-
half (7.5) paid sick days (60 hours) a year with one and one-half (1.5) paid days (12 
hours) to be used as personal leave days.  The employee’s choice is documented on the 
personnel action form at the beginning of each year, and must be designated prior to 
January 1st of each year. Personal leave days are not available in the first year of 
employment for employees hired after the first pay date of the year.  
  
(1) Personal days must be used prior to December 15th within each calendar year. 
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(2) Personal days do not carry over into subsequent years and carry no monetary 
value at the time an employee terminates from City employment. 
 

(3) To take a personal day, the employee must give his/her supervisor at least 
three days prior notice. 
 

(4) To use a personal day for an emergency, the employee must notify his/her 
supervisor.  Granting of a personal day in this instance will be at the 
supervisor’s discretion. 
 

(5) Personal days are granted at the supervisor’s discretion. 
 

(6) Personal days taken are not included as hours worked in calculating overtime 
pay. 

 
(7) A personal day is defined as an eight-hour day for full-time employees working 

an average of 40 hours per week, and a six-hour day for full-time employees 
working an average of thirty hours per week.  Partial days may not be taken.  
 

(8) For employees working four ten-hour shifts, the employee may need to use 
two hours of comp time or vacation in addition to the personal day. 

 

4.14 HEALTHY FAMILIES & WORKPLACES ACT “HFWA” 
 
A. Coverage: Employers with at least 16 employees are required to provide paid leave 

under the HFWA. 
 
(1) Employees earn 1 hour of paid leave per 30 hours worked (“accrued leave”), 

up to 48 hours a year. 
 

(2) Up to 80 hours of supplemental leave applies in a public health emergency 
(PHE), until 4 weeks after the PHE ends. 

 
(3) Regular hours and pay set the rate of accrual and compensation for leave, 

during which benefits continue. 
 

(4) Up to 48 hours of unused accrued leave carries over for use the next year. 
 

(5) For details on specific situations (irregular hours, non-hourly pay, etc.), see 
Wage Protection Rule 3.5, 7 CCR 1103-7. 

 
B. Employees can use accrued leave for the following safety or health needs: 

 
(1) a mental or physical illness, injury, or health condition that prevents work, 

including diagnosis or preventive care; 
 



 

-40- 
 

(2) domestic abuse, sexual assault, or criminal harassment leading to health, 
relocation, legal, or other services needs; 

 
(3) has a family member experiencing a condition described in category (1) or (2); 

or 
 

(4) in a PHE, a public official closed the workplace, or the school or place of care 
of the employee’s child. 

 
C. In a public health emergency (PHE), employees can use supplemental PHE leave for the 

following needs: 
 
(1) self-isolating or work exclusion due to exposure, symptoms, or diagnosis of 

the communicable illness in the PHE; 
 

(2) seeking a diagnosis, treatment, or care (including preventive care) of such an 
illness; 

 
(3) being unable to work due to a health condition that may increase susceptibility 

to or risk of such an illness; or 
 

(4) caring for a child or other family in category (1)-(3), or whose school or child 
care is unavailable due to the PHE.  

 
(5) During a PHE, employees still earn up to 48 hours of accrued leave and may 

use supplemental leave before accrued leave. 
 
D. Employer Policies (Notice; Documentation; Incremental Use; Privacy; and Paid Leave 

Records) 
 

(1) Written notice and posters. Employers must (1) provide notice to new 
employees no later than other onboarding documents/policies; and (2) display 
updated posters, and provide updated notices to current employees, by end of 
year. 
 

(2) Notice for “foreseeable” leave. Employers may adopt “reasonable procedures” 
in writing as to how employees should provide notice if they require 
“foreseeable” leave, but cannot deny paid leave for noncompliance with such 
a policy. 

 
(3) An employer can require documentation to show that leave was for a qualifying 

reason only if leave was taken for four or more consecutive work days (i.e. 
days on which an employee would have worked, not calendar days). 

 
(4) Documentation is not required to take paid leave, but can be required as soon 

as an employee can provide it after returning to work or separating from work 
(whichever is sooner). No documentation can be required for PHE leave. 
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(5) To document leave for an employee’s (or an employee’s family member’s) 
health-related need, an employee may provide: (1) a document from a health 
or social services provider if services were received and document can be 
obtained in reasonable time and without added expense; otherwise (2) the 
employee’s own writing. 

 
(6) To document that an employee (or an employee’s family member) required 

leave for a need related to domestic abuse, sexual assault, or criminal 
harassment, an employee may provide: a document or writing under (1) above 
(e.g. from a  provider of legal or shelter services) or (2) above, or a legal 
document (e.g., a restraining order or police report). 

 
(7) If an employer reasonably deems an employee’s documentation deficient, the 

employer must: (A) notify the employee within seven days of either receiving 
the documentation or the employee’s return to work or separation (whichever 
is sooner), and (B) give the employee at least seven days to cure the 
deficiency. 

 
(8) Incremental use. Depending on employer policy, employees can use leave in 

either hourly or six-minute increments. 
 

(9) Employee Privacy. Employers cannot require employees to disclose “details” 
about an employee’s (or their family’s) HFWA-related health or safety 
information; such information must be treated as a confidential medical record. 

 
(10) Records must be provided upon request. Employers must provide 

documentation of the current amount of paid leave employees have (1) 
available for use, and (2) already used during the current benefit year, 
including any supplemental PHE leave. Information may be requested once per 
month or when the need for HFWA leave arises. 
 

E. Retaliation or Interference with HFWA Rights 
 

(1) Paid leave cannot be counted as an “absence” that may result in firing or 
another kind of adverse action. 
 

(2) An employee can’t be required to find a “replacement worker” or job coverage 
when taking paid leave. 

 
(3) An employer cannot fire, threaten, or otherwise retaliate against, or interfere 

with use of leave by, an employee who: (1) requests or takes HFWA leave; (2) 
informs or assists another person in exercising HFWA rights; (3) files a HFWA 
complaint; or (4) cooperates/assists in investigation of a HFWA violation. 

 
(4) If an employee’s reasonable, good-faith HFWA complaint, request, or other 

activity is incorrect, an employer need not agree or grant it, but cannot act 
against the employee for it. Employees can face consequences for misusing 
leave. 
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F. Complaint Rights.  Violations may be reported to the State of Colorado Department of 
Labor and Employment Division of Labor Standards and Statistics as complaints or 
anonymous tips, or may be filed as in court after exhausting pre-lawsuit remedies.  For 
full versions of these laws, more detailed fact sheets, or questions, information, or 
complaints as to these or other labor laws, contact: Division of Labor Standards and 
Statistics, coloradolaborlaw.gov, cdle_labor_standards@state.co.us, 303-318-8441/ 
888-390-7936. 
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SECTION 5 DISCIPLINARY ACTION AND SEPARATION 

5.1 GENERAL 
 
A. Good working relationships require a professional approach by everyone. All employees 

have responsibilities to act ethically with the City as an organization, themselves, and 
their coworkers. 
 

B. Occasionally, performance or other problems fall short of our standards and/or 
expectations. When this occurs, management takes action which, in its opinion, is 
deemed appropriate. 
 

C. Disciplinary actions can range from a formal discussion with the employee about the 
matter to immediate discharge. Action taken by management in an individual case 
should not be assumed to establish a precedent in other circumstances.  
 

D. Employees must at all times comply with the City’s expectations for work performance 
and conduct.  Failure to do so may result in any or all of the following actions, as the 
City deems appropriate. 
 

E. Discipline need not be conducted in any particular order or progression, nor will the 
imposition of discipline alter or modify the employment relationship between the City 
and its employees.  The City reserves the right, in every case, to decide when discipline 
is appropriate and to determine the severity of the discipline to be imposed, up to and 
including immediate termination.  Management will decide in its judgment which of 
these actions would most effectively resolve the problem. 
 

F. The fact that the City has or has not utilized any of these actions does not set any 
precedent and should not be relied upon in future disciplinary situations by an employee. 

 

5.2 SUSPENSION 
 
A. A supervisor may suspend an employee under that supervisor’s direction without pay 

as a disciplinary measure when the supervisor deems a suspension to be appropriate. 
Prior to a suspension, the supervisor will consult with the department head and the City 
Manager.  Upon City Manager approval, written notification of the suspension will be 
given to the employee.  A copy will be submitted to the department head and to the 
City Manager, along with a copy for the personnel file, describing the circumstances 
preceding and specific reasons for the suspension.  The actual day(s) of the suspension 
will be set by the employee’s supervisor. An employee who receives a suspension for 
disciplinary purposes does not have the option of working on a day off in lieu of receiving 
a suspension day without pay. An exempt employee’s suspension without pay must be 
in one week increments. 
 

B. When, in the judgment of a supervisor, an employee’s mental, emotional, physical 
condition or conduct is such that the employee’s presence on the job or operation of 
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equipment or a motor vehicle potentially endangers the employee, other employees or 
the public safety and welfare, the supervisor may suspend the employee immediately. 
The provisions specified in these rules will then be followed as soon thereafter as 
practicable. The department head may review the suspension.  If the department head 
determines that all or part of the suspension is unwarranted, the employee may receive 
pay for days previously suspended according to the final decision rendered. 

 

5.3 DEMOTION 
 
A supervisor may demote any full-time or part-time employee under the supervisor’s 
jurisdiction for the good of the City or as a disciplinary measure when the supervisor deems 
it appropriate.  Prior to initiating a demotion, the supervisor will consult with the department 
head and the City Manager. Upon City Manager approval, the supervisor will give written 
notification of the demotion to the employee and will submit a copy to the department head 
and the City Manager, describing the circumstances preceding and the specific reason for 
the demotion.  
 
In the event of a demotion, the effected employee shall begin their years of service within 
the new classification upon the date of demotion. All benefits will continue to accrue based 
on total years of service with the City. 
 

5.4 DISMISSAL 
 
A. A supervisor may, after consultation with the department head and the City Manager, 

dismiss employees in accordance with the provisions of this Handbook. 
 

B. The supervisor will give written notification of the dismissal to the employee and a copy 
to the department head and the City Manager, describing the circumstances and specific 
reasons for the dismissal. 
 

C. Failure to follow these procedures is grounds for disciplinary action of supervisory or 
administrative personnel but does not affect the validity of the underlying dismissal 
action.  

 

5.5 SEPARATION OF EMPLOYMENT 
 
We request that employees who wish to resign their positions notify the City of their 
anticipated departure date and go over the “check out” procedures at separation 
(conversion of insurance, return of property, delivery of final paycheck, etc.) with Human 
Resources.  
 
Employees may be considered for re-employment provided they qualify for the position of 
interest and while they were employed with the City maintained satisfactory performance 
and attendance.   
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5.6 EXIT INTERVIEWS 
 
In instances of voluntary termination of employment, the City encourages the discussion of 
reasons for leaving and other impressions the employee may have about the City.  Upon 
deciding to leave, employees are asked to grant the City an exit interview.  During the exit 
interview, employees are encouraged to express themselves freely.  It is hoped that this 
exit interview will provide insights into possible improvements the City can make.  

5.7 RETURN OF CITY PROPERTY 
 
Any City property issued to employees, such as keys, purchase cards, policy manuals, tools 
or uniforms, must be returned at the time of termination or resignation, or whenever 
requested by the supervisor.  Employees are responsible to pay for any lost or damaged 
items. The value of any property issued and not returned may be deducted from the 
employee’s final paycheck. 

5.8 TERMINATION  
 
Employees, who are laid-off or discharged from their job at the volition of the City, will 
receive their final pay on their discharge date.  If not picked up personally, the employee’s 
final check will be mailed “immediately” (within 24 hours of his/her final workday) to his/her 
last known address.  Employees who quit or resign their employment with the City will 
receive their final pay on the next regularly scheduled pay date after their termination date.  
On that date, the employee may pick up his/her check or the City will mail the check to 
his/her last known address.  
 
For pay purposes, terminations are effective on the last day worked, unless otherwise 
specified in writing by the City Manager.  Final pay will include wages or compensation for 
labor or service earned and unpaid at the time of discharge, including any accrued but 
unused vacation leave.  Accrued but unused sick and personal leave will be forfeited and 
not compensated in final pay.  Normal tax withholding and applicable deductions will be 
withheld from final pay as will any lawful charges or indebtedness the departing employee 
owes to the City.  No final check may be released without the permission of the City 
Manager.  
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SECTION 6 DISPUTE RESOLUTION & PROBLEM SOLVING POLICY 

6.1 OPEN COMMUNICATION 
 
The City of Gunnison encourages all employees and managers to use open and effective 
communication skills.  Consistent effective communication is an ongoing requirement to 
maintain employment.  The City recognizes that conflict is inherent in any organization, and 
therefore offers processes to assist employees in problem-solving and dispute resolution. 
 

6.2 JOB RELATED PROBLEMS 
 
Employees who disagree with a City of Gunnison practice should promptly discuss the 
matter with their immediate supervisor, where appropriate. Normally this discussion should 
be held within 3 – 5 days of the incident in question, or a timely basis. Discussions held in 
a timely manner will enhance the ability to resolve concerns while fresh in everyone’s mind. 
The majority of misunderstandings can be resolved at this level. 
 

6.3 CHAIN OF COMMAND 
 
If the solution offered is not satisfactory, or if it is inappropriate to go to the direct 
supervisor, employees are encouraged to take the problem to the supervisor’s boss. If the 
problem still cannot be resolved, or if it is inappropriate to go to the supervisor’s boss, 
employees may submit a written complaint or explanation to the City Manager for review. 
The City Manager will investigate the circumstances of the issue; determine appropriate 
actions and make a final decision about the situation. 
 
The decision of actions to be taken, that are deemed appropriate by the City Manager, are 
final and no further internal remedy is available to effected parties.  See also Section 1.5 
EEO/Harassment Complaint Procedure. 
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SECTION 7 ACCESS TO PERSONNEL FILES 

7.1 FILE CONTENT AND LOCATION 
 
Personnel file content is the sole property of the City of Gunnison. Open Records requests 
to view the file will be kept in the employee’s personnel file. 
 

7.2 ACCESS TO FILES 
 
A. Generally, personnel files are only available to the person in interest and the duly 

elected and appointed officials who supervise such person’s work. 
 

B. The following persons are authorized to access personnel files: 
 
(1) The employee (his/her own file only); 

 
(2) The employee’s direct supervisor (on a need-to-know basis only); 

 
(3) The department head of the employee; 

 
(4) The City Manager (unlimited access); 

 
(5) The Finance Director, Human Resource Generalist, City Clerk, and Deputy City 

Clerk in the course of updating basic data only; 
 

(6) Persons with a valid court order. 
 
C. An employee wishing to review his/her file should contact Human Resources to make 

arrangements.  A date and hour will be set within 3 working days at which time the 
records will be available for inspection. 
 

D. To make changes or corrections to a personnel file, the employee must submit a request 
in writing to the City Manager, describing the nature and explanation for the change or 
correction.  If the request for a change or correction is turned down, the employee can 
then request that his or her statement of disagreement with the personnel files be 
placed within the file.  That statement of disagreement is to be a permanent part of 
information in the personnel file.  The following changes should be submitted to Human 
Resources:   name change, marital status change, dependent change, address and/or 
telephone number change, beneficiary designation change, emergency notification 
change and social security number correction.   
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E. Requests from any external source (i.e., individuals or companies outside the City) for 
information from an employee's personnel file should be directed to the City Manager. 
As an employee or a former employee of a public employer, records regarding your 
personnel file may be open to the public as mandated by law or the Colorado Open 
Records Act.  The only exception to this policy is verification of employment requests 
about current employees. 
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SECTION 8 ETHICAL PROVISIONS 

8.1 EMPLOYMENT OF RELATED PERSONS 
 
A. The purpose of this policy is to establish uniform practices regarding the employment 

of relatives of current employees by the City of Gunnison. The intent of this policy is to 
prevent the appearance of partiality in the hiring, promotion, demotion, reassignment, 
and transfer of employees, thereby limiting the negative effect on employee morale and 
the appearance of impropriety to the public. 

 
B. The following relatives of any officer, employee, or elective official of the city who has 

the authority to hire, fire, or supervise employees, or of his spouse, shall not be hired 
by any officer, employee or elective official of the City of Gunnison without the prior 
consent of the City Council: spouse, child, parent, brother, or sister. All relationships 
shall include those arising from adoption. 

 
C. Without prior consent of the City Council an employee shall not be assigned, transferred 

or promoted, if such action will violate this policy.  City Council consent is required even 
though consent may have previously been granted to the employee(s) involved. 
 

D. When two employees marry or partner in a civil union pursuant to the “Colorado Civil 
Union Act,” pursuant to Title 14, Article 15 of the Colorado Revised Statutes and such 
marriage or union results in a violation of paragraph B. above, the City of Gunnison will 
attempt to arrange a transfer to a similar position in another department for one of the 
employees, ordinarily the one in the more junior job classification. There is no guarantee 
that the new position will be within the same classification or at the same salary level.  
Where a transfer cannot be arranged or is not accepted by the employee(s), then one 
of the affected employees shall be separated from city service. Such separation shall be 
accomplished either by voluntary resignation of one of the affected employees or, in the 
event neither of the affected employees voluntarily resigns, by the termination of the 
less senior employee through a non-disciplinary separation from city service. 

 

8.2 OUTSIDE EMPLOYMENT 
 
Other employment outside the City must not interfere with your present job, or involve a 
conflict of interest, or give that appearance. If you work for the City, you cannot work 
through a temporary agency in a second job here.  
 

8.3 POLITICAL ACTIVITY 
 
No employee or applicant will be required to divulge political beliefs as a requirement of 
employment, nor participate in, nor make or withhold contributions to, political parties or 
groups. Employees will not engage in encouraging candidates to run or openly and actively 
support any political candidate or issue during scheduled work hours.  All City employees 
are subject to the provisions of the Colorado Campaign Reform Act.  Staff will not engage 
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in lobbying or any political activities during work hours and/or while being paid with Federal 
Department of Justice funds. 

8.4 CITY PROPERTY 
 
Employees, who use or have City property in their possession, are expected to treat it with 
the same care as they would their own property.  All City tools and equipment are to be 
returned in good condition, ordinary wear and tear excepted.  Property lost, damaged, or 
destroyed due to the employee's carelessness, will be replaced at the employee's expense. 
 
Whether or not performed on the City’s premises, work which employees perform and are 
paid for by the City is the property of the City of Gunnison.  This includes inventions, works 
of authorship, improvements, designs, developments, and discoveries which relate in any 
manner to the present or prospective activities or business of the City.  
 

8.5 OPERATION OF CITY OR PRIVATE VEHICLES 
 
If an employee is authorized to operate a City owned vehicle or a personal vehicle for 
business use, the employee must have a valid Colorado Driver's License and liability 
insurance for the vehicle, wear a seat belt at all times and obey all traffic rules.  Any unsafe 
or unlawful driving is a potential liability to the City and will not be tolerated.  Driving while 
intoxicated or under the influence of a controlled substance or marijuana constitutes 
grounds for immediate termination of employment. 
 

8.6 GRATUITIES 
 
Employees will not directly or indirectly solicit/accept any gift with a monetary value of 
greater than $50.00 whether it is money, services, loan, travel, entertainment, hospitality 
or any other form under the following circumstances: 
 
A. It could be reasonably expected that the gift was intended to influence them in the 

performance of their official duties; or  
 

B. The gift was intended to serve as a reward for any future official action on their part. 
 

8.7 CONFLICT OF INTEREST 
 
Employees exercising influence in connection with a City contract, purchase, payment or 
any other financial or monetary transaction and who has a substantial personal interest in 
the transaction will give seventy-two (72) hours written advance notice of the conflict to 
the City Manager.  If an employee has any question whether a situation is a conflict of 
interest, they will discuss the matter with their direct supervisor. If there is disagreement, 
the matter is referred to the City Manager for final determination. Failure to disclose a 
conflict may result in immediate termination. 
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8.8 OPEN RECORDS 
 
The City of Gunnison is governed by the Colorado Open Records Act (See C.R.S. 24-72-201 
et seq.) which states that it is the public policy of the State of Colorado that all public records 
will be open for inspection by any person at reasonable times.  Notwithstanding that general 
policy, there are some records that the law provides are not open to public inspection and 
are to be kept confidential.  Examples of such “non-public” records include, but are not 
limited to: individual medical and mental health records; employee personnel files and 
reference letters; deliberative work product information; law enforcement investigation and 
intelligence records; and trade secrets, privileged information and confidential commercial 
and financial data. Open records requests are processed through the City Clerk. 
 
As a City of Gunnison employee, employees may work with, have access to, or gain 
knowledge of records or information that belongs to the City, its employees, citizens and/or 
suppliers and which is not open to public inspection.  Your employment with the City 
assumes you will maintain the confidentiality of all such non-public information and secrets, 
together with the documents and materials upon which it is displayed, even after you leave 
our employ.  In other words, you must not, except in the proper performance of your duties 
as an employee of the City of Gunnison, use, disclose or in any way make available to 
anyone else, either outside or within the City, any confidential, non-public records or 
information at any time. If you have any doubt or concern as to whether a particular record 
or item of information is open to the public or whether a particular disclosure is appropriate, 
please contact the City Manager for direction. 
 

8.9 WHISTLEBLOWER PROTECTION 
 
A. The City of Gunnison is committed to a workplace that is free of retaliation, and 

employees are protected from any personnel action because of the employee or 
applicant’s protected whistleblowing.  This includes lawfully disclosing information an 
employee reasonably believes evidences: 
 a violation of law, rule, or regulation; 
 gross mismanagement; 
 a gross waste of funds; 
 an abuse of authority; 
 or a substantial and specific danger to public health or safety.  

  
B. The disclosure does not lose protection because: 

 the disclosure was made to someone, including a supervisor, who participated in the 
wrongdoing disclosed;  

 the wrongdoing being reported has previously been disclosed;  
 of the employee’s motive for reporting the wrongdoing; 
 the disclosure was made while the employee was off duty;  
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the disclosure was made during the employee’s normal course of duty, if the 
employee can show that the personnel action was taken in reprisal for the disclosure; 
or the amount of time which has passed since the occurrence of the events described 
in the disclosure. 
 

C. An employee, or his or her representative, can file a whistleblower complaint via mail, 
fax, telephone, or in person to the Finance Department.  The City of Gunnison further 
provides an anonymous and confidential method for employees to report unethical or 
inappropriate actions with an Ethics Line. https://gunnison.ethicaladvocate.com/  
Prior to submitting a report to Ethical Advocate you should make best efforts to 
resolve a particular issue through our administrative process and/or supervisory 
management, if appropriate. 
 

D. No retaliatory action will be tolerated against anyone for reporting or inquiring in good 
faith about a potential breach in policy; or against anyone seeking assistance about 
the process used to report a suspected breach in policy.  
 

E. The Public health Emergency Whistleblower Law “PHEW”, Worker Rights to Express 
Workplace Health Concerns & Use Protective Equipment. 

 
(1) Coverage: All Employers and Employees, Plus Certain Independent 

Contractors 
 
(a) PHEW covers not just “employers” and “employees,” but all “principals” 

(an employer or a business with at least 5 independent contractors) and 
“workers” (employees or independent contractors at a “principal”). 
 

(2) Worker Rights to Oppose Workplace Health/Safety Violations During Public 
Health Emergencies: 
 
(a) It is unlawful to retaliate against, or interfere with, the following acts 

during, and related to, a public health emergency: 
 
1. raising reasonable concerns, including informally, to the principal, 

other workers, the government, or the public, about workplace 
violations of government health or safety rules, or a significant 
workplace health or safety threat; 
 

2. opposing or testifying, assisting, or participating in an 
investigation or proceeding about retaliation for, or interference 
with, the above-listed conduct. 

 
(b) A principal need not address a worker’s PHEW-related concern, but it 

still cannot fire or take other action against the worker for that reason, 
as long as the concern was reasonable and in good-faith. 
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(3) Workers’ Rights to Use Their Own Personal Protective Equipment (“PPE”): 

(a) A worker must be allowed to voluntarily wear their own PPE (mask, 
faceguard, gloves, etc.) if the PPE (1) provides more protection than 
equipment provided at the workplace, (2) is recommended by a 
government health agency (federal, state, or local), and (3) does not 
make the worker unable to do the job. 
 

(4) Complaint Rights.  Violations may be reported to the State of Colorado 
Department of Labor and Employment Division of Labor Standards and 
Statistics as complaints or anonymous tips, or may be filed as in court after 
exhausting pre-lawsuit remedies.  For full versions of these laws, more detailed 
fact sheets, or questions, information, or complaints as to these or other labor 
laws, contact: Division of Labor Standards and Statistics, 
coloradolaborlaw.gov, cdle_labor_standards@state.co.us , 303-318-8441/ 
888-390-7936. 
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SECTION 9 INFORMATION TECHNOLOGY AND COMMUNICATION 

9.1 COMMUNICATION SYSTEMS 
 
A. Systems 

 
(1) The City of Gunnison’s computer network, access to Internet, email and voice 

mail systems are business tools intended for employees to use in performing 
their job duties. Therefore, employees have no reasonable expectation of 
privacy in any data sent, received or stored on City resources. All information 
regarding access to the City of Gunnison’s computer resources, such as user 
identifications, modem phone numbers, access codes, and passwords are 
confidential City of Gunnison information and may not be disclosed to non-City 
of Gunnison personnel. 
 

(2) All computer files, documents, and software created or stored on the City of 
Gunnison’s computer systems are subject to review and inspection at any time. 
In this regard, employees should not assume that any such information is 
confidential, including e-mail either sent or received.  Computer users have no 
reasonable expectation of privacy regarding communications or data 
transiting, stored on or traveling to or from the City of Gunnison’s information 
system.  Any communications or data transiting, stored on or traveling to or 
from the City of Gunnison’s information system may be monitored, disclosed 
or used for any lawful government purpose. 
 

(3) Computer equipment should not be removed from the City of Gunnison 
premises without written approval from a department head. Upon separation 
of employment, all communication tools must be returned to the City of 
Gunnison. 

 
B. Personal Use of the Internet 

 
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 City of Gunnison prohibits the 
display, transmittal, or downloading of material that is in violation of City of Gunnison 
guidelines or otherwise is offensive, pornographic, obscene, profane, discriminatory, 
harassing, insulting, derogatory or otherwise unlawful at any time. 

 
C. Software and Copyright 

 
The City of Gunnison fully supports copyright laws. Employees may not copy or use any 
software, images, music or other intellectual property (such as books or videos) unless 
the employee has the legal right to do so. Employees must comply with all licenses 
regulating the use of any software and may not disseminate or copy any such software 
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without  authorization. Employees may not use unauthorized copies of software on 
personal computers housed in City of Gunnison facilities. 
 

D. Unauthorized Use 
 
Employees may not attempt to gain access to another employee’s personal file or e-
mail messages or send a message under someone else’s name without the latter’s 
express permission. 
 
Employees are strictly prohibited from using the City of Gunnison 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. 
 

E. Email 
 

(1) Electronic mail is to be used for business purposes. While personal email is 
permitted, it is to be kept to a minimum. Personal electronic mail should be 
brief and sent or received as seldom as possible. The City of Gunnison prohibits 
the display, transmittal, or downloading of material that is offensive, 
pornographic, obscene, profane, discriminatory, harassing, insulting, 
derogatory or otherwise unlawful at any time. No one may solicit, promote, or 
advertise any outside organization, product or service through the use of 
electronic mail or anywhere else on City of Gunnison premises at any time. 
Management may monitor email from time to time. 
 

(2) Employees are prohibited from unauthorized use of encryption keys or the 
passwords of other employees to gain access to another employee’s email 
messages. 

 
F. Voice Mail 

 
The City of Gunnison voice mail system is intended for transmitting business-related 
information. Although the City of Gunnison does not monitor voice messages as a 
routine matter, the City of Gunnison reserves the right to access and disclose all 
messages sent over the voice mail systems for any purpose. Employees must use 
judgment and discretion in their personal use of voice mail and must keep such use to 
a minimum. 

 
G. Telephones/Cell Phones 
 

(1) 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.   
 

(2) Confidential information should not be discussed on a cell phone. Cell/camera 
phones should not be used in a way that violates other City of Gunnison 
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guidelines such as, but not limited to, EEO/Sexual Harassment and Confidential 
Information. 
 

(3) The City of Gunnison telephone lines should not be used for personal long 
distance calls. 

 
H. Cellular Telephone Policy 
    

The City of Gunnison provides cellular telephone service to City employees for official 
City business.  Management staff members will determine if individual employees 
require cell phones to provide effective and efficient service.  City-owned cellular phones 
are intended for City business only. 
 
The City of Gunnison will contract with one cellular provider through the City’s 
purchasing policy.  All City departments shall obtain their cellular service from the 
designated provider. The City of Gunnison will provide multiple plans to fit the unique 
requirements of the individual user or department whenever possible. 
 
Use of City-owned cellular phones shall be subject to the following: 
 
(1) All City-owned cell service/equipment shall be purchased through the City’s 

designated provider. 
 

(2) Authorized communications are those made or received for the purpose of 
conducting City business. If charges exceed the plan allowances, charges for 
personal communications will be the responsibility of the employee.  
 

(3) Supervisors shall review City-owned cellular phone bills to ensure compliance 
with this policy.  Employees will be required to pay for any unauthorized calls 
by the end of the current pay period after the employee has been notified of 
the amount due.  If payment is not received, the amount due the City will be 
deducted from the employee’s next pay check. 
 

(4) When other means of communication are unavailable, employees who have 
City-owned cellular phones shall keep their phones activated during all work 
shifts, including on-call and standby shifts. 
 

(5) The use of a cell phone while driving can adversely affect safety, cause 
unnecessary distractions and present a negative image to the public. 
Employees operating a city vehicle shall not use a cell phone while driving 
unless the device is specifically designed and configured to allow hands-free 
use. Hands-free use should be restricted to business-related calls or calls of an 
urgent nature.  
 

(6) Employees are prohibited from texting or similar forms of manual data entry 
or transmission while operating a city vehicle. Data entry similar to texting 
could be entering phone numbers, online searches, etc.  A vehicle is considered 
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in operation when in motion or on a public street and not lawfully parked or at 
rest in a shoulder lane. 
 

(7) Upon separation from City employment, employees shall return City-owned 
cellular phones to the appropriate Department Supervisor.  The employee is 
responsible for all calls until the phone is returned. 
 

(8) Employees who violate this policy will lose their City-owned cellular phone 
privileges and will be subject to disciplinary action, as outlined in Section 5. 

 
I. Use of Headphones 

 
(1) The use of headphones to listen to music or other recorded media is prohibited 

while operating a vehicle or equipment on City streets or rights of ways.  
 

(2) At the discretion of department heads, employees may use headphones while 
performing other functions during the course of conducting city business. 

  

9.2 NETWORK ACCESS POLICY FOR ELECTRONIC DEVICES &                        
REMOVABLE STORAGE MEDIA 
 
The City promotes the use of portable electronic devices and removable storage media to 
the level and extent that the employee performance is enhanced.  
 
A. Definitions 

 
(1) Portable electronic device is defined as any electronic communications having 

the capability to access by any means the city network. IE: lap tops, cell 
phones, PDAs, I-pods, etc. 
 

(2) Removable storage media is defined as any portable electronic device, thumb 
drive, USB drive, portable hard drive, removable disk, flash card or other 
object capable of storing electronic data in any fashion. 
 

(3) Remote access is defined as any method that allows access to the city network 
or data from anywhere but an established city owned desktop computer. 
 

(4) Employee applies to all paid, volunteer and elected officials in the city who may 
need access to any portion of the city network. 
 

(5) Personal Data refers to information relevant to an individual’s name, date of 
birth, address, social security number, account numbers, etc. 

 
B. The city network and related electronic files and data need to be secure from theft and 

tampering.  Network security is required for the protection of personal and/or 
proprietary information held by the city and for compliance with state and federal 
regulations, including but not limited to, the red flag policy to prevent identity theft and 
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Health Insurance Portability and Accountability Act. See also City Policy related to 
records retention, and public information open records act. 
 
(1) Only persons authorized by a department head may have remote access from 

any electronic device. 
 

(2) Network security will be maintained for remote access over the Internet 
through physical security, (the use of firewalls, etc.) and through city policy. 
 

(3) Only persons authorized by a department head may copy any file, containing 
personal information, from any computer or electronic storage device in the 
city network to removable storage media and remove that data from their work 
place. 
 

(4) Devices and storage media, where available, will have security features to 
protect the data if device or media is lost or stolen. 
 

(5) Any lost device with network access rights or protected data will be reported 
to the department head immediately. 
 

(6) Department heads will immediately notify IT Personnel of any lost device so 
that steps may be taken to minimize any threat to City network. 
 

(7) All devices will be operated only with current antivirus software installed, 
where applicable. 
 

(8) Public access points in the city will be secured so as to not allow access to the 
private network side. 

 
(a) Network outlets in public areas of city facilities will be disabled except 

when needed. 
 

(b) Where public access is allowed to city network, City file security will be 
maintained through the use of hardware and/or programming 
restrictions. 

 
(9) Contractors with access to city network should provide confidentiality 

agreements prior to being granted access. All access by contractors should be 
coordinated with IT personnel to insure network integrity and security. 
 

(10) All access to the City computer network will be password and login protected. 
Access to network resources will be limited by login authorization with 
department head or City Manager’s approval. 

 
C. Records retention  

 
(1) Files copied to a device/media must conform to records retention and discovery 

standards. 
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(2) Employees must be aware that some files accessed through an electronic 

device may subject the device and or files to review in a public records 
disclosure request. Under some circumstances this may apply to personally 
owned devices and files as well. 

 
(3) All files/data on the network is the property of the city and subject to open 

records law. 
 

(a) The City treats all information transmitted through or stored in the 
system, including E-mail messages, as business information. An 
employee or anyone else using the City’s computer has no expectation 
of privacy in the use of that computer. The City has the capability and 
retains the right to access, review, copy, modify and delete any or all 
such business information for any purpose and to disclose it to any party 
(inside or outside the City) it deems appropriate or as required by law.  
 

(b) Those files containing personal information of any employee as a result 
of the employee making incidental use for personal purposes, including 
transmission of personal E-mail messages will be treated no differently 
than other business files and information. Accordingly, employees 
should not use the computer system to send, receive or store any 
information that they wish to keep private.  

 
D. Wireless networks will only be installed and managed by the Information Technology 

Department. 
 

E. Costs associated with establishing remote access are addressed through the City Policy 
on Cell Phones where applicable.  
 

F. Access to all city computer systems is by authority of the Department Head and/or City 
Manager. Access will be denied for violations of city or department policy; internal, civil 
and criminal investigations; or while on suspension and separation from city 
employment. The Department Head and/or City Manager may elect to have access 
continue based on the benefit to the City. 

  



 

-60- 
 

SECTION 10 OTHER POLICIES AND PRACTICES 
 

10.1 RESIDENCY REQUIREMENTS 
 
If an employee is provided with a City vehicle, or is part of an emergency response team 
(Police and Fire), he/she will be required to live within a (20) twenty-minute drive time to 
the city limits of Gunnison. The (20) twenty-minute drive time will be base-lined when the 
streets are dry, with a vehicle driving the legal speed limit. The department head shall 
ensure that the roadway is of such quality as to not significantly impact the wear and tear 
of the city-owned vehicle. City snow removal crew members serving in an on-call status 
and standby personnel will respond to their assigned duty station within (30) thirty minutes 
of being called out.  
 

10.2 ATTENDANCE 
 
A. Regardless of what position an employee holds, punctuality and regular attendance are 

essential to the effective operation of the City.  Regular and reliable attendance is an 
essential function of each and every position at the City.  If an employee knows in 
advance he/she is going to be unavoidably late or absent, notification must be made to 
his/her supervisor within one hour prior to or no later than is reasonably practicable 
under the circumstances..  The method of notification may be established by the 
supervisor (i.e. phone call or text, etc.).  If the supervisor is not available, the employee 
must personally speak with and leave the information with the department head or 
another supervisor.  Notifying a fellow employee or leaving messages is not sufficient.  
For late arrivals, the employee must indicate when he/she expects to arrive for work.  
If the employee is unable to call in themselves because of an illness, emergency or for 
some other reason, he/she must have someone call on his/her behalf. Failure to call in 
may lead to disciplinary action up to and including termination. 
 

B. Assignment of scheduled working hours will be made by the employee's department 
head or supervisor.  Likewise, scheduled working hours may change at the discretion of 
the employee’s department head or supervisor.  Employees are to be present at work 
during all scheduled hours, unless arrangements in accordance with the leave policies 
have been made.  Unexcused absence and failure to be at the employee's appointed 
work station at the start of the work period will not be tolerated. 

 

10.3 WORK CLOTHING POLICY 
 

The intent of this policy is to provide City employees with articles of work clothing that 
address the following general objectives: 

• Safety: Those items which protect the employee while on the job.  
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• Consistency: Those items which identify all Department of City employees 
as part of a team and provide for a consistent image of the City. The apparel 
may be used to link work crews together, facilitate ease of identification by 
the public through the use of common logos, color schemes, etc.  

• Identification: Those items which enhance customer service and provide 
information to citizens regarding roles within Departments and City 
government.  It may also assist with directing residents and visitors to “the 
right person or department.”  

• Public Relations: Those items which market the City and its employees at 
special events, conferences, and meetings which enhance the image of the 
City of Gunnison. 

A. Scope 
 
The City of Gunnison may provide work clothing to full time employees according to the 
following guidelines. Please note, this policy does not apply to public safety uniformed 
employees who are covered under a more comprehensive policy: "Gunnison Police 
Department - Operating Standards Manual".  
 
B. Policy 
 

(1) The following articles of clothing may be provided by the City, if one or more 
of the general objectives stated above are fully met: 

 
 Articles of clothing that require a City logo or identification 

o Winter coats 
o Spring/fall jacket  
o Summer-weight shirts   
o Winter-weight shirts  
o Heavy-weight work vest 
o Work hats 

 
 Articles of clothing that do not require a City logo or identification 

o Coveralls  
o Work pants 
o Work boots  
o Work gloves  

 
(2) Purchase of any clothing articles, other than those listed above, requires the 

written approval of the appropriate department head or management staff 
member and must clearly meet the intent of the City's Work Clothing Policy as 
outlined above. 

 
(3) Clothing articles should be functional in nature without unnecessary 

embroidery, tailoring, or styling. Where applicable, the City logo should be 
prominently displayed. Departments should also strive to adopt a common 
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color scheme or style in order to meet the policy objectives of consistency, 
identification and public relations.  

 
(4) Wherever and whenever possible, departments shall purchase work clothing 

articles from local vendors per the requirements of the City of Gunnison's 
Purchasing Policy.  

 
(5) It is the responsibility of each City employee to always maintain his or her 

work clothes in neat, clean condition.  
 

(6) Clothing articles supplied by the City should only be worn while "on duty" with 
the City.  

 
(7) Replacement for clothing articles lost is the sole responsibility of the employee 

to replace at his or her own expense.  
 

10.4 TRAVEL 
 
Travel can play an important role in accomplishing the City of Gunnison’s mission. When 
conducting business on behalf of the City, employees are expected to use good quality 
services and accommodations appropriate for the business to be conducted. Good judgment 
and ethical practices on the part of each traveler remain the most important factors in 
controlling travel expenses. 
 
A. Travel Authorization - Failure to obtain proper approval may result in the denial of 

employee reimbursement. 
 
(1) In Colorado: The employee’s supervisor and department head must provide 

approval in advance. 
 

(2) Out of Colorado: The City Council must approve all out of state travel as part 
of the annual budget process.  If the out of state travel information was not 
available at the time of budget development, the City Manager may approve 
out of state travel on a case by case basis.  Approvals by the City manager will 
be subsequently communicated to the City Council. 

 
B. Expense Reporting: The employee should complete a Travel Expense and Transportation 

form should in accordance with the instructions noted on the form. Travelers should 
provide as much detailed information of all expenses on the statement as possible, 
including the cost of registration, books, meals, hotel, airfare, etc.  Original receipts 
must be included except when it is impractical to do so or when specifically exempted 
by this policy (e.g. cost of public transportation, tips, parking meters, etc.) 
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C. Eligible Expenses 
 
(1) Registration Fees: All registration fees for conferences will normally be paid by 

the city prior to the actual event.  
 

(2) Tips: Reasonable tips not exceeding 20% of the cost of the meal. 
 

(3) Meals: Up to the per diem rate for meals as established on the Travel Expense 
and Transportation form for modestly priced meals.  If staying with a relative 
or acquaintance, one meal per night is eligible for a host in addition to the 
employee in lieu of paying lodging, subject to the dinner portion of the 
established per diem rate.   

 
(4) Lodging: Employees shall use reasonably priced, comfortable lodging within a 

60-mile radius of their conference or meeting. When making reservations or 
registering, the employee shall ask for and use the government or corporate 
rate, or the lowest rate that is available to them (senior, travel club, etc.). 
Reimbursement of lodging expenses shall be limited to the minimum number 
of nights required to conduct the assigned city business. 

 
(5) Communication: One reasonable length (fifteen minutes) call home per day 

from your motel/hotel room to check in with family or required calls to your 
City office.  If a cell phone is used, employees are requested to avoid roaming 
charges. 

 
(6) Parking and Tolls: Parking fees and toll charges, are reimbursable in addition 

to mileage allowance, and should be supported by receipts when available.  If 
one is not available, write a handwritten receipt detailing reason for transport 

 
(7) Taxi/Bus/Shuttle Service/Rental - Attempt to get a receipt, if one is not 

available, write a handwritten receipt detailing reason for transport. 
 
D. Ineligible Expenses 

 
(1) Meals Over Per Diem: Meal expenses over the established per diem, unless 

there was more than one person in attendance which must be handwritten on 
the form. 
 

(2) Meals without Detailed Receipts: Meals not supported by a detailed receipt may 
be declined based on the Department Head’s determination. 

 
(3) Alcohol: The City does not pay or reimburse pay the cost of alcoholic beverages 

or use of minibars. 
 

(4) Entertainment: The City does not pay or reimburse the cost of pay-per-view 
movies or video games. 
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(5) Excessive Personal Phone Calls: The City does not pay for excessive personal 
phone calls while roaming or exceeding fifteen minutes in length. 

 
(6) Other Reimbursement: The City does not pay or reimburse for expenses paid 

by the conference (including meals) or reimbursed to you by another entity. 
 
E. Reimbursements 

 
(1) City Employees and Council Members are eligible to receive payment of certain 

travel expenses when City business requires travel further than 30 miles away 
from Gunnison. Actual and necessary travel expenses that result from 
approved travel are eligible for reimbursement through the terms of this policy. 
 

(2) All requests for personal travel reimbursement will be completed on a Travel 
Expense and Transportation form and submitted to the appropriate person for 
approval.  Receipt requirements and applicable rates of reimbursement will be 
established on the current version of the Travel Expense and Transportation 
form. 
 

(3) Receipts are required for reimbursement and reconciliation of all travel 
expenses unless otherwise stated in this policy. When possible, receipts should 
contain the date, description of purchase, dollar amount, vendor name and 
location, and vehicle unit number if a City vehicle expense. 

 
F. Transportation 
 

(1) Employees are encouraged to use a City-provided vehicle whenever possible 
for travel outside the City limits.  If it is necessary to fuel a City-provided 
vehicle while traveling, the employee should use the City’s fleet fueling card to 
eliminate the payment of gasoline taxes. 

 
(2) An employee may claim mileage expenses when traveling in their own private 

vehicle. The vehicle must be in full compliance with Colorado licensing 
requirements. Reimbursement is at a rate established in accordance with the 
mileage rates set by the I.R.S. and the effective date of that rate shall be the 
date the City obtains such notification, usually January 1st of each year. 

 
(3) Air travel shall be incurred at economy class rates using the shortest and most 

cost efficient routes and carriers available, and used only when more 
economically advantageous when compared to travel by land.   

10.5 COMMUNICABLE DISEASE POLICY 
 
A. The City of Gunnison’s decisions involving persons who have communicable diseases 

shall be based on current and well-informed medical judgments concerning the disease, 
the risks of transmitting the illness to others, the symptoms and special circumstances 
of each individual who has a communicable disease, and a careful weighing of the 
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identified risks and the available alternative for responding to an employee with a 
communicable disease. 
 

B. Communicable diseases include, but are not limited to, measles, influenza, viral 
hepatitis-A (infectious hepatitis), viral hepatitis-B (serum hepatitis), human 
immunodeficiency virus (HIV infection), AIDS, AIDS-Related Complex (ARC), leprosy, 
Severe Acute Respiratory Syndrome (SARS), including the SARS-CoV-2 (coronavirus) 
and tuberculosis. The City of Gunnison may choose to broaden this definition within its 
best interest and in accordance with information received through the Centers for 
Disease Control and Prevention (CDC). 

 
C. The City of Gunnison will not discriminate against any job applicant or employee based 

on the individual having a communicable disease. Applicants and employees shall not 
be denied access to the workplace solely on the grounds that they have a communicable 
disease. The City of Gunnison reserves the right to exclude a person with a 
communicable disease from the workplace facilities, programs and functions if the 
organization finds that, based on a medical determination, such restriction is necessary 
for the welfare of the person who has the communicable disease and/or the welfare of 
others within the workplace. 

 
D. The City of Gunnison will comply with all applicable statutes and regulations that protect 

the privacy of persons who have a communicable disease. Every effort will be made to 
ensure procedurally sufficient safeguards to maintain the personal confidence about 
persons who have communicable diseases. 

 

10.6 ANTI-VIOLENCE POLICY 
 
A. Threats and Anti-Violence 
 

(1) The City’s goal is to strive to maintain a work environment free from 
intimidation, threats, or violent acts. This includes, but is not limited to, 
intimidating, threatening or hostile behaviors, physical abuse, vandalism, 
arson, sabotage, use of weapons, carrying illegal weapons onto City of 
Gunnison property, or any other act, which, in management’s opinion, is 
inappropriate to the workplace. In addition, bizarre or offensive comments 
regarding violent events and/or behavior are not tolerated. 
 

(2) The City allows concealed carry of handguns by employees as authorized by 
Colorado Revised Statutes 18-12-214 when conducted in compliance with 
Colorado law.  However, the City prohibits open or concealed carry of any 
weapons (with the exception of handguns as provided above) or the display of 
an otherwise concealed handgun during work hours, on City property, or at 
any time while the employee is acting in the course and scope of employment, 
with the exception of sworn Police Officers. 
 

(3) Employees who feel they are subjected to any of the behaviors listed above 
should immediately report the incident to their direct supervisor or other 
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management personnel. Complaints will be investigated by the management 
team. Based upon the results of the inquiry, action will be taken which 
management feels is appropriate. 
 

(4) Employees who observe or have knowledge of any conduct listed above should 
immediately report it to their supervisor. Employees should contact proper law 
enforcement authorities if they believe there is a serious threat to the safety 
and health of themselves or others. 

 
B. Searches 

 
The City of Gunnison reserves the right to conduct searches and inspections of any 
employee or City of Gunnison property without further notice.  Any employee who 
refuses to submit to a search will be subject to disciplinary action up to and including 
termination. 
 
Employees on the City’s premises are subject to questions and search at the City’s 
discretion.  The City reserves the right to inspect personal items, such as lunch pails, 
toolboxes, thermoses, purses, etc., carried by individual employees.  If you have 
personal items that you would not like subjected to such inspection, these items should 
not be brought onto City premises.  A search can also include City property such as, 
City vehicles, lockers, desks, filing cabinets, computer files, e-mail, and voice mail. 

 

10.7 EMPLOYEE DEVELOPMENT 
 
A. The City encourages employees in professional and technical development.   

 
Employees may request to attend school, seminars, workshops, or conferences if the 
training will be of mutual benefit to the City and the employee.  This is called requested 
training.  Requested training must be approved by the department director in advance 
of attendance.  The City may also require that employees attend special training to stay 
proficient in their job.  This is called required training.  Required training must be 
approved by the department director in advance of attendance. 
 
(1) Required Training.  The City may require that employees attend special training 

to meet City needs.  Employees will be notified of required training in writing 
by their department head.  The department will make all necessary work 
schedule adjustments to accommodate required training.  Travel to and from, 
and time spent at required training is compensable time.  For required training 
and travel time of less than eight (8) hours duration (ten (10) hours for 
employees working four (4) - ten (10) hour shifts), employees will return to 
work to complete the eight (8) or ten (10) hour shift, make up the time during 
the pay period, or use appropriate leave time.   
 

(2) Requested Training.  Employees may request seminars, schools, workshops, 
or conferences when the training will be of mutual benefit to the employee and 
the City.  Requested training must be approved by the department head in 
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advance of the session.  Travel to and from, and time spent at requested 
training may be compensable time depending on the particular training. 
Requested training time will not be compensable if (1) attendance is outside 
the employee's regular working hours, (2) attendance is in fact voluntary, (3) 
the course, lecture, or meeting is not directly related to the employee's job, 
and (4) the employee does not perform any productive work during such 
attendance.  Schedule adjustments to accommodate requested training are 
not guaranteed.  Transportation, lodging, and meals will be in accordance with 
the Travel Policy. 

 
B. City payment for approved voluntary attendance at conferences, workshops, seminars 

or other training sessions will be based on: 
 
(1) The direct benefit to the employee and the City. 

 
(2) Budgetary considerations. 

 
(3) Relevance to current municipal affairs.  

 
C. When sufficient funds are available, full-time employees may be eligible for educational 

reimbursement.  Courses must be job related and pre-approved according to your 
department’s procedures prior to enrollment.  

 
D. All approved courses must be satisfactorily completed to be eligible for reimbursement. 

Reimbursement will be made for tuition, registration, fees, and laboratory fees only. 
"Satisfactory completion of course" will mean a grade of "C" or better, if the course is 
graded, or a satisfactory completion if no grade is given.  Upon completion of approved 
course(s), the employee will submit an appropriate verification that: 
 
(1) he/she has successfully completed the course; 

 
(2) shows the date of completion; 

 
(3) shows the final grade; and 

 
(4) indicates the number of units or hours earned. 
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CITY OF GUNNISON 

ACKNOWLEDGMENT OF RECEIPT 
 
I HAVE BEEN PROVIDED A COPY OF OUR EMPLOYEE HANDBOOK DATED NOVEMBER 29, 
2022 EITHER IN ELECTRONIC OR HARD COPY FORMAT.  I AM AWARE THE MOST CURRENT 
VERSION OF THE HANDBOOK IS ALSO AVAILABLE ONLINE ON THE CITY'S WEBSITE AT 
WWW.GUNNISONCO.GOV, IN HUMAN RESOURCES, OR WITH MY SUPERVISOR. 
 
I UNDERSTAND THAT NEITHER I NOR THE CITY IS COMMITTED TO AN 
EMPLOYMENT RELATIONSHIP FOR A FIXED PERIOD OF TIME.  EMPLOYMENT WITH 
THE CITY OF GUNNISON IS AT-WILL.  BOTH I AND MANAGEMENT HAVE THE RIGHT 
TO TERMINATE THIS EMPLOYMENT AT ANY TIME FOR ANY REASON.  THE 
LANGUAGE USED IN THIS HANDBOOK AND ANY VERBAL STATEMENTS OF 
MANAGEMENT ARE NOT INTENDED TO CONSTITUTE A CONTRACT OF 
EMPLOYMENT, EITHER EXPRESS OR IMPLIED, NOR ARE THEY A GUARANTEE OF 
EMPLOYMENT FOR ANY SPECIFIC DURATION. 
 
I UNDERSTAND THAT NO REPRESENTATIVE OF THE CITY OF GUNNISON, OTHER THAN THE 
CITY COUNCIL OR CITY MANAGER, HAS AUTHORITY TO ENTER INTO AN AGREEMENT OF 
EMPLOYMENT FOR ANY SPECIFIED PERIOD AND SUCH AGREEMENT MUST BE IN WRITING, 
SIGNED BY THE CITY COUNCIL AND/OR CITY MANAGER AND ME.  WE HAVE NOT ENTERED 
INTO SUCH AN AGREEMENT. 
 
FURTHER, I UNDERSTAND THAT THE CONTENTS OF THIS HANDBOOK ARE SUMMARY 
GUIDELINES FOR EMPLOYEES AND THEREFORE NOT ALL INCLUSIVE.  THIS HANDBOOK 
SUPERSEDES ALL PREVIOUSLY ISSUED EDITIONS.  EXCEPT FOR THE AT-WILL NATURE OF 
EMPLOYMENT, THE CITY 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 CITY OF GUNNISON.  
THESE CHANGES MAY OCCUR AT ANY TIME, WITH OR WITHOUT NOTICE. 
 
 
 
______________________________       
Printed Name     
 
 
 
______________________________   _______________  
Signature       Date 


