KIT CARSON COUNTY COMMISSIONERS

MINUTES
DECEMBER 17,2014
8:00 AM. WORK SESSION - Including Consent Agenda
Payables
Minutes
Side Hems

10:30 AM. COMMISSIOENR MEETING TO CONVENE

11:00 AM. JEFF CURE - COUNTY ATTORNEY

12:00 P.M. LUNCH

1:00 P.M. ADOPT 2015 BUDGET AND MILL LEVY CERTIFICATION
1:30 P.M. DAVID LITTERALL — EMPG FUNDING UPDATE

2:00 P.M. BRITTNY LEWTON CONFERENCE CALL WITH BOCC
2:30 P.M. CHARLES LITTERAL - VSO QUARTERLY REPORTS
3:00 P.M. BOCC TO REVIEW APPLICATIONS FOR AMBULANCE LICENSE
3:30 P.M. DOUG ANDERSON — BID CORRECTIONS

4:00 P.M. TALANA DAVIS ~ ROYALTY BUDGET

5:00 P.M. MEETING TO ADJOURN

Review the following:
Consent agenda
¢ Accounts payables
e Minutes
+ PO - Everything for Offices (Extension Office)
New Items:
Signatures:
e  Valerie Rhoades — Appeintment Letter
Oid items:
¢ Mower Tractor Bids
Emplovee Items:
*+  Wage sheet for Tim Cooley — Changing Departments
FYI1:

Meeting called to order by Chairman Gary Koop. Those present were Gary Koop, Dave
Hornung, Dave Gwyn, Paula Weeks, and Della Calhoon.

CONSENT AGENDA

The Board of County Commissioners reviewed accounts payables and minutes for
December 10, 2014. Motion to approve the consent agenda for Accounts Payables and Minutes
for December 10, 2014 was made by Dave Hornung, seconded by Dave Gwyn, motion carried
by unanimous vote of Gary Koop.

EXTENSION OFFICE-CABINET

Paula presented an Invoice for the Extension office who would like to purchase a cabinet
from Everything for Offices in the amount of $713.00.

Dave Hornung made motion to approve invoice from Everything for Offices for a cabinet
with recessed doors for $713.00 for Extension Office, seconded by Dave Gwyn, motion carried
by Gary Koop.




PURCHASE ORDER-HEALTH & HUMAN SERVICES

Paula presented a Purchase Order for Public Health for Immunization vaccine in the
amount of $1,683.04.

Dave Hornung made motion to approve purchase order of 10 Proquad MMR-V for
$1,683.04, seconded by Dave Gwyn, motion carried by Gary Koop.

PROPOSAL - MKE ENGINEERING

The Board of County Commissioners discussed repairs that are needed on County Rd 30
south of Stratton.

Dave Hornung made motion to approve proposal to improve County Road 30, south of
Stratton, from MKE Engineering for $4,000.00 plus expenses. Expenses to be less than $300.00
which includes mileage and printing. Seconded by Dave Gwyn, motion carried unanimously by
(Gary Koop.

14-069

RESOLUTION TO SUMMARIZE EXPENDITURES AND REVENUES FOR EACH
FUND AND ADOPTING A BUDGET FOR KIT CARSON COUNTY, COLORADO, FOR
THE CALENDAR YEAR BEGINNING ON THE FIRST DAY OF JANUARY, 2015 AND
ENDING ON THE LAST DAY OF DECEMBER, 2015

The Board of County Commissioners reviewed a resolution to adopt the 2015 budget for
calendar 2015.

Motion made by Dave Gwyn to approve Resolution 14-069, seconded by Dave Hornung,
motion carried by unanimous vote of Gary Koop.




RESOLUTION NO. /- 069

STATE OF COLORADC )
Jss.
COUNTY OF KIT CARSON)

At a regular meeting of the Board of County Commissioners for Kit Carson County, Colorado, held at the
Court House in Burlington on Wednesday the 17th day of December, 2014, there were present:

Gary KOOP...ooovvviivirieinienns Chairman

Dave GWYNL ..o Commissioner

David L. Hormung. ..o Commissionher

Patrfcia A Witzel ... Depuiy County Clerk
Patla Weeks... ... Administrator

when the following proceedings, among others, were had and done, to-wit:

A RESOLUTION TO SUMMARIZE EXPENDITURES AND REVENUES FOR EACH FUND AND
ADOPTING A BUDGET FOR KIT CARSON COUNTY, COLORADO, FOR THE CALENDAR YEAR
BEGINNING ON THE FIRST DAY OF JANUARY, 2015 AND ENDING ON THE LAST DAY OF ‘
DECEMBER, 2015

WHEREAS, the Board of County Commissioners of Kit Carson County appointed Paula S. Weeks, County
Administrator to prepare and submit a proposed budget to said governing body at the proper time; and

WHEREAS, Paula S. Weeks, County Administrator submitted a proposed draft budget to this governing
body on Wednesday, October 15, 2014, for its consideration; and

WHEREAS, upon due and proper notice, published or posted In accordance with the faw, said proposed
budget was open for inspection by the public at a designated place, and Interested taxpayers were given
the opportunity to file or register any objections to said proposed budget, and

WHEREAS, whatever increase may have been made in the expenditures, like increases were added to the
revenues so that the budget remains balanced, as required by law.

NOW THEREFORE, BE IT RESOLVED BY THE BOARD OF COUNTY COMMISISONERS OF KIT
CARSON COUNTY, COLORADO:!

Section 1.That the budget as submitied, amended, and hereinabove summarized by fund, hereby
is approved and adopted as the budget of Kit Carson County for the year stated above.

Section 2. That the budget hereby approved and adopted shall be signed by the Board of Gounty
Commissioners and made a part of the public records of Kit Carson County.

ADOPTED THIS 17th day of December, 2014 at Burlington, Colorado.

Motion made by/"Dm/@ @,ﬁ, 1., seconded by ::Dﬁ? i Aé\"fw'ﬂj 3

Motion carriad by unanimous vote of @,} :ja %/no/@



RESOLUTIONNO. /-4, 9

Board of County Commissgioners
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STATE OF COLORADO ) Uk ORADO o

)SS. RUTTIPRTLLY

COUNTY OF KIT CARSON )

. Patricia A, Witzel, Daputy County Clerk gnd ex-officio Clerk of the Board of Gounty Commissioners in
and for the County and State aforesaid, do hereby certify that the annexed and foregoing Resolution is

truly copied from the Records of the Proceedings of the Board of County Commissioners of said Kit
Carson County, now in my office,

IN WITNESS WHEREOF, | have hereunto set my hand and affixed the seal of the County at Burlington,
this 17th day of December, 2014,
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14-070
RESOLUTION TO APPROPRIATE SUMS OF MONEY TO THE VARIOUS FUNDS
AND SPENDING AGENCIES, IN THE AMOUNT AND FOR THE PURPOSE AS SET
FORTH BELOW, FOR KIT CARSON COUNTY, COLORADO, FOR THE 2015
BUDGET YEAR

The Board of County Commissioners reviewed a resolution to appropriate spending for
the budget year 2015. Motion to approve Resolution 14-070 made by Dave Gwyn, seconded by
Dave Hornung, motion carried by unanimous vote of Gary Koop.




RESOLUTION NO. 14-070

STATE OF COLORADO )
) 8s.
COUNTY OF KIT CARSON )

At a regular meeting of the Board of County Comimissioners for Kit Carson County, Colorado, held at the
Court House in Burlington on Wednesday the 17th day of December, 2014, there were present:

Gary Koop ... Chairman

Dave GWYh......ooereee, Commissioner

Pavid L. Hormung........ Commissioner

Patricia A. Witzel.......... Deputy County Clerk
Pauia Weeks...............Administrator

when the foliowing proceedings, among others, were had and done, to-wit:

A RESOLUTION TO APPROPRIATE SUMS OF MONEY TO THE VARIQUS FUNDS AND SPENDING
AGENCIES, IN THE AMOUNT AND FOR THE PURPOSE AS SET FORTH BELOW, FOR KiT CARSON
COUNTY, COLORADO, FOR THE 2015 BUDGET YEAR.

WHEREAS, the Board of County Commissioners has adopted the annual budget in accordance with the
Local Governmert Budget Law, on December 17th, 2014, and,

WHEREAS, the Board of County Cornmissioners has made provision therein for revenues in an amount
equal to or greater than the total proposed expenditures as set forth in said budget, and;

WHEREAS, it is not only required by law, but also necessary to appropriate the revenues provided in the
budget to and for the purposes described below, thereby establishing a limitation on expenditures for the
operations of the County.

GENERAL FUND $7,774,391.00
PUBLIC HEALTH AGENCY $ 1,539,008.00
ROAD & BRIDGE FUND $ 6,143,366.00
AMBULANCE FUND $ 603,362.00
SOLID WASTE FUND $ 1,231,832.00
CAPTIAL EXPENDITURE FUND $  95852.00
CONSERVATION TRUST FUND $ 36,924.00
SOCIAL SERVICES FUND $ 3,024,396.00
E-911 FUND $ 192,308.00
KCC FACILITIES FUND § 3,212.00
CONTINGENCY FUND $ 204,518.00
TOTAL APPROPRIATIONS $20,849,101.00

NOW THEREFORE, be it resolved by the Board of County Commissioners of Kit Carson County,
Colorado that the following sums are hereby appropriated from the revenue of each fund, to each fund,
for purposes stated:

BE IT FURTHER RESOLVED THAT THIS RESOLUTION IS EFFECTIVE IMMEDIATELY THIS 17th day
of December, 2014. :

DONE THIS 17th day of December 2014, at Burlington, Colorado.



RESOLUTION NO. 14-070

Motion made by 7 b3, /e éj‘n il Seconded by _/ Douse /é/m AL NG
7 7 b S

Motion carried by unanimous vote of é{? iy %n L)

Board of County Commissioners
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COUNTY OF KIT CARSON )

|, Patricia A, Witzel, Deputy County Clerk and ex-officio Clerk of the Board of County Commissioners in
and for the County and State aforesaid, do hereby certify that the annexed and foregoing Resolution is
truly copied from the Records of the Proceedings of the Board of County Commissioners of said Kit
Carson County, now in my office.

IN WITNESS WHEREOF, | have hereunto set my hand and affixed the seal of the County at Burlington,
this 17th day of December, 2014,

L L /If

(‘//2//"5;';'.«((? 2 0 /djéj%?/ Ty,

‘*‘M CARSE, ™,
Patricia A. Witzel, Deputy County!ﬁte s




14-071
RESOLUTION LEVYING GENERAL PROPERTY TAXES FOR THE YEAR 2014, TO
HELP DEFRAY THE COSTS OF GOVERNMENT FOR KIT CARSON COUNTY,

COLORADO, FOR THE 2015 BUDGET YEAR.
The Board of County Commissioners reviewed a resolution levying General property

Taxes for the year 2014,
Dave Gwyn made motion to approve Resolution 14-072, seconded by Dave Hornung,

motion carried by unanimous vote of Gary Koop.




RESOLUTION NO.14-071

STATE OF COLORADO )
) s8.
COUNTY OF KIT CARSON }

At a regular meeting of the Board of County Commissioners for Kit Carson County, Colorado, held at the
Court House in Burlington on Wednesday the 17th day of December, 2014, there were present:

Gary Koop....ocooveen Chairman

Dave GWyl oo Commissioner

David L. Horrung.........cocov oo Commissioner
Patricia A, Witzel ................. Deputy County Clerk
Paula Weeks.................... County Administrator

when the following proceedings, among others, were had and done, to-wit:

A RESOLUTION LEVYING GENERAL PROPERTY TAXES FOR THE YEAR 2014. TO HELP DEFRAY

THE COSTS OF GOVERNKMENT FOR KIT CARSON COUNTY, COLORADO, FOR THE 2015 BUDGET
YEAR,

WHEREAS, the Board of County Commissioners of Kit Carson County, has adopted the annual budget in
accordance with the Local Government Budget Law, on December 17, 2014 and;

WHEREAS, the amount of money necessary for genaral operating purposes from property tax revenue is
$5,216,212.00 and;

WHEREAS, the 2014 valuation for assessment for Kit Carson County as certified by the County Assessor
is £137.388,089.00.

NOW THEREFORE, be it resolved by the Board of County Commissioners of Kit Carson County,
Colorado:

Section 1. That for the purpose of meeting all general operating expenses of Kit Carson County during
the 2015 budget year, there is hereby levied a tax of mills upon each doliar of the total valuation for
assessment of all taxable property within Kit Carson County for the year 2014,

Section 2. That the Board is setting the mill levy at 37.967 mills for the 2014 budget year.

Section 3. That the Board of County Commissioners of Kit Carson County Colorado is hereby authorized
and cartifies the milt levies as hereinabove determined and set.

DONE THIS 17th day of December, 2014 at Burlington, Colorado.
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Board of County Commissioners
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|, Patricia A. Witzel, Deputy County Clerk and ex-officio Clerk of the Board of County Commissioners in
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truly copied from the Records of the Proceedings of the Board of County Commissioners of said Kit
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WAGE CHANGE FOR AMBULANCE YOLUNTEERS

Paula received a chart of wage changes from Breanna Lightle for the Ambulance Service
as follows:

Weekday and Weeknight Call Pay

First Responder S 090 per hour
EMT s 097 per hour
EMT-Basic/IV §  1.05 per hour
RN w/o ACLS s 111 per hour
EMT-t or RN

w/ACLS $ 1.28 per hour
EMT-Paramedic § 1.39 per hour
Run Pay (All cert Levels)

0-10 miles $ 15.00

11-20 miles S 20.00

21-30 miles S 25.00

31-40 miles S 30.00

41-50 miles S 40.00

51-60 miles $ 50.00

61-70 miles $ 60.00

71-99 miles $ 70.00

OTHER PAY - varies Monthly, see time sheet

WEEKEND/HOLIDAY $50.00

SUPERVISOR PAY $40.00

Dave Hornung made motion to approve Wage Change for ambulance Volunteers,
seconded by Dave Gwyn, motion carried by Gary Koop.

ORANGE SHEET-SHERIFF JAIL

The Board of County Commissioners reviewed a request for job change for Tim Cooley
from Road Deputy to Jail. Wage $15.21/Hour with Annual Salary $31,635.99. A 6 month trial
period for this position. Dave Hornung made motion o approve job change for Tim Cooley,
seconded by Dave Gwyn, motion carried by unanimous vote of Gary Koop.

CONTRACT- JOHN DEERE -DISTRICT 1

The Board of County Commissioners reviewed a contract for a 2015 John Deere 772GP
Motor Grader Motor Grader for District #1 in the amount of $245,684.00 less trade in of 2008
Cat B9D1249 for $125,000.00 for a balance of $120,684.00.

Motion made by Dave Hornung to approve contract on a 2015 John Deere 772GP motor
grader with 6wd, with Grade Pro Controls for $120,684.00 for District 1. Seconded by Dave
Gwyn, motion carried by unanimous vote of Gary Koop.




CONTRACT-CATERPILLAR-DISTRICT 2

The Board of County Commissioners reviewed a contract for a 2015 Caterpillar 140M
Motor Grader for District #2 in the amount of $264,500.00 less trade in of 2004 Cat APN00409
for $103,250.00 for a balance of $161,250.00.

Motion made by Dave Gwyn to approve contract on a 2015 Caterpillar 140 AWD Serial
No. ON9J00184 for $161,250.00 for District 2, seconded by Dave Hornung, motion carried by
unanimous vote of Gary Koop.

CONTRACT-CATERPILLAR-DISTRICT 3

The Board of County Commissioners reviewed a contract for a 2015 Caterpillar 140M
Motor Grader for District #3 in the amount of $264,500.00 less trade in of 2002 Cat 1AL0O1255
for $84,000.00 for a balance of $180,500.00.

Motion made by Dave Hornung to approve contract on a 2015 Caterpillar 140M3 AWD,
Serial No ON9J00185 for $180,500.00 for District 1, seconded by Dave Gwyn, motion carried by
unanimous vote of Gary Koop.

LEVIES & REVENUES BUDGET YEAR 2015

The Board of County Commissioners reviewed the report of Levies & Revenues for
budget year 2015.

Dave Hornung made motion to certify the Certification of Levies and Revenues for
Budget Year 2015 of $137,388,059.00, seconded by Dave Gwyn, motion carried by Gary Koop.
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Social Services, 585,868

Road & Bridge, $1,031,150

Solid Waste, $274,776

Share-back to Towns,

General, $3,533,209
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SUBDIVISION EXEMPTION-DONN WITZEL

The Board of County Commissioners reviewed a subdivision exemption & plat for Donn
Witzel on a .74 acre tract of land for a residential house located in the northwest quarter of
Section 36, Township 88, Range 44 West. This was reviewed by the Kit Carson County Planning
Commission and approved on December 15, 2013,

Motion to approve subdivision exemption for a .74 acre tract for Donn Witzel was made
by Dave Hornung, seconded by Dave Gwyn, motion carried by unanimous vote of Gary Koop.

JEFF CURE-COUNTY ATTORNEY

Jeff Cure stated that he will meet with Mike Grinnan, lawyer for City of Burlington with
draft for Sheriff’s Department. Jeff stated that there has been no further information on social
services issue.

AMBULANCE LICENSES FOR 2015

The Board of County Commissioners reviewed the applications for Kit Carson County
Ambulance Service. The inspector stated that three of the ambulance are equipped to provide
Advanced Life Support. Della made this notation on the license which ambulance may be used
for Advance Ambulance Service and which can be used as Basic Life Support. Motion to
approve Kit Carson County Ambulance License and Community Ambulance Service was made
by Dave Hornung, seconded by Dave Gwyn, motion carried by unanimous vote of Gary Koop.

14-072
NEW HIRE PROCEDURES

The Board of County Commissioners reviewed a New Hire Procedures for Kit Carson
County and this will be handed to each Elected Official and Department Head. This will assist
the employment process and to assure that the recruitment and selection processes are consistent
and identify the best qualified employees for Kit Carson County.

Motion to approve and adopt the New Hire Procedures was made by Dave Hornune,
seconded by Dave Gwyn, motion carried by unanimous vote of Gary Koop.




Approved December 17, 2014

{. Purpose

The purpose of this policy is to establish guidelines for the employment process and to assure that
the recruitment and selection processes are consistent and identify the best qualified employees for
Kit Carson County.

it. Policy

It is the express policy of KIT CARSON COUNTY to follow fair employment practice laws. All
persons having the authority to hire, discharge, transfer, or promote personnel will follow a non-
discriminatory policy of implementing personnel actions without regard to political affiliation, race,
color, national origin, religious affiliation, age, gender or handicap. The County offers equal
opportunity in the employment and advancement of qualified applicants and employees.

KIT CARSON COUNTY seeks to employ individuals based upon their qualifications, experience, and
ability to perform the position responsibilities. All applicants can expect a fair and completed
evaluation of their application. Successful applicants will be required to pass a pre-employment drug
and alcohol! screening and will be subject to subsequent random testing.

Full time employees will be placed on the approved Salary Step and Grade scale which is set by the
Board of County Commissioners.

1. Personne! Hiring Procedures ‘

Department Head shall notify the KIT CARSON COUNTY Human Resources Office of all
vacancies and may, within the provisions of this policy, recommend promoting a qualified
employee within the department or posting the position on the job vacancy list.

A. Fuill Time Positions
1. Filling Positions Internally

(a) To fill a vacant position by promotion within a department or division, the hiring official
should review the personnet files of all qualified applicants and select the best gualified person
in that depariment.

(b) To post a position on the job vacancy list, a Request to Advertise form must be forwarded
to the Human Resources Office for review and approval. The request form must be received in
the Human Resources Office by Friday at noon of each week to be posted on the next week's
vacancy list, web site and to be advertised in the newspaper. Each department is responsible
for the cost of their advertisement.

1{Page
Hiring Policy



(c) The Human Resources Office will review the job description and employee qualifications
and ensure the salary is in accordance with the pay plan. The Human Resources Office will
notify the Department Head of the outcome of the review.

(d) For employees transferring from another department, the hiring official in the receiving
department will notify the employee's current supervisor as a will of good gesture prior of the
selection and acceptance decision, so that a starting/transfer date can be established
and replacement arrangements made. The hiring official and the releasing department will
negotiate and agree on a mutually satisfactory release date. Normally, the transfer should
occur after 10 days (2 weeks) notice to the current supervisor. In the event that a mutually
agreed release date is not possible, the final decision will be made by the Board of County
Commissioners.

(e) The Department Head shall complete a Wage/Department Change Form (orange sheet)
and turn in to the Human Resources office to present to the KIT CARSON COUNTY Board of
Commissioners for approval to promote or transfer the employee.

2. Posting a Vacant Position Externally

(a) To post a position on the job vacancy list, a Request to Advertise form must be forwarded
to the Human Resources Office for review and approval. The request form must be received in
the Human Resources Office by Friday at noon of each week to be posted on the next week's
vacancy list, web site and to be advertised in the newspaper. Each department is responsible
for the cost of their advertisement.

(b) The Human Resources Office will review the job description and employee qualifications
and ensure the salary is in accordance with the pay plan. The Human Resources Office will
notify the Department Head of the outcome of the review

(c) Al regular vacant positions will be posted on the job bulletin board and be held open for at
least ten (10) working days. For emergency or extenuating circumstances a position may be

posted for less than ten days with the approval of the KIT CARSON COUNTY Board of County
Commissioners.

(d) All postings and advertisements shall identify security sensitive positions, any additional
requirements for employment, and KIT CARSON COUNTY as an equal opportunity employer.

(e) Positions requested to be announced will be routinely advertised in the local newspapers,
as well as being listed on the county website.

(fy Department heads can review applications in the Human Resources office that are on file
for six (6) months.

(g) The Department Head shall complete a Wage/Department Change Form (orange sheet)
and turn in to the Human Resources office to present to the KIT CARSON COUNTY Board of
Commissioners for approval to promote or transfer the employee.

2|Page
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(h) It is the supervisor's responsibility to monitor the 8 month trial period policy.

3. Application, Interview, and Selection Process

(a) Any individual interested in employment with KIT CARSON COUNTY must complete an
employment application. Candidates may also submit a resume.

(b) A current KIT CARSON COUNTY employee inferested in promotion or transfer
opportunities, must submit an application to the Human Resources Office.

(c) No applicants may be considered for any position until formal application is made through
the Human Resources Office. '

(d) Once a hiring decision has been made, all applications, notes, reference reports, and other
materials pertaining to the applicants and/or interviews must be returned to the

Human Resources Office. The offer of employment is extended after the KIT CARSON
COUNTY BOARD OF COMMISSIONERS approve and sign Wage/Department Change Form
(orange sheet).

(e) The employee must complete all new hire paperwork ON OR BEFORE THE FIRST DAY
OF EMPLOYMENT.

e The new employee orientation should be scheduled with the Human Resources Office
at least 24 hours in advance.

(f) An applicant can be disqualified from employment with KIT CARSON COUNTY if he or she
does not meet the minimum requirements of the position, makes a false statement on the
application form or during the interview process, has committed fraud during the application or
selection process, or is not legally permitted to hold the position.

(g) Some positions may require driving records being pulled, pre-employment drug testing, or
background checks being done. These must be done before the new employee begins
working and are the responsibility of the department head.

B. Employment of Non-Regular, Part-Time, Temporary, and Seasonal Personnel

(a)} To employ Non-Regular, Part-Time, and temporary personnel, the hours must be limited to
under 30 hours per week. If the Non-Regular, Part-Time, or temporary personnel works over

1,040 hours in a consecutive twelve (12) month period, the employee will be eligible for
refirement benefits.

(b) Seasonal Employees may work up to forty (40) hours per week during, not to exceed 1,040
hours per year.

3|Page
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(c) Non-Regular, Seasona!l Part-Time, and temporary personnel positions do not have to be
advertised or posted.

(d) The offer of employment for Non-Regular, Part-Time, temporary, and Seasonal personnel
is extended after the KIT CARSON COUNTY BOARD OF COMMISSIONERS approve and
sign the Wage/Department Change Form (orange sheet).

(e) It is the supervisor's responsibility fo monitor the 6 month trial period policy.

C. Wage Changes

(a) Wage/Department Change Forms (orange sheet) will only be approved for increases to
start at the beginning of the next pay period; not in the middle of a pay period.

(b) Wage increase requests after the 8 month trial period must be accompanied with a current
evaluation.

(c) KIT CARSON COUNTY BOARD OF COMMISSIONERS must approve and sign the

Wage/Department Change Form (orange sheet) before the employee is told he/she is getting a
raise. :

(d) Wage/Department Change Forms should be filled out and presented to the Human

Resources Department immediately when employees change departments, even if there is no
wage change.
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WAGE CHANGE - DEPARTMENT CHANGE

Today’s Date: Effective Date:
Department: Grade: Step:
Employee Name:
Reason for change:  (Check one)
New Hire Promotion Job Change Salary Adjustment
Raise Demotion Termination Trial Period *

Trial Period Dates ~ 6 months after Start date per county policy Date:

Current Wage: Hourly - Annual Salary-
New Wage: Hourly - Annual Salary-
New Grade- Step-
EXEMPT NON-EXEMPT
(For Employees paid across multiple programs and departments - also note combined total salary. Please use additional paper if more space is
needed. )
Part Time Full Time Fligible for Jan 1 Raise
Without Benefits With Benefits Ineligible for Jan 1 Raise

Department Head/Director Signature:

Please Forward to Human Resources Dept.

Hiring Policy
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REQUEST TO ADVERTISE FORM

The request form must be received in the Human Resources Office by Friday at noon of each week
fo be posted on the next week's vacancy list, web site and to be advertised in the newspaper. Each
department is responsible for the cost of their advertisement.

Job Title: |

Job Description:

Department:
Is this a security sensitive position? f so, specify details:

List any additional requirements for this job:

Last day for applications to be accepted:

Date:

Signature of Requestor

oy
DATE RECEIVED:
BOCC APPROVED: YES NO (circle one)
POSTED: ONLINE NEWSPAPERS BULLETIN BOARD
BY: DATE COMPLETED:

6|Page
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ADOPTED THIS 17th day of December, 2014 at Burlington, Colorado.

Motion made bywwc: /\!or a’twkzj; , seconded byDcu/ e Qwim .

Motion carried by unanimous vote of é‘%}” 7%@9

Board of County Commissioners

oy LI 2

Gary Koop, Chair

By ) —— LA,

Dave Gwyn, Commissioner

YO ) S—

David L. Hornung, Comriigsioner

ATTEST:

{ ﬁ'% (zé/%{;ﬁ’fh

Della Cathoon, County Clerk
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| Della Calhoon, County Clerk and ex-officio Clerk of the Board of County Commissioners in and for the County and State
aforesaid, do hereby certify that the annexed and foregoing Resolution is truly copied from the Records of the
Proceedings of the Board of County Commissioners of said Kit Carson County, now in my office.

IN WITNESS WHEREOQF, 1 have hereunto set my hand and affixed the seal of the County at Burlington, this 17th day of

December, 2014,

(Qﬁ%ﬁ% @Zﬂiﬁ‘w’

Della Calhoon, County Clerk
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14-073

NEW PERSONNEL POLICIES
The Board of County Commissioners reviewed changes that were needed in the

Personnel Policies (Drug Testing, Holidays up to the Board of County Commissioners). Motion
to approve and adopt the Personne} Policies was made by Dave Hornung, seconded by Dave

Gwyn, motion carried by unanimous vote of Gary Koop.
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This personnel management handbook was amended on the 17% day of December, 2014 at
Burlington, CO by the following:

Motion made by k’%’f— % "”W“:j? , seconded by :D«-*«’-cf'« (;wif” )

Motion carried by unanimous vote of C:ij 7[\/;%{9

Board of Copnty Commissioner:
By . %977

Gary Roop, Chairmap /£~

By: bﬂ‘/’/ Af;?'[ e

David L. Hornung, Commissioner

By: 0 — cﬁ{M\U\.‘_./'
Dave Gwyn, Commissioner

RECLLZIE
’

ATTEST: & e

- L ; §77 0
(/fééﬂt 75, @c(’%&zﬁu i SEAL

Detia Calhoon, County Clerk -

o S AT .°.

v, OO0
STATE OF COLORADO ) “OLORPE
Jss.
COUNTY OF KIT CARSON)

i. Della Cathoon, County Clerk and ex-officio Clerk of the Board of County Commissioners in and for the County and State
aforesaid, do hereby certify that the annexed and foregoing Resolution is truly copied from the Records of the
Proceedings of the Board of County Commissioners of said Kit Carson County, now in my office,

IN WITNESS WHEREOF, | have hereunto set my hand and affixed the seal of the County at Burlington, this 17th day of

gc/e_pber, 014 )
7
ot I Lthprrr

“"Detta Calhoon, County Clerk
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Approved 12/17/14
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SR INTRODUCTION o

IMPORTANT INFORMATION

THIS HANDBOOK IS NOT ALL INCLUSIVE, BUT IS INTENDED TO PROVIDE EMPLOYEES WITH A
SUMMARY OF SOME OF THE COUNTY’S GUIDELINES. THIS EDITION REPLACES ALL
PREVIOUSLY ISSUED EDITIONS, LETTERS, MEMORANDA, OR INDIVIDUAL UNDERSTANDINGS.

EMPLOYMENT WITH KIT CARSON COUNTY IS "AT-WILL.” EMPLOYEES HAVE THE RIGHT TO END
THEIR WORK RELATIONSHIP WITH THE COUNTY, WITH OR WITHOUT ADVANCE NOTICE FOR
ANY REASON. THE COUNTY HAS THE SAME RIGHT. 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 ARE THEY A GUARANTEE OF
EMPLOYMENT FOR A SPECIFIC DURATION. NO REPRESENTATIVE OF KIT CARSON COUNTY,
OTHER THAN THE BOARD OF COUNTY COMMISSIONERS, HAS THE AUTHORITY TO ENTER INTO
AN AGREEMENT OF EMPLOYMENT FOR ANY SPECIFIED PERIOD.

NO EMPLOYEE HANDBOOK CAN ANTICIPATE EVERY CIRCUMSTANCE OR QUESTION. AFTER
READING THE HANDBOOK, EMPLOYEES WHO HAVE QUESTIONS SHOULD TALK WITH THEIR
IMMEDIATE SUPERVISOR OR THE HUMAN RESOURCES OFFICE. IN ADDITION, THE NEED MAY
ARISE TO CHANGE THE GUIDELINES DESCRIBED IN THE HANDBOOK. EXCEPT FOR THE AT-
WILL NATURE OF EMPLOYMENT, THE COUNTY THEREFORE RESERVES THE RIGHT TO INTERPRET
THEM OR CHANGE THEM WITHQUT PRIOR NOTICE,
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Welcome to Kit Carson County!

A challenging and rewarding experience awaits you as an employee of Kit Carson County. These
Personnel Guidelines have been written to answer some of the questions you may have
concerning the County, as well as to provide a consistent framework for personnel management
within the County. All employees should familiarize themselves with the contents of this
handbook as soon as possible, for it may answer many questions about your employment with
the County.

We believe that each employee contributes directly to the success of the organization, and we
hope you will take pride in being a member of Kit Carson County’s team.

We hope that your experience here will be challenging and enjoyable.

Board, of et Canca County Commissisnen

IISSION STATEMENT

The mission of Kit Carson County is to model excellence
in local government through accountability to the community,
and to strive daily to provide services as a responsive body fo
meet citizen needs and a quality of life.

We are dedicated to facilitating services that provide
public health, well being, safefy and infrastructure to the citizens of
Kit Carson County, while continually improving and increasing
our efficiency, therefore maximizing our tax-payers dollars.

4|Page
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. CHAPTER I EMPLOYMENT

101 EQUAL EMPLOYMENT OPPORTUNITY (EEQ) POLICY

The County is dedicated to the principles of equal employment opportunity. We prohibit unlawful
discrimination against applicants or employees on the basis of age 40 and over, race, sex, color, religion,
national origin, disability, genetic information, or any other applicable status protected by state or local
law.

102 ADA & RELIGIOUS ACCOMMODATION

The County will make reasonabie accommodation for gualified individuals with known disabilities and
employees whose work requirements interfere with a religious belief ynless doing so would result in an
undue hardship to the county or a direct threat. Employees needing such accommodation are instructed
to contact their supervisor or Human Resources (HR) immediately.

103 FEQO HARASSMENT

The County strives to maintain a work environment free of unlawful harassment. In doing so, the County
prohibits unlawful harassment because of age 40 and over, race, sex, color, religion, national origin,
disability, genetic information, or any other applicable status protected by state or locatl law,

Unlawful harassment inciudes verbal or physical conduct that has the purpose of or effect of substantially
interfering with an individual's work performance or creating an intimidating, hostile, or offensive work
environment. Actions based on an individual's age 40 and over, race, sex, color, religion, national origin,
disability, genetic information, or any other applicable status protected by state or local law will not be
tolerated. Prohibited behavior may include but is not limited to the following:

s Written form such as cartoons, e-mail, posters, drawings, or photographs,
e Verbal conduct such as epithets, derogatory comments, slurs, or jokes.
o Physical conduct such as assault, or blocking an individual’s movements.

This policy applies to all employees including Elected Officials, department heads, supervisors, co-workers,
and non-employees such as customers, clients, vendors, consultants, salespersans, etc.

104 SEXUAL HARASSMENT

Because sexual harassment raises issues that are to some extent unique in comparison to other types of
harassment, the County believes it warrants separate emphasis.

The County 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:

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

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

e Such conduct has the purpose or effect of substantially interfering with an individual's performance
or creating an intimidating, hostile, or offensive werk environment,

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:
s Written form such as cartoons, e-mail, posters, calendars, notes, letters, etc,
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e Verbal form such as comments, jokes, foul or obscene language of a sexual nature, gossiping, or
guestions about another’s sex life, or repeated unwanted requests for dates,

s Physical gestures and other nonverbal behavior, such as unwelcoming touching, grabbing, fondling,
kissing, massaging, and brushing up against another’s body.

105 COMPLAINT PROCEDURE ~ EEQO/ADA/SEXUAL HARASSMENT

If you believe there has been a violation of the EEQ policy or harassment based on the protected classes
outlined above, including sexual harassment, please use the following complaint procedure. The County
expects employees to make a timely complaint to enable it to investigate and correct any behavior that
may be in violation of this policy. ‘

Report the incident to County Administrator and/or their designee, who will investigate the matter and

take corrective action, as necessary. Your complaint will be kept as confidertial as practicable. If you

prefer not to go to either of these individuals with your complaint, you should report the incident to the
Chairman-Board of Kit Carson County Commissioners.

The County 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 foliow the complaint procedure outlined above. The situation will be investigated.

If the County determines that an employee’s behavior is in violation of this policy, disciplinary action will
pe taken, up to and including termination,

106 PROBLEM RESOLUTION - GENERAL

If problems and complaints arise in the workplace, we encourage you to use the following procedure:;

1. Discuss the situation with your supervisor within three (3} to five (5) days, or at least in a timely
hasis. Discussions held in a timely manner will enhance our ability to resolve concerns while it's
fresh in everyone's mind. The majority of misunderstandings can be resolved at this level.

2. If a resolution is not reached with your supervisor or if it Is inappropriate to go to your supervisor,
discuss the situation with your Elected Official/department head.

3. If the situation is not resolved, communicate the problem directly to the County Administrator,

4. Should further resolution be required, the Board of County Commissioners makes the final
determination. The Board’s decision is final.

107 EMPLOYEE CLASSIFICATION STATUS

107.1 Reqular Full-Time Employee

An employee who is normally scheduled to work at least 32.0 or 40.0 hours per week (depends on
department). Full-time employees are currently eligible for County benefits.

107.2 Part-Time Emplovee

An employee who is normally scheduled to work less than 30.0 hours per week with no more than 1,040
hours per year. Part-time employees currently are not eligible for County benefits other than those
required by law or regulation.

1067.3_Temporary/Seasonal Emplovee

An employee who is hired in a job established for a temporary period or for a specific assignment.
Temporary employees receive no County benefits other than those required by law or regulation.
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107.4 Regular Contract Emplovee

An employee who is hired under the terms and conditions of a contract. This does not include
“independent contractors.” Such empioyees may be part-time or full-time, and receive no compensation
or benefits other than those outlined in the terms and conditions of their specific contract. Such contracts
shall be reviewed and authorized by the Board of County Commissioners.

167.5 Exempi Employee

An employee who is not eligible for overtime pay. Exempt employees are paid on a salary basis, and must
meet certain criteria under the Fair Labor Standards Act (FLSA).

107.¢ Non-Exempt Empiovee

Non-exempt employees are eligible to earn compensatory time at one and one-half times their reguiar
rate of pay for ail hours worked in excess of 40.0 hours per workweek, or other specified work period per
the Fair Labor Standards Act. Overtime is given as compensatory time and will not be paid out unless
approved by the board of commissioners., Any compensatory time will be paid out when the employee
hecomes separated from employment with the company.

108 EMPLOYMENT OF RELATIVES

The County may hire relatives of current employees except in the following situations:

» Relative would be in a position to directly supervise another relative.
s Relatives have access to confidential information including personnel records,

o Relatives would audit, verify, receive, or are entrusted with money handled by another relative.

A relative is defined as parent, spouse, child, grandchild, grandparent, brother, sister, nephew, niece,
aunt, and uncle and current in-laws of the same relationship.

In the event two employees marry and one of the above situations applies, the County will try to arrange
a transfer. If no such transfer is available, one of the employees must terminate within ninety (90) days
from the date of marriage. The decision as to which one resigns will be left to the two employees.

These guidelines apply to all categories of employment, including full-time, part-time, and temporary
classifications. They also apply to ali relatives and to individuals who are not legally related, but who
reside with another employee. It is the employee's responsibility to disclose such a relationship. Failure to
do so may result in disciplinary action.

109 PERSONNEL/EMPLOYEE RECORDS

The County maintains personnel files on each employee. These files contain certain documentation
regarding aspects of the employee’s employment with the county, such as performance appraisals,
beneficiary designation forms, certifications, letters of commendation, etc. If you want to look at your file
or discuss it with someone, contact the Human Resources Office to schedule an appointment.

To ensure that your personnel file is up-to-date at all times, notify the Human Resources Office of any
changes in the following: Your name, telephone number, home address, marital status, number of
dependents, beneficiary designations, education and training, emergency contact names & telephone
numbers, and any other relevant information,

Generally, the employees' official personnel files are kept in the Human Resources Office (unless statute or
regulations require different location). In those situations, a comprehensive supplemental file will be
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submitted to the Human Resources Office. Access to all personnel files, regardiess of where they are
kept, is governed by C.R.S. 24-72-204, regarding allowances or denial of public records.

Copies of any personnel actions taken for or against an employee must be submitted to the Human
Resources Office in order to maintain an accurate and current reporting of the employee’s status.

110 PERFORMANCE APPRAISALS

Evaluating employee job performance and providing feedback is an important factor in making
employment-related decisions. Please contact and advise your supervisor or Human Resources if more
than a year has passed since receiving formal feedback.

111 JOB POSTING

Recognizing the need to fill available positions with the best-qualified people, the County may recruit from
outside as well as consider qualified candidates in the County.

Normally, job openings are posted in the county appointed newspaper and on the county website.
Employees may submit applications to Human Resources office,

112 DRUG TESTING

Applicants agree to be tested as a condition of employment and are not hired if they produce a positive
test. A positive test result or refusal to take the test shall result in the individual no longer being
considered for employment with the County. In addition, random drug testing will be raquired for all
employees. There are separate policies for Federal or Non-Federal drug and alcohol testing dependent on
job requirements.

113 SEPARATION FROM EMPLOYMENT

The County requests that employees who wish to resign their positions notify the County 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 the Human Resources Office.

Employees who plan to retire are asked to provide sufficient time to process pension forms to ensure that
retirement benefits commence in a timely manner.

“| ast day worked” is defined as the last day the employee is physically on the job. The employee wiil
receive a final check through the last day actually worked, along with any payouts for accrued leave, if
eligible. Employees do not accrue any additional leave nor are they eligible to use leave after their “last
day worked.”

114 EXIT INTERVIEWS

Exit interviews with the Human Resources Office are normally scheduled for outgoing employees, The
purposes of this interview are to review eligibility for benefit continuation and conversion, to ensure that
necessary forms are completed, to collect all county property that may be in the employee’s possessions
(e.g., County credit cards, keys, identification cards, etc.), and to provide employees with an opportunity
to discuss their job-retated experience.

1i5 REHIRE

Employees considered for renire with the County wiil need to meet satisfactory performance and
attendance standards. Employees separated from employment through no fault of their own in the
judgment of the County may also be considered for rehire. Any person seeking rehire may do so by
applying to the Human Rescurces Office.

Typically, persons discharged from employment are not considered for rehire.
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. CHAPTER II HOURS OF WORK = .

201 HOURS OF WORK/WORKWEEK

Normally, our workday begins at 8:00 a.m. in the morning and ends at 5:00 p.m. in the afternoon. It
may be necessary for employees in certain departments to work at timas other than the regularly
scheduled hours, depending on the needs of the County, i.e., Road & Bridge and Public Safety. Some
departments may have an option of a four (4) day work week.

From time to time, you may be required to work overtime. For the purposes of calculating overtime, the
workweek begins Sunday at 12:01 a.m. and ends Saturday at midnight, Different workweeks may be
designated to facilitate the operation of a specific department.

202 TIME REPORTING

All employees (including those classified as exempt) are required to complete a daily time card. At the
conclusion of each month, employees must sign the time card and submit it to their immediate supervisor
for sighature and approval. It is necessary for employees to indicate whether the recorded hours are for
time worked, or time off.

Proper recording of time is important for both the employee and the County.

203 MEAL TIME/BREAKS

Meal and break times are currently provided to relax and refresh you for the day’s work. Since each
department’s needs are different, ask your supervisor for the meal and break schedules in your
department.

Generally, meal periods are 30-60 minutes in duration and breaks are fifteen (15) minutes long. While
rmeal periods are counted as unpalid time, break periods are included in your paid work time,

We recognize the importance of taking “breaks” during the workday. It gives us an opportunity o enjoy a
short rest period or to take a coffee break, Two rest periods, not to exceed fifteen (15) minutes each, are
provided during the workday. Rest periods are to be scheduled with your supervisor so as to provide
continuous coverage of the telephone and other services. Rest periods should not be used to shorten the
workday or to extend the lunch period. When breaks must be skipped because of workload, it does not
mean that you can leave early.

204 INCLEMENT WEATHER

The County rarely closes due to adverse weather conditions. In the event of an extreme weather
situation, it may be necessary to close County facilities. The Board of County Commmissioners is the only
authority that may authorize such a closure. Each employee should decide whether it is safe to travel,
We expect all employees to make a determined effort to report for work, even if they are late.

Employees who have not reported to work should check for closure announcements on loca! radio station
KNAB 104,1FM.

If the County does officially close as a result of weather conditions, the following criteria shall apply:
» I the closure is authorized before normal working hours, employees will be paid for a regular work

day.
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« If the closure is authorized during a regular business day, employees at work will be excused at
that time, and paid for their regular work hours, Exempt employees who are not at work may also
be considered for regular day pay.

» Employees not at work when the closure Is authorized because they are on leave will have the time
charged against their leave accruals as though the office/department had remained open.

» Employees who, for personal reasons, wish to leave work early during severe weather conditions
may do so with permission from thelir supervisor, and shall be charged leave time for the hours
they are absent from work. If leave is not available, it will be charged as leave without pay.

» Employees who do hot come to work due to weather conditions when a closure has not been
authorized shall be charged leave time for their regular workday, or if leave is not available, it will
be charged as leave without pay.

Some County services are required regardless of the weather. Elected officials/department heads

responsible for providing these necessary services will specify which employees are to report to work, and
make the proper notifications (if required).

301 COMPENSATION ADMINISTRATION

The County considers a number of factors including organizationai effectiveness, our need for
attracting/retaining gualified and talented employees, as well as our financiai position. Four main tools
are utilized to determine compensation.

e Job Description — All of our jobs have been defined in a written job description. These typically
identify the purpose, responsibilities, qualifications, and accountabilities of the job.

o Job Evaluation - This is a process used to rate a position within the organizational structure of the
County. The purpose is to establish the relationship of each job in comparison to other jobs within
the organization.

o Salary Ranges ~ Currently we have a formal salary structure in an attempt to keep our salaries
aligned with comparable markets. These ranges are developed by biending our compensation
philosophy, salary survey data, and current economic and financial conditions.

o Performance Appraisal - This process measures an employee’s demonstrated job performance and
results achieved. How well a job is performed is one of the major factors that determine eligibility
for a merit increase,

In using the above tools the Board of County Commissioners may adopt a classification and compensation
plan for ali county employees paid in whole or in part by the county. Changes in benefits, pay grades, and
job classifications of employees shall thereafter be made in accordance with the plan as established by
law.

301.1 STEP & GRADE PLAN

The Commissioners reserve the right to freeze the plan due to budgetary constraints.

There are three families of job classifications:

GN - General fund employees who work 40 hours per week
RB - Road and Bridge and Landfill employees work 40 hours per week
55 - Social Services employees work 40 hours per week
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The Kit Carson County pay and compensation plan has nine steps for each grade level. When an
employee is hired for a classified position, he/she will be placed on a grade by recommendation from the
Department Head and final decision by the Board of County Comtmissioners.

Typically & new employee will be placed on Step 1. If he/she enters the system on Step 1, he/she enters
a trial period of six months. At the end of six months he/she will receive a performance appraisal. If the
appraisal Is unsatisfactory, he/she will either be let go or given an extended introductory period as defined
by the Department Head. An employee will not move to Step 2 until he/she receives a better than
satisfactory performance appraisal. A county employee being promoted to a new position may start on
Step 1 and remain there for 2 years.

If placed on the Steps from level 2-6, the employee typically will not change steps until he/she has two
additional years of experience and has received a better than satisfactory performance appraisal. Steps 7-
9 require three additional years of experience between steps and a satisfactory performance appraisal.
performance appraisals will be an annual part of the county’s pay and compensation plan.

Other salary increases such as cost of living raises will be considered separately by the Board of County
Commissioners each year. If a cost of living increase is granted to ail employees, the pay and
compensation plan will be adjusted accordingly.

Some job categories have mere than one level. An example would be Social Services Case Services Aide
and Senior Case Services Aide - two levels. An employée must be on the lower level at least three years
before they could be recommended to move to a higher position level.

The Commissioners reserve the right to freeze the plan due to budgetary constraints.

Job descriptions and any revisions will be created, maintained and issued to the employee by the Elected
Official or Department Head. At no time will a job description be distributed without the description’s final
approval of the Elected Official, Department Head and the Board of County Commissioners.

302 PAY FOR EXEMPT EMPLOYEES

It is our guideline to comply with the salary basis requirements of the Fair Labor Standards Act (FLSA).
Exempt employees must be paid on a salary basis. This means exempt employees will regularly receive a
pre-determined amount of compensation for each pay period. Exempt employees are expected to work
forty (40) hours per work and any hours over the forty (40) hours per week as necessary to fulfill the job
requirements. A time sheet must be presented monthly showing such hours worked or used for
vacation/sick time. The County is committed to complying with salary basis requirements which allows
properly authorized deductions.

Deductions from salaries that are permissible;
o Personal absences. Employers may deduct for full day absences for personal reasons other than

sickness or disability.

o Absences for illness or injury. Employers may deduct for full day absences due to iliness or injury
if hona fide sick pay/disability plans are in place.

o Absences for FMLA Leave, Employers may deduct for full day absences taken as FMLA leave and
partial day absences for hours taken as intermittent or reduced FMLA leave.

e Offsets. Employers may offset employees’ pay for amounts received by the employee for jury fees,
witness fees, or military pay.

e Infractions of Safety Rules. Employers may deduct for penalties impased when salaried employees
violate safety rules of major significance.
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s Infractions of workplace conduct rules. Employers may suspend exempt employees without pay for

full day for infractions of written workplace conduct rules, i.e., serious workplace misconduct such

as sexual harassment, alcohol & drug violations, etc. Such action would be taken upon completion

of an investigation of the situation by the County Administrator and/or designee. If the County

determines that an employee’s behavior is in violation of this its personnel guidelines, then such
disciplinary action will be taken.

o First or last weeks of employment. Employers may make partial week payments during an
employee’s first or last weeks of empioyment.

If you believe an improper deduction has been made to your salary, you should immediately report this
information to your supervisor,

Reports of improper deductions will be promptly investigated. If it is determined that an improper
deduction has occurred, you will be reimbursed.

303 PAY DAY

Paydays are on the fast banking day of each month and cover the immediately preceding payroll period.
If the regular payday occurs on a weekend or holiday, the payday is on the last banking day prior to the
weakend or holiday.

No advance wages will be paid. If an employee's first day of work falls on a County holiday, the employee
will not be paid for the holiday. The County has established procedures and rules for the submittal of time
sheets and other information, and these are available in the Human Resources Office.

The County requires that all employees use direct deposit.

204 COMPENSATORY TIME

304.1 Overtime Pay Vs. Compensatory Time

In accordance with the Fair Labor Standards Act (FLSA), Kit Carson County has a policy of granting FLSA
non-exempt employees compensatory time off in lieu of compensation for hours worked in excess of forty
(40) hours per week, or other permissible work schedules for law enforcement, seasonal and other
employees. It is important to remember that all overtime must be authorized and approved in advance by
your supervisor.

Compensatory time must be used prior to vacation hours,

304.2 Compensatory time Calculation

Non-exempt employees earn compensatory time at the rate of one and one-half {1 1/2) times their
regularly hourly rate for hours worked in excess of forty (40) during their established workweek.

Law enforcernent & Ambulance personnel (FLSA defines them as employees who are empowered by State
or local ordinance to enforce laws designed to maintain peace and order, protect life and property, and to
prevent and detect crimes; who have the power to arrest; and who have undergone training in law
enforcement) would receive overtime for hours worked in excess of a work period consisting of (173.33
hours) in a twenty-eight day (28) period.

For the purposes of calculating compensatory time, the workweek begins Sunday at 12:01 a.m, and ends
Saturday at midnight. Different workweeks may be designated to facilitate the operation of a specific
department. For purposes of calculating compensatory time, only hours actually worked are counted.

Consequently, hours paid but not worked, e.g., vacation, sick leave, holidays, etc. are not counted.
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304.3 Compensatory Time

An employee may, under Federal Labor Standards Act, accrue a maximum of two hundred forty (240)
hours of compensatory time; or four hundred eighty (480) if in applicable law enforcement position. Any
accrual of Compensatory Time or Overtime Pay must be approved by their appropriate Elected
Official/department head, and/or their designee. It is intended that emplioyees who have earned
compensatory time off will be granted use of that time as soon as practicat after the time's accumulation.
Compensatory time must be used prior to vacation time. Compensatory time will also be pald out upon
termination. Such payment will be made from the appropriate departmental budget.

3205 GARNISHMENTS & SUPPORT ORDERS

By court action, a creditor can require the County to withhold a certain percentage of your pay. If
garnishments or similar proceedings are Instituted against an employee, the County will deduct the
required amount from the employee’s paycheck. Garnishment actions are conducted in compliance with
appropriate Federal and State laws.

. CHAPTER IV EMPLOYEE BENEFITS =

The Board of County Commissioners shall, by resolution, pass and adopt at the annual re-organizational
meeting a complete list of the employee benefits. For more information about the following benefit plans,
eligibility requirements, etc., please contact the Human Resources Office or refer to the various Summary
Plan Descriptions. In the event the above information conflicts with the actual terms and conditions of
coverage, the latter governs,

401 ELIGIBILITY

The County currently offers a full range of benefits to regular full-time employees after the first 90
(ninety) days of employment.

402 INSURANCE BENEFIT PLANS

The County’s comprehensive benefits package includes a number of different plans for employees. The
County currently offers these plans:

« Medical Insurance Plan - helps pay covered medical expenses for you and your dependants.

e Dental Insurance Plan - helps pay covered dental expenses for you and your dependants.

e Vision Insurance Plan - helps pay covered visions expenses for you and your dependants.

o Life Insurance Plan — provides term insurance coverage for you and your dependants.
Supplemental life insurance coverage is aiso available,

» Other Insurance Plans - various types of other insurance coverage is aiso available. These include
cancer, personal accident, ICU, disability, and similar types of plans.

402.1 INSURANCE ELIGIBILITY

There is up to a ninety (90) day waiting period for all new hires for health insurance benefits. Any new
employee will receive health insurance benefits beginning on the 1st day of the month, nat more than
90 days following date of hire.

402.2 INSURANCE OPTIONS

1. Insurance Options of Regular Full-Time Employees and Dependents of Regular Full-Time
Employees:
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Upon the death, retirement, resignation, other job termination or another qualified event under
COBRA, such as an employee’s legal separation or divorce from a spouse of a regular full-time
employee of elected official, he/she does have the right and option, at their sole expense, to
continue their Medical Insurance coverage, together with the Dental and Life Insurance coverage,
subject to the limitations and provisions of such continued insurance coverage and applicable law.

2. The premiums for the Medical Insurance coverage and the Dental and Life Insurance coverage for
each County employee and/or elected official described above are paid on a month-to-month basis
by the County, the amount of the premiums are determined on a month-te-month basis and are
subject to the provisions contained in resolutions passed and adopted by the Board of County
Commissioners at the annual re-organizational meeting.

402.3 DEDUCTIBLE REIMBURSEMENT, FLEX PLAN & HEALTH SAVINGS ACCOUNT (HSA)

In 2014, the KCC added a Health Savings Account (HSA) option along with a new high deductible
health plan (HDHP),

A health savings account (HSA) is a tax-exempt account that is set up with a qualified HSA frustee to
pay for certain medical expenses as defined by the IRS Publication 969. KCC has named McCook
National Bank and Eastern Colorado Bank as trustees of these HSA accounts.

Because of the added impact to the employees of KCC paying a high deductible, the county wil
reimburse the employees for any deductible expense up to the maximum amount per policy. County
employees may submit a voucher with a copy of the Explanation of Benefits (EOB) from the insurance
company for full reimbursement of the deductible for up to one (1) year after the date of service.

To aid in this initial output of the deductible expense, KCC will put the first $200.00 of the expected
deductible reimbursement into an HSA for the employee if the employee chooses to have an HSA. The
employee may continue to make deposits into their HSA through payroll. The HSA belongs o the
employee, even if the employee feaves their job with KCC.

Any employee choosing to open an HSA will need to submit EOB's for reimbursement to show they
have expended the first $200.00. If the employee’s job with KCC ends before they have expended the
initial $200.00 that was placed into the HSA, then any funds not expended up to that $200.00 will be
charged back to the employee in the final pay check.

KCC also offers employees the option of Flexible Spending Account (FSA) which is also a tax-exempt
account.

403 RETIREMENT

The County currently provides a retirement program with County Employee Official Retirement Association
(CCOERA) for eligible employees. This is in addition to your Social Security coverage,

403.1 REQUIREMENTS

When the employee is hired for employment with the County it is mandatory that the empioyee enrolls in the
retirement plan. The employee must work for the County at least twenty (20) hours per week or an average of
twenty (20) hours per week throughout the year, but no less than 1,040 hours in a twelve (12) month period
during the year to remain eligible for retirement benefits.
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403.2 CONTRIBUTIONS AND MATCH

The minimum monthly contribution by the employee is three percent (3%) of the employee's mortthly salary
with the County making a matching contribution of three percent (3%), and no more, of the employee's monthly
salary.

An employee, in addition to the minimum three percent (3%) employee contribution, can contribute up to an
additional twenty-two percent (22%) of the employee's monthly salary. In no event can an employee make a
contribution to the employee’s retirement plan of more than twenty-five percent (25%;) of the employee's
monthly salary.

Employee contributions to the employee's retirement plan can only change once in any calendar year. Any
change in the percentage of contribution for any year in which the employee is employed needs to be made in
writing to the County Finance Office on or before January 15th of the calendar year. Forms authorizing these
changes are available from Human Resources.

403.3 VESTMENT
Employees hired after January 1, 2013 will be on a prorated vestment schedule as follows:

Year 1. 0% Vestment
Year 2: 20% Vestment
Year 3; 40% Vestment
Year 4: 60% Vestment
Year 5: 80% Vestment
Year 6: 100% Vestment

If the employee leaves Kit Carson County before he/she is full vested, he/she will only be able to take the
earned percentage of vestment with them. If the employee is age fifty five (55) or above on the date of
hire, or before the six (6) year vestment period is complete, he/she will be immediately vested.

403.4 VOLUNTARY RETIREMENT

A County employee must work for the County for a period of six (6) months from the date the employee is first
employed by the County before the employee is eligible to enroliin a 4578 or a 457 Roth deferred
compensation (volunteer) retirement plan. This amount is not matched by the employer.

404 OTHER BENEFITS

The employee has the option to participate in any of the following benefit programs.
o Flexible Spending Account (Section 125) - these plans allow employees fo d.educ't childcare
expense, medical expense and medical insurance premiums from their “pre-tax” salary.

» 457B Deferred Compensation — program allows an employee to defer compensation on a “pre-tax”
basis. The employee is able to defer the tax consequence until a future date.

o Other programs authorized by the Board of Commissioners.

405 STATUTORY BENEFITS

Certain employee benefits are required by state or federal law. These include the following:

o Sacial Security (FICA} - program is intended to provide you and your family with security for
retirement benefits, disability payments, financial assistance for dependents or disabled persons,
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lump sum death payments, Medicare and survivor's benefits. Specific information is available
through your local office of the Social Security Administration.

s Worker's Compensation Insurance -~ County carries insurance to cover the cost of a work-related
injury or iliness. Benefits help pay your medical treatment and may include some disability income
while recovering. Detailed information is given to you if you are injured on the job, or suffar an
occupational iilness.

For more information about these benefits, please contact the Human Resources Office.

406 _HOLIDAYS

The County currently observes the following holidays as days off with pay:

New Years' Day
President’s Day
Good Friday
Memorial Day
Independence Day
Labor Day
Columbus Day

Veterans Day

Thanksgiving Day

Friday after Thanksgiving
Christmas Day

County Events Day during fair
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The iist of authorized holidays is approved on an annual basis, and may be changed at the discretion of
the Board of County Commissioners,

Should any of the observed holidays occur during an employee’s vacation period, an additional day of
vacation may be granted.

Employees must elther have worked or been on County paid leave the full working day before and the first
full working day after the holiday in order to be granted holiday leave with pay. If a new employee's first
day of work falls on a County holiday, the employee will not be paid for the holiday. Employees on a
general leave of absence without pay or on work-related injury leave, or temporary/part-time employees
are not eligible for holiday leave with pay.

Holidays are not counted as hours worked in the computation of overtime.

406.1 EXTRA HOLIDAY

Time earned during a holiday week is not overtime unless the employee physically works over 40 hours
that week in addition to the hours credited for the holiday. The time earned in addition to the holiday will
be called “Extra Holiday” on the pay stub. This time will be used by the employee as Compensatory time.
Time earned in this fashion is calculated as straight time and must be used within the calendar year that it
was earned. Extra Holiday time must be used before annual leave. ‘

501 BERFAVEMENT/FUNERAL LEAVE

A full-time employee may be granted a leave of absence with pay for a death in the employee's immediaie
family. Funeral leave will be granted by the employee’s supervisor for a period not to exceed three (3) days.
(1 week for spouse or child.) Entitlement to leave of absence under this section is in addiion to any other
entitlement for sick leave, emergency leave, or any other leave. For purposes of this section, "immediate
family” means mother, stepmother, father, stepfather, hushand, wife, son, stepson, daughter, stepdaughter,
brother, sister, mother-in-law, father-in-law, brother-in-law, sister-in-law, grandparents, grandchild, foster
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parent, foster child, or any other person in the legal position as a parent. One (1) day (if needed) is allowed for
being a Pall-Bearer and all other funeral time off is to be used as vacation time.

502 FAMILY & MEDICAL LEAVE ACT (FMLA)

The County provides up to twelve (12) weeks of unpaid, job-protected leave to eligible employees for the
following reasons:

o Incapacity due to pregnancy, prenatal medical or child birth;

e To care for the employee’s child after birth, or placement for adoption or foster care;

o To care for the employee’s spouse, son or daughter, or parent, who has a serious health condition;
s Serious health condition that makes the employee unable to perform the émployee’s job.

5021 Military Family Leave Entitlements

Eligible employees with a spouse, son, daughter, or parent on active duty or called to active duty status in
the National Guard or Reserves in support of a contingency operation may use their twelve (12) week leave
entitlement to address certain gualifying exigencies. Qualifying exigencies may include attending certain
military events, arranging for alternative childcare, addressing certain financiat and legal arrangements,
attending certain counseling sessions, and attending post-deployment reintegration briefings.

Eligible employees may also take up to twenty-six (26) weeks of ieave to care for a covered service member
during a single twelve (12) month period. A covered service member s a current member of the Armed
Forces, including a member of the National guard or Reserves, who has a serious injury or iflness incurred
in the line of duty or on active duty. The injury or illness must make the service member medically unfit to
perform his or her duties for which the service member Is undergoing medical treatment, recuperation, or
therapy; or is in outpatient status; or is on the temporary disability retired list.

£E02.2 Benefits & Protections

During FMLA leave, the County 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 County for payment of insurance premiums during leave,

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

Use of FMLA leave cannot result in the loss of any employment benefit that accrued priot to the start of an
employee’s leave. As with other types of unpaid leave, paid leave will not accrue during the period of unpaid
leave. Holidays, funeral leave, and other types of leave are not granted on unpald leave, The County cannot
guarantee reinstatement except as provided for by law concerning Military Leave and Family Medical Leave,

502.3 Eligibility Requirements

Employees are eligible if they have worked for the County for at least twelve (12) months, for 1,250 hours
over the previous twelve (12) months, and if they work at a work site with at least fifty {50) employees
within seventy-five {75} miles.
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502.4 Definition of Serious Health Condition

A serious health condition is an Hiness, 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.

Subject to certain conditions, the continuing treatment requirement may be met by a period of incapacity
of more than three (3) consecutive full calendar days combined with at least two (2) visits to a heaith 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.

502.5 Use of Leave

The maximum time allowed for FMLA leave is either twelve (12) weeks in the twelve (12) month period as
defined by the county, or twenty-six (26) weeks as explained above. The County currently uses a “rolling”
twelve (12) month period measured backward from the date an employee uses any FMLA leave.

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 County’s operations. Leave
due to qualifying exigencies may also be taken on an intermittent basis,

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

502.6 Substitution of Peid Leave for Unpaid Leave

The County requires employees to use accrued paid leave while taking FMLA leave. In order to use pald
leave for FMLA leave, employees must comply with the County’s normal paid leave policies. if an ermployee
fails to follow the County’s policies, the employee cannot use accrued paid leave, but can take unpaid leave,
FMLA leave is without pay when paid leave benefits are exhausted,

502.7 Empioyee Responsibilities

Employees must provide thirty (30) days advance notice of the need to take FMLA leave when the need is
foreseeable. When thirty (30) days notice is not possible, the employee must provide notice as soon as
practicable and generally must comply with the County’s normal-call in procedures.

Employees must provide sufficient information for the County to determine if the leave may qualify for the
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 must also inform the County if the requested leave is for a
reason for which FMLA leave was previously taken or certified.

Employees also may be required to provide a certification and periodic recertification supporting the need
for leave. The County may require second and third medical opinions at the County’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 County’s attendance
guideline. Employees on leave must contact the Human Resources Office at least two (2} days before their
first day of return.
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502.8 County's Responsibilities

The County 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 employee’s rights and responsibilities.
If they are not eligible, the County will provide a reason for the ineligibility. The County will inform
employees if leave will be designated as FMLA-protected and the amount of leave counted against an
employee’s leave entitlement. If the County determines that the leave is not FMLA-protected, the County
will notify the employee,

£02.9 Unlawful Acts

FMLA makes it unlawful for the County to:

o Interfere with, restrain, or deny the exercise of any right provided under FMLA;

» Discharge or discriminate against any person for opposing any practice made unlawful by FMLA or
for involvement in any proceeding under or relation to FMLA,

502.10 Enforcement

An employee may file a complaint with the U.S. Department of Labor or may bring a private lawsuit against
the County.

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.

503 JURY/WITNESS DUTY
503.1 Jury Duty

The County recognizes jury duty as a civic responsibility of everyone. When suminoned for jury duty, an
employee will be granted leave to perform their duty as a juror, The employee must make sure that their
supervisor is notified of this selection for jury duty. If the employee is excused from jury duty during regular
work hours, they are expected to report to work promptiy.

Employees receive regular pay for the first three (3) days of jury duty if they were scheduled to work and
a juror service certificate is submitted. No allowance shall be given for "overtime" in situations where the
jury is required to stay past normal working hours. Beginning the fourth day and thereafter, employees
serving as a juror are paid a set fee per day by the State of Colorado for state district or county courts.

503.2 Withess Duty

Employees who are required to appear as witnesses in cases that relate directly to their employment with
the County will be granted court leave with pay on the condition that any compensation received for such
services during working days shall be given to the County.

Employees who are required to appear in court on matters that do not relate directly to their duties (jury
duty excepted), will not be granted court leave. Vacation, compensatory leave or general leave without pay
rmay be authorized.

504 LEAVE WITHQUT PAY

Leave without pay may be available for employees facing a situation that requires time off in excess of their
accruals. Requests for general leave without pay must be authorized by the employee's Elected
Official/department head, Employees need to state the reason for the leave reguest and time of duration.
Failure to obtain authorization or other such types of abuse may result in disciplinary action, Employee
requests for leave without pay in excess of ten (10) work days must be submitted to the Board of County
Commissioners for review and authorization, A maximum of thirty (30) days may be authorized.
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The County may continue to provide health insurance benefits until the end of the month in which the
approved leave begins. At that time, the employee will be responsible for the full costs of their health
insurance benefits if the employee wishes coverage to continue. The County will resume payment of its
share of the costs of these benefits when the employee returns to active employment.

Benefit accruals (e.g., vacation & sick leave, etc.) are suspended during the Jeave and may resume upon
return to active employment.

When leave ends, the employee may return to the same position, if avallable, or to a similar one for which
qualified, where practical, If the previous position or a comparable one is not available, the employee may
apply for another position that is available and suitable. The County cannot guarantee reinstatement.

If an employee fails to report to work promptly at the end of the approved leave period, the employee is
terminated,

505 MILITARY LEAVE

Employees granted a military leave of absence are reinstated and paid in accordance with the laws governing
veteran's re-employment rights. Currently, these requirements are defined in the Uniform Services
employment and Re-employment Rights Act of 1994 (USERRA) and C.R.S. 28-3-601. The County cannot
guarantee reinstatement except as provided for by law concerning Military Leave and Family Medical Leave.

506 SICK LEAVE

If you become ill or injured and cannot come to work, the best medicine is to get appropriate medical care
and rest until you are better.

It is your responsibility to notify your supervisor each day at the beginning of your shift when you cannot
come to work because of an illness or injury. Also, fet your supervisor know when you expect to return to
work. Your manager may request medical certification for sick leave pay at any time. In the event an
employee is absent for more than three (3) days, medical certification from a healthcare provider is required.
Refer to Section 510 for policy on Returning to work after sick leave.

Employees who are workirig 10.0 hour days will have 10.0 hours of sick leave taken against their
accumulations for each day of leave taken. Employees who are on an 8 hour work day will be credited with
8 hours of leave taken.

If you are a full-time employee, you are granted sick leave time of 8 hours per month.

Employees will be permitted to accrue sick leave until they reach the accrual cap of 1000 hours. Onte an
employee reaches the annual cap, no additional leave will be accrued. Accruals will again start when the
employee’s accrued falls below the maximum accrual cap. Upon separation from the county, employees
hired before April 1, 2011 are eligible for a 25% payout of sick leave. The sick leave will be paid out at the
pay rate in effect at the time of separation.

Sick teave is not used In the computation of overtime.
506,1 LEAVE DONATIONS

Full time employees are not eligible to request donated hours unless they are members of the Sick Bank
and have exhausted their allotment of sick bank, accrued annual leave, and sick leave hours, These
donations are not to create an additional sick bank nor will they be added to the existing sick bank.

506.2 DONATION PROCEDURE

An application for donated sick leave benefits must be made in writing on an authorization form.

20| Page
Approved 12/17/14




Kit Carson County
Personnel Policies

1, Such forms are available to all supervisors through the Human Resources office.

2. A maximum of 240 hours per illness has been set.

3. The application must be accompanied by a doctor's statement specifying the nature of the
iliness, the dates and extensiveness of medical service to the member/family member and the
date of the employee's release of release for return to duties.

4, Supervisors/department heads/directors will then present the request to the Board of County
Commissioners’ for their approval.

5. Upon approval, a notice will be sent out to all full time county employees that are in the sick
bank asking for donations of sick leave. A maximum donation at any time will be forty (40)
hours per each donor.

6. Donors will receive a copy of their donation with their pay stub when their donation is used.
Donations that are not used immediately will be kept on file for future needs of the person
initially donated to.

507 VACATION LEAVE

Vacation jeave is granted to eligible employees on a monthly basis. Part-time employees are not eligibie
for vacation pay.
Full time employees hired before January 1, 2015 are granted vacation as follows:

Years of Service Monthiy Accrual Total Annual Accrual Maximum Annual
Carryover
1 month through 5 years 8 hrs 96 hrs 80 hrs
6 through 10 vears 9 hrs 108 hrs 80 hrs
11 years through 20 12 hrs 144 hrs 80 hrs
21 years and up 17 hrs 204 hrs 80 hrs

Employees hired after January 1, 2015 are granted vacation as follows:

Years of Service Monthiy Accrual Total Annual Accrual Maximum Annual
Carryover
1 month through 5 years 8 hrs 96 hrs 80 hrs
& through 10 years 9 hrs 108 hrs 80 hrs
11 years through 20 10 hrs 120 hrs 80 hrs
21 years and up 11 hrs 132 hrs 80 hrs

Employees are responsible for scheduling their vacation, in advance, with their supervisor and must receive
the supervisor's approval. Vacations are scheduled in a manner that minimizes interruptions to County
operations,

When a paid holiday falls within the employee’s vacation period, an additional day of vacation may be
granted. Vacation time will not be counted in the computation of overtime.

The County encourages its employees to take some time away from the job. You need time off to pursue
your own interests and to rejuvenate your energies.

Employees who are working 10.0 hour days will have 10.0 hours of vacation leave taken against their
accumulations for each day of leave taken. Employees who are on an 8 hour work day will be credited with
8 hours of leave taken,
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Vacation is not used in the computation of overtime.

Upon separation of employment, employees hired prior to April 1, 2011 will be compensated for up to 40
(forty) hours of unused vacation leave. The vacation leave will be paid out at the pay rate in effect at the
time of separation.

508 VOTING

Voting is an important responsibility we all assume as citizens. The County encourages employees to
exercise their voting rights in all local, state, and federal elections.

Under most circumstances, it is possible for employees to voter either before or after work, If it is necessary
for employees to arrive late or leave work early to vote in any election, employees should arrange with their
supervisor no later than the day prior to election. If properly requested as noted, an employee may be
eligible to receive up to two (2) hours of “voting time” pursuant to the conditions outlined in C.R.S. 1-7-
102.

508 MATERNAL/PATERNAL LEAVE

Maternal/Paternal leave of ug to six (6) weeks time off is given to an employee, charged against an
employee's accrued sick leave, annual leave, and/or compensation time, or approved leave without pay if
accrued leave is not available. When possible, the request for parental leave must be subrmitted in writing
to your supervisor at least thirty (30) days prior to the expected date you will need to take parental leave.
In the event that an employee finds that it is medically necessary to take more than six {6) weeks
parental leave, you must submit a doctor's note that the additional leave is medically necessary. In
addition, the doctor's note must state when you can reasonably be expected to return to work.

If additional leave is necessary, FMLA may be required. Refer to Section 502,

B0 RETURN TQ WORK

The Board of County Commissioners does not desire an employee to return to work when the employee is
unable to perform his/her job duties, for reasons directly related to the employee's health. Therefore, the
employee will, before returning to work after taking sick leave where a doctor's services were used, comply
with the following provisions:

a. Present to the employer a doctor's statement certifying that the employee is able to return to the
employee's job and assigned duties;

b. If the employee is able to return to work on a limited or restricted basis, the doctor's note needs to
specifically set forth the job {imitations and/or restrictions, all of which are directly related to protecting
the employee's health, In addition, the employee's doctor must include in his/her statement when
he/she believes the employee can reasonably be expected to return to their job and assigned duties
without limitations and/or restrictions.

511 DOMESTIC ABUSE LEAVE LAW

Colorado Revised Statutes 24-34-402.7 permits an employee to request or take up to three (3) working
days of leave from work in any twelve (12) month period, with or without pay upon the determination of
the Board of County Commissioners, if the employee is the victim of domestic abuse, stalking, sexual
assault, or any other crime related to domestic abuse, A copy of a police report may be required.
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.. CHAPTER VI CONDU

601 ABSENCE & PUNCTUALITY

Absenteeism and tardiness can be a very serious problem for Kit Carson County, It is costly, causes
unnecessary overtime, imposes additional work on co-workers and supervisors, disrupts schedules, and
creates morale problems.

Employees are expected to be at work and on time as scheduled. Itis recognized that cccasional amounts
of absence for bona fide sickness are often bevond the control of the employee.

If it is necessary for employees to be absent from work due to iliness, injury, or emergency situation, they
must notify the County as soon as possible. Employees should contact their immediate supervisor, or if
unavailable, the department head or Human Resources office. Employees should notify the County of the
specific reason for their absence and expected return date. Voice maii and text messages are not acceptable.

Tardiness Is defined as being late in your arrival at your work site, i.e., after your scheduled reporting time.
Tardiness is not an employee trait that elected officials/department heads are expected to tolerate.
Absenteeism or tardiness that is excessive in the judgment of the County will not be tolerated. Continual
absenteeism or tardiness will result int disciplinary action,

Employees who are absent for three (3) consecutive workdays without notifying their supervisor will be
terminated.

602 ALCOHOL & DRUGS

The goal of the County is to provide our employees with a workplace which promotes health and safety. To
meet this goal, the County strictly prohibits the illegal use, possession or sale of controlled substances by
its employees. To support the County’s safety and health program and to comply with minimum federal
safety standards for drivers of commercial vehicles, the County has established an anti-drug program.

All employees will have random drug testing enforced as an integral part of our anti-drug program as well
as education and training to assist our employees in understanding their responsibilities in achieving a drug-
free environment. Employees should refer to the separate policy statement for details of the County’s anti-
drug program.

603 APPEARANCE, ATTIRE & HYGIENE

The way you look, dress and act is vitally important to the County. Due to our employee’s frequent
interaction with the public, standards of personal appearance, hygiene, and attire have been determined.
A clean, neat appearance is expected of you.

For Kit Carson County purposes, Business Casual dress may include jeans, polo shirts, etc. Shorts, midriffs,
jump sults, halter tops, and similar items of casual attire may not be appropriate. Casual never means
sloppy. All clothes must be clean, wrinkle-free, and in good repair. The workday is not the weekend.

To create a favorable impression, one must be well groomed at all times. Body odor, bad breath, cigarette
smoke and excessive use of perfume or cologne are offensive to co-workers and to the public.

If employees report for work improperly dressed or groemed in the County’s opinion, their supervisor or
department head may instruct them to return home to change clothes or clean up. Department heads may
utilize a higher standard of appearance, attire or hygiene due to the nature of their unit's interaction with
the public.
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804 WEBSITE

The County provides an employee page on the website to notify employees of management decisions and
other business-related matters. Employees are able to review the website for announcements, access forms
and other notices.

605 CONFIDENTIAL INFORMATION

Employees handling confidential information are responsible for its security. Extreme care must be
exercised to ensure that it is safeguarded to protect the County and its clients or customers. Confidential
Information includes, but is not limited to, information concerning case management files, personal financial
information on application forms, legal Issues, and similar subjects.

Misuse or disclosure of confldential information obtained in the course of County employment could result
in personal legal liability and disciplinary action, up to and including termination from employment.
Documents and copies of documents, generated in the course of County employment are the exclusive
property of the County and are not to be used for personal use or retained in the possession of an employee.

The County will also comply with the provisions of the "Health Insurance Portability and Accountability Act
of 1996 (HIPAA).” This federal policy establishes rules and regulations governing personal medical
information privacy issues. Further information on HIPAA is available in the Human Resources Office.

606 COUNTY PROPERTY

Employees who are issued County property, e.g., Identification card, handbooks, vehicles, keys, and other
similar items, are responsible for this property. Damaged or lost property due to carelessness, negligence,
or other such action, may result in disciplinary action or restitution of damages based on your employment
status.

Office equipment such as copiers, fax machines, etc. are intended for conducting County business. These
may not be used for any activity that could be construed as invasive, illegal or contrary to the best interests
of the County.

607 CONFLICT OF INTEREST

Employees have an obligation to conduct business within guidelines that prohibit actual or potential conflicts
of interest. This guideline establishes only the framework within which the County wishes the organization
to operate. The purpose of these guidelines is to provide general direction so that employees can seek
further clarification on issues related to the subject of acceptable standards of operation. Contact the County
Administrator for more information or questions about conflicts of interest.

An actual or potential conflict of interest occurs when an empioyee is in a position to influence a decision
that may result in a personal gain for that employee or for a relative.

If an employee has any situation, which may be an actual or potential conflict of interest, the employee
must disclose this to the Board of County Commissioners or its designee as soon as possible.

Note: While the statutes are specific about conflict of interest, it is often the perception of conflict that
needs to be reviewed and evaluated.

608 GRATUITIES & GIFTS

Article 29 of the Colorado Constitution was approved by Colorado voters in 2006, and is applicable to all
County employees. [t essentially established new standards of ethical behavior that must be recognized by
all tevels of Colorado government. It “forbids the acceptance of any money, forbearance or forgiveness of
debt, by any regulated person, unless that person provides equal consideration in return.” This applies to
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the employee, their spouse and dependents. It alsc provides an exception for a “qift or gifts” that have a
cumulative value of $50.00 or less.

609 MATERMAL NURTURING

The County recognizes the importance of nutrition and nurturing duting an infant’s early development, The
maternal nurturing program is implemented pursuant to C.R.S. 8-13.5-104 and 25-6-301. Employers are
required to provide "reasonable break time for an employee to express hreast milk for her nursing child for
1 year after the child's birth each time such employee has need to express the milk", This does not imply
that a child may come to work and stay with the parent. For more information, please contact the Human
Resources Office.

610 OUTSIDE EMPLOYMENT

Employees involved in or contemplating outside work should discuss the issue with their supervisor, Despite
any outside employment or business venture, employees are still required to perform the duties with Kit
Carson County.

Any outside employment must not affect an employee’s ability to meet job requirements, perform
competently, or accept overtime hours. Any outside employment must not create or appear to create a
conflict with the County's interests. Employees are not permitted to use any of the County's equipment or
supplies for purposes related to an outside job,

611 PARKING

The County currently provides free parking facilities for employees and visitors. When you enter the lot,
please follow directions and do not park in reserved areas. Employees with special needs shouid obtain a
handicapped permit through the County Clerk’s Office.

The County is not liable for fire, theft, damage, or personal injury involving employees or automobiles.
Protect your property by locking you vehicle.

You are expected to drive safely and comply with traffic control signs.

612 POLITICAL ACTIVITY

The County encourages employees to participate in the political and governmental affairs of the community.
Empioyees are encouraged to be informed about, work for, contribute to, and communicate with candidates
and officeholders. The County encourages its employees to exercise responsible citizenship and does not
intend to interfere with their conduct and invoivement with political activity, as long as those activities are
pursued during hours when the employee is not on duty, and that the activities do not reduce the employee’s
efficiency or disrupt feilow employees at their job. :

If engaging in any political activity, the employee must do so as an individual and not as a representative
of the County. Campaigning, fund raising, and other partisan political activities must be conducted on the
employee’s own time. The County may deny time off for political activity where the activities, in the opinion
of the County, would unduly interfere with the employee’s fulfiliment of any obligations to the County.

612 REFERENCES

Employees who are approached either formally or informally and asked to provide information about former
employees of the County should refer such inquiries to the Human Resources Office.
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614 SEARCHES & INSPECTIONS

The County reserves the right to conduct inspections. Cooperation in the conduct of inspections is required
as a condition of employment.

Employees on the County’s premises are subject to questions and search at the County’s discretion. County
property such as, County vehicles, lockers, desks, filing cabinets, computer files, E-mail, vaoice-mail, etc.,
are designated as having limited personal use, and may be searched at any time.

A County-initiated search does not necessarily imply an accusation of theft or that an employee has broken
a rule. Employees refusing to cooperate with or submit to search will be subject o termination.

615 SMOKE-FREE WORKPLACE

In order to maintain a safe and healthy working environment and to ensure compliance with applicable law,
i.e., “Colorado Clean Indoor Air Act,” smoking is prohibited throughout the workplace. This includes all
County offices, facilities, and vehicles. This restriction applies to all employees and visitors at all times,
including non-business hours,

Employees can smoke outdeors only during regularly scheduled breaks and lunch periods. The duration or
number of breaks cannot be extended In order to smoke. Smoking is prohibited within fifteen (15) feet of
any building entrance.

616 VISITORS

Visitors are welcome, but their presence may be a distraction to other employees, The presence of personal
visitors may present safety and liability problems for the visitor, employees and the County. In consideration
of feliow employees and their work, please limit the duration of personal visits. Children are not to be present
during work hours, even when sick.

617 WORK-RELATED INJURY & ILLNESS

The Country’s goal is to provide a safe and healthy work environment. The biggest factor in ensuring your
safety on the job is YOU. It is YOUR responsibility, to both yourself and those working in your area, to
practice safe work habits. Report any unsafe practices and conditions to your supervisor so corrective action
carn be taken.

Report all accidents in writing, no matter how minor, to your supervisor and the Human Resources Office
immediately; or no less than 72 hours. We want to provide you with prompt medical treatment from one
of our designated physicians. Treatment for on-the-job injuries must be obtained from one of these
physicians or else you may be responsible for medical treatment. If the injury requires emergent care, the
employee and supervisor should seek the nearest emergency care facility. Prompt reporting of the accident
will help us to take steps necessary to reduce the possibility of future accidents.

701 COMPUTER SYSTEMS

The County’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, all documents and files are the
property of the County. All information regarding access to the County's computer resources, such as user
identifications, modem phone numbers, access codes, and passwords are confidential County information
and may not be disclosed to non-County personnel.
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AN computer files, documents, and software created or stored on the Cou nty'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 emall either sent or received. Upon separation from employment, all
cornmunications tools should be returned to the County.

702 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 the lunch period. It
must not interfere with employees’ productivity. Regardless, the County prohibits the display, transmittal,
or downloading of material that in violation of County guidelines or otherwise is offensive, pornographic,
obscene, profane, discriminatory, harassing, insulting, derogatory or otherwise unlawful at any time. As
noted in Section 615, computer files, emails and voice mails have limited personal use, and may be searched
at any time.

703 SOFTWARE AND COPYRIGHT

The County licenses, and does not own the software it utilizes, Therefore, use of the software must be in
accordance with the applicable software Agreements or as directed by management.

Employees may not copy or use any software, images, music or other inteflectual property (such as books
or videos) unless the employee has the fegal right to do so. Employees may not use unauthorized coples
of software on personal computers housed in County facilities.

704 UNAUTHORIZED USE

Employees are not permitted to visit websites or send electronic mall that is deemed by management as
inappropriate or in violation of other County guidelines. We reserve the right to determine when an
employee is using the County communication systems inappropriately.

705 EMAIL

Because the County provides the email system to employees to help them with the performance of their
job, it should be used for official County business. Incidental and occasional personal use of email is
permitted. However, employees should be aware that these messages will be treated the same as business
messages, and subject to review at any time without notice. The County may monitor email from time to
time. As noted in Section 615, computer files, emails and voice mails have limited personal use, and may
be searched at any time.

Also, employees cannot control where their messages will ultimately end up. For example, 8 message meant
for one person can be mistakenly sent to the wrong individuai(s), or the message can be forwarded to
unintended recipients. In addition, emails that were defeted are stored elsewhere on the system,.

Employees should use discretion when sending emails. Do not write anything in an email message that is
inappropriate to say to another face-to-face. Regardless, the County prohibits the display, transmittal, or
downloading of material that in violation of County guidelines or otherwise is offensive, pornographic,
obscene, profane, discriminatory, harassing, insulting, derogatory or otherwise unfawful at any time,

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

Any information containing personally identifiable information (name, address, date of birth, soclal
security numbers) should always be encrypted before sending over email.
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706 VOICE MAJTL

The County voice mail system is intended for transmitting business-related information. Although the
County does not monitor voice messages as a routine matter, the County 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 mali and must keep such use to a minimum. As noted in Section
615, computer files, emails and voice mails have limited personat use, and may be searched at any time.

707 TELEPHONES/CELL PHONES ,

in the interest of good business practice, telephone calls, including those made with cell phones, must be
minimal and not interfere with employees’ performance of their jobs. Personal use of the county telephones
for long distance is not permitted,

The County provides cell phones to those employees who need them to perform their jobs, Such phones
are intended for business use. Therefore, personal calls should be limited to those absolutely necessary
and brief.

Employees are expected to follow the provisions of C.R.S. 42-4-239 that prohibits an individual eighteen
{18) years of age or older using a wireless phone te perform text messaging or other similar forms of
manual data entry or transmission while operating a motor vehicle, unless in an emergency as defined in
the statue. Parsons under eighteen {18) years of age may not use a wireless telephone for any purpose
while operating a motor vehicle.

CHAPTER VIII ADDITIONAL INFORMATION OF IMPORTANCE

801 DISCIPLINE/DISCHARGE

Good working relationships make demands on everyone, and employees have responsibilities to the County,
themselves, and the people they work with.

Employees must at all times comply with County expectations for work, performance, and conduct. Failure
to do so may result in any or ali of the following actions: termination, suspension, demotion, written
warning, reprimand, and counseling,

Management will decide in Its judgment which of these actions would most effectively take care of the
problem. The fact that the County 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 any employee.

8072 LEGAL DEFENSE OF CLAIM

Under C.R.S. 24-10-110, the County would be responsible for legal costs, judgments, settlements, etc., for
claims or suits brought against its employees in the performance of their job duties, provided those actions
were not willful, wanton, or criminal. Employees need to immediately notify the County Administrator and
Board of County Commissioners when any such iegal action is brought against the employee. No private
legal counsel arranged solely by the employee will be paid or reimbursed by the County. Any compromise
or settiement of a claim by an employee without approval of the County shall resuit in the County's refusal
to pay such costs, judgment, or settiement,

8503 EXCEPTIONS

Any exceptions to the guidelines stated in this handbook must he submitted in writing to the Board of
County Commissioners for their approval.

804 AMENDMENTS

The need may; arise to change the guidelines described in the handbook. Except for the at-will nature of
employment, the County therefore reserves the right to interpret them or change them without prior notice.
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14-074
PURCHASING POLICY AND PROCEDURES

The Board of County Commissioners reviewed Purchasing Policy and Procedures for Kit
Carson County. Motion to approve and adopt the Kit Carson County Purchasing Policy and
Procedures was made by Dave Hornung, seconded by Dave Gwyn, motion carried by unanimous

vote of Gary Koop.
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STATEMENT OF POLICY AND PURCHASING ETHICS

KIT CARSON County presents this Purchasing Policy to assist each County employee or officer who directly buys
goods and services.

The County Finance Department will assist with procedural questions and processing of paperwork, but the
individual department is responsible for following County policies in purchase decisions.

The purpose of the KIT CARSON County Purchasing Policies and Procedures is to provide a framework for
efficient and cost effective purchasing for alf county operations. The contents of these policies and procedures
do not create any property or contractual rights between the county and any supplier of goods and services.

Except when specifically authorized by statute or regulation to act otherwise, this policy shall apply to dli
Flected Officials, Department Heads, employees, confractors, and agenis for KIT CARSON County. The
ultimate authority fo purchase items or contract for services lies with the Board of County Commissioners and
may only be delegated or authorized pursuant to the provisions of this policy.

The purchasing policy’s primary purpose is fo communicate policies and give guidance to personnel with
delegated purchasing authority. This policy has been designed 1o:

s Comply with Colorado Revised Statutes, as amended

e Encourage maximum competition on a basis of fair and equal opportunity to gualified and
interested bidders

e Provide a uniform procedure for the procurement of material, equipment, supplies and services

e Ensure that the county is getting the best overall value for taxpayer dollars. Some of the factors
considered when determining the “best overall value” are:

Price

Warranty

Service
Availability

Past Performance
References

s & © € © 9

KIT CARSON County's goal is fo procure materials, supplies, equipment, and services af the lowest possible cost
and consistent with guality required. All authorized employees purchasing on behalf of the County are
expected to use public monies wisely; therefore, any employee making any purchases must buy in an honest
and prudent manner that resulis in getting the best product or service for the fewest faxpayer doliars,

The purchaser's fimely completion of all the proper documents results in overall efficiency of county purchasing
as a whole and ensures complete communication. If can also help the County take advantage of
payment/price discounds.

Throughout this policy, responsibiliies are defined. You can generally answer questions by refering to this
policy. Requests for exceptions are to be reviewed by the Finance Department prior to final approval by the
Board of County Commissioners.

RESPONSIBILITIES:

e The inifiating department has the responsibility for the procurement of goods and services or give
functionatl directions to others delegated the authority to perform such services.

s The inifiating departiment is responsible for initiating and maintaining effective and professional
relationships with suppliers, actual and potential.
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» The inifiating depariment will conduct all correspondence with suppliers involving prices or
quotations. In cases where technical details are necessary, the initiating department may
correspond with suppliers regarding technical issues. In such cases. copies of alf such
correspondence should be attached to the purchase order requisition.

« Some items may require additional review and approval prior fo purchase. Examples of these ifems,
although nof all inclusive, are:

s Computer Equipment and Software

» Vehicle & Equipment Purchases

s Communication Equipment {pagers, cell phones, usage plans, stc).
e« Maintenance confracts

s Personnel involved in purchasing activities will recognize and practice good pubiic relations by
giving all callers and visitors courteous freatment, and will strive to maintain and enhance the
Couniy's image by their personal conduct and methods of doing business.

e Purchasing personnel are to obtain and purchase goods at the lowest possible total end-use cost,
considering the guidelines of prices, service, quality, and delivery. The initiating department is to
assume full quthority to question the quality and kind of material sought in order that the best
interests of the County may be served.

Initiafing departments shall work with the Finance Office to ensure budgetary compiiance. A
purchase may not be made without a prior appropriation.

EXCEPTIONS:

The provisions of this policy are mandatory on alf KiT CARSON County purchases and contracts unless Colorado
Statutes or regulations require a different procedure.

A minimum of two [2) quotes is required with documentation aftached to the voucher when submitiing over
$5,000.00 for payment. If two (2) quotes are not avaitlable, detailed justification is required. If any perfinent
information is missing it will be returned to the department for completion,

Purchases of books, stationery, records, printing, lithographing, and similar supplies are governed by the provisions
of C.RS. §§ 30-11-109 and 112, which require an annual formal bid solicitation process after publishing the
purchasing advertisement. All Deparfments should refer to any exisfing vendor bids previously approved and
maintained by the Board of County Commissioners for the purchase of these supplies.

Any purchase or coniract which does not follow the provisions of this policy may become the personal
responsibility of the individual who authorized the purchase or signed the coniract. Failure fo follow the provisions
of this policy may be grounds for disciplinary action or modification of budgets.

QUOTATIONS AND BIDS

REQUIREMEN TS FOR INFORMAL BIDS
Purchases of goods or services $500.00 and above:
o Itis at the discretion of the Depariment Head, Elected Official, or designated person to

determine what is in the best financial interest of the County for individual single flem purchases

under $500 and such persons are authorized to make these budgeted expendifures without
further authorization.
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e Purchases in excess of $500 shail nof be purposely divided info smaller componeris so as fo
avoid the more formal requiremenis of requisitioning and formal bidding.

s Purchases in amounts less than $500 do not require a Purchase Requisition.  However
competitive price quotes from mulfiple sources is encouraged and should be noted on the
voucher when submitting for payment.

» Durable equipment purchases $5,000 and above, will be tracked on an inventory listing and
reviewed annually.

« This policy applies fo purchases made with grant funds, unless otherwise required by grant
coniract, and for repals resuliing from insurance claims.

e Approval from the Board of County Commissioners is required PRIOR to any purchase of $500.00
or greater. Exceptions are allowed for purchases or services necessary due to Usudl and
Customary Expenditures, General Maintenance or Repairs necessary for the day to day
operations of Kit Carson County. Such s, but not limited o

s Utilities
s Telephone, Cell phone
e Hectic

e Naiural Gas or propane for heating

¢ Reverse 911 CODE Red
»  Building repair and Maintenance

e Heating and cooling repairs to existing equipment
« Equipment & Vehicles repair and Mainfenance

» Fuel
s Oil & changes
o Tires

s Parts for repairs
= |Inmate Needs

e Clothing
=  Medls
e Medicdl

= Election supplies (ballofs)
= Coroner ordered autopsies

» Upon approval by the Board of County Commissioners in a board meeting, the Finance
Department will issue a purchase order. ' o

e Once the initioting department receives the purchase order, the approved purchase may be’
made. The original signed purchase order must be aftached to the bill presented for payment.

e Under no circumstance will exceptions be given fo vary from this policy uniess approved by the
Board of Couniy Commissioners.

e This policy applies to purchases made with grant funds, unless otherwise reqguired by grant
contract, and for repairs resuiting from insurance claims.

REQUIREMENTS FOR FORMAL BIDS
Purchases of goods or services, Capifal Assefs, Remodeling or Consiruction of any County Property $5,000 or

greater:

The term “formal bid" is used to identify solicitations which represent major purchases by KIT CARSON
County. The difference between an informal and a formal bid is that a formal bid must be secled and
in writing.
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1. The department desiring to purchase any goods or service, Capitat Assets, or
remodeling/construction of any County Property involving the expenditure of $5,000 or more, shall
prepare the specifications and submit the same to the Board of County Commissioners for review.

2. The initiating department shall solicit bids so as fo obtain as many bids as possible in order fo obtain
the best price, with the additional objective that ali contractors and/or retaiiers having a place of
business in KIT CARSON County, Colorado, have an opportunity to submit bids. Invitation for bids
shall be solicited directly or by publication in the County newspaper or poth.

3. in cases when an item is “one of a kind” or there is little likelihood of competitive bidding, the Board
of County Commissioners, unless prohibited by law, upon the affirmation vote of a mgjority of the
Commissioners, may waive the requirement of soliciting bids in accordance with the provisions of
this policy.

4. Bids shall be required on all motor vehicle purchases regardiess of price. If a County-owned vehicle
is available for frade-in on the purchase of a new motor vehicle, the Board of County
Commissioners may consider the value of any frade-in adliowance offers from prospective vendors in

making its purchasing decision, but shall not be bound {0 accept any trade-in offers, regardiess of
amount. :

5. Allinvitations for bids, whether by direct solicitation or advertisement, shall be mailed or delivered fo
the Office of County Commissioners in a sedled envelope and clearly labeled as o sealed bid. All
bids, once submitted, shall not be amended or rejected except upon affirmative approval of a
majority of the Board of County Commissioners and after discussion with the initiating depariment.

4. Each invitation for bid shall specify the date and fime the bids will be opened, which shall not be iess
than ten (10) days after the invitation is solicited. Each invitation shall also furiher reserve the right to
reject any and all bids, and unless prohibited by law, each invitation shall also reserve the right to
accept a bid other than the lowest bid.

7. The Board of County Commissioners shall securely maintain each bid received, and no bid shall be
opened by anyone at any fime other than the time specified in the invitation. Each bid opening
shall be public and the bidders shall have the opportunity fo be present at such time, but no further
bids or modification of bids shall be accepted af such fime.

8. All bids for road construction in excess of $5,000 shall be advertised in the County newspaper as
required by Section 43-2-209 C.R.S. In the event of an emergency. when the majority of the Board
of County Commissioners, in their judgment, determines that invitation for bids for road construction,
or for any other purpose, would be defrimental to the immediaie preservation of the public peace,
health and safety, the requirement for sealed bids may be waived.

9. Any purchases{s} of goods, service, or proposed construction submitied by any Elected Official or
Department Head not in accordance with the provisions of this Resolution shall be rejected and any
voucher submitted for payment shall be disallowed.

10. The issuance and acceptance of a formal bid is best accomplished by a cooperative effort
between County Departments and the Board of County Commissioners.

REQUEST FOR PROPOSAL

At the discrefion and authorily of the Board of County Commissioners, an RFP (Request For Proposal)
process may be used In lieu of the formal bid process.
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1. Requests for this process may be prepared by the inifiating depariment and reviewed by the
Commissioner's Office with final approval to be made by the Board. Justification for such request
may be required and be provided in wriften form.

2. The speciiications are written using performance standards rather than the description of the good
or services in a proposal. The specification also lists the factors by which the proposal will be judged,
and the weight to be given to each factor,

3. Vendors submit proposdis of their own design for a product to satisfy the requirements set forth in the
proposal.

4. The County may consult with a prospective bidder in preparafion of an RFP, however the RFP must
be written in such a way that it does not prohibit other bidders from bidding and should in no way
give preference to any prospective bidder's product.

5. After proposals are received, the County may enter into negotiations with as many vendors as have
submitted feasible proposals to find the best possible proposal for each vendor.

6. Terms will not be disclosed until final negofiations are concluded.

BID REVIEW AND ACTION:
The Commissioner’s Office will retain alf original bids, bid summary sheet, and sign-in sheet, and will make them
available for review to all interested parties upon request.

The inifiating depariment evaluates the bids and recommends to the Board the award in the best interest of KIt
CARSON County. The Board of County Commissioners makes the final award. It is possible that oll bids may be
rejected and the project abandoned, nostponed, or the bid process reinitiaied.

After final award, the office of the Board of County Commissioners shall then process and send to all bidders an
announcement of award.

All original bid documenis will be retained by the Commissioner's Office where they will be kept on file in
accordance with applicable state archive rules.
FINAL AWARD:

The final award shall be made by the Board of County Commissioners in the best interest of KIT CARSON
County. The Board of County Commiissioners has the authority to accept or reject any or all bids and waive
any required procedures except those required by iaw.

Board of County Commissioners may consider preference to local businesses. A local business shall be o
business which maintains a physical place of business in KIT CARSON County.

REJECTION OF ALL BIDS:

Should no award be made, letters of rejection will be mailed from the Board of County Commissioners or
initiating depariment.

CONTRACTS:

The Board of County Commissioners has the authorily to enter into and sign any contracts made on behalf of
KIT CARSON County. An Elected Official may have specific statutory authority to enter into them
independently. The Board of County Commissioner's authority may be delegated in wiiting or by formaily
adopied written policy.
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If the vendor is doing business with the county for the first fime, a completed IRS Form W-9 from the vendor must
he submitted to the Finance Department prior to any payment.

EMERGENCY PURCHASES:

(1 After declaration of an emergency by Board of County Commissioners or Colorado Department of
Local Affdirs, emergency procurements may be made without complying with the usuat procurement
requirements if there is an existing threat to public health, welfare or safety, or risk of a serious disruption
of business operations, or risk of harm to county property. The Department Head or authorized
Representaiive may consider this option in lieu of going through the Quotation and Bids process if that
process would unduly disrupt department operations or endanger the public's health and safety.

(2) Emergency procurements may NOT be used as a replacement for normal purchasing procedures
except in an emergency which is a threat o public heaith, safety or weifare, the financial interests of K
CARSON County, or the business operations of the county.

(3) Emergency procurements shall be made with such competifion as is practicable under the
circumstances. In prolonged emergency situations, Department Heads or Hected Officials authorized
to make emergency purchases shall request assistance of the Board of County Commissioners. The
basis for the emergency and for the selection of the particular contractor shall be maintained as
public record with vendor payment records.

{4) A written record of emergency purchases should be kept in order for the Finance Department to
process payment.

(5} The Depariment Head or Elected Official should attempt to secure by informat bid, if possible, the “best
value” on any emergency materials, suppiies, equipment, or services. Written documentation defining
the emergency and the selection of the contractor or vendor shall accompany the voucher form
signed by the Department Head, Elected Official, or Authorized Person.

DEFINITIONS:

Bid — The response o an Invitation for Bids.
sidder — Any person or vendor who submits a bid.

Capital Assets over $5,000.00 - Non consumable items, such as vehicles, operaiing equipment, furniture,
copiers, computers, efc. valued $5,000 or greater, ltems generally last longer than six (6) months

Capitat Assets under $5,000.00 - Non consumable iterns, such as vehicles, operatfing equiprent, furiture,
copiers, computers, etc. valued under $5,000. iterns generdally last longer than six {6} months.

Competitive Bid — A procedure inviting available vendors to compete with each other to provide goods or
services to the County.

Declared Emergency - A declaration made by the Board of County Commissioners or Colorado Deparfment of
Local Affairs in which some normal functions of the County are affected. Such declarations usually

come during a fime of natural or manmade disasters and emergency preparedness pians may need o
be used and put into action,

Department - For purposes of these rules, department includes il Elected Officials and Department Heads.
Durable Equipment — goods that yield utility over time rather than being completely consumed in one use.

Emergency Purchase - Purchases made in the event of a Declared Emergency where the County's ability to
serve the public would be impaired if purchases are not made immediately.
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General Maintenance or Repairs — The care and servicing of equipment and facilities due to normal wear and
fear.

Invitation to Bid - A means of notifying vendors that the County has specific requirements for materials and/or
supplies and the County is offering vendors an opportunity to fuffill those requirements. This is a formal
means of soliciting price guotes requiring formal advertising. and sedled bids.

Local Business — A business which maintains a physical place of business in KIT CARSON County.
Price Quote — A price for goods or services obtained by telephone, email, fax, or in wrifing.

Purchase Order - A legailly binding document provided to a vendor requesting that the vendor supply The
County with goods and services as specified.

Purchasing Authority ~ The authority approved by the Board of County Commissioners authorizing Department
Heads, Finance Director, or other authorized designees the authotity fo purchase goods of services for
the County within specified limits.

Purchasing Ethics — Rules defining ethical conduct of County employees and vendors parficipating in the
purchasing process as stated in Arficle 18 of Tifle 24 of the Colorado Revised Statutes.

Request for Proposals — A means of notifying vendors that the County has specific requirements for goods or
services and the County is offering vendors an opportunity 1o fulfill those requirements.

Requisition — A document requesting a purchase fo be made on behalf of the County. This is the first step after
the need for a good or service is recoghized.

$pecification - A concise description of a good or service the County is seeking to buy and the requirements
the vendor must meet in order to be considered for the award.

Voucher - A document authorizing a purchase and receipt of items signed by the Hected Official or
Department Head.
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Board of County Commissioners

By: /x/%ﬂ %
G\er Koop, Cﬁoirmcj?/
By:(@m% lwvfr\j-/

Dave Gwyn, Commissioner

By: Q%-'ﬂ/ J// :Z/
David L. Hornung, Commissidffér;_
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STATE OF COLORADO | “ JLORE

}ss.
COUNTY OF KIT CARSON )

|, Della Calhoon, Deputy County Clerk and ex-officio Clerk of the Board of County Commissioners in and for the
County and State aforescid, do hereby certify that the annexed and foregoing Resolution is truly copied from
the Records of the Proceedings of the Board of County Commissioners of said Kit Carson County, now in my

office,

IN WITNESS WHEREOF, | have hereunto set my hand and affixed the seal of the County at Burlingion, this 17th
day of December, 2014,
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Della Calhoon, County Clerk
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FINGER PRINT FEE
The Board of County Commissioners reviewed a policy change for increasing the fee for

fingerprinting. The current $5.00 fee was not covering cost of this process and will be increased
to $10.00. Motion to approve the resolution to increase the fee for fingerprinting charges by the
County Sheriff’s Office was made by Dave Gwyn, seconded by Dave Hornung, motion carried

by unanimous vote of Gary Koop.




RESOLUTION NO. 14-075

~ STATE OF COLORADO )
} 85,
COUNTY OF KIT CARSON )

At a regular meeting of the Board of County Commissioners for Kit Carson County, Colorado, held at the Court
House in Burlington on Wednesday the 17th day of December, 2014, there were present:

Gary Koop ...........«......... Chairman
Dave Gwyn............o.. ... Commissioner
Dave Horung.......cccoeeeeee Commissioner
Della Cathoon ... County Clerk
Paula Weeks ... Administrator

when the following proceedings, among others, were had and done, to-wit:

A RESOLUTION TO INCREASE THE FEE FOR FINGERPRINTING CHARGES BY THE COUNTY SHERIFF'S
OFFICE

WHEREAS, Kit Carson County would like to raise the fee for fingerprinting from $5.00 to $10.00; and,

NOW THEREFORE, be it resolved by the Board of County Commissioners of Kit Carson County that this resolution
is adopted.

BE IT FURTHER RESOLVED THAT THIS RESOLUTION IS EFFECTIVE IMMEDIATELY THIS 17th day of
December, 2014.

DONE THIS 17th day of December, 2014, at Burlington, Colorado.

s,

Motion made bybm!e G;o(j 0 , seconded by Y Ja.ue \*\omumiq) , Motion carried by unanimous

vote of G a\r\J\ “‘{m!o

Board of County Commissioners

G@ Koop, Chﬁ

By W/ em—p A éﬁ Akt P
Dg Gwyn, Commissioner
By:

Dave Hornung, Commissioner




RESOLUTION NO. 14-075

 ATTEST:
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Della Calhoon, County Clerk
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STATE OF COLORADO y, rrenenss Q)

COUNTY OF KIT CARSON)

I, Della Calhoon, County Clerk and ex-officio Clerk of the Board of County Commissioners in and for the County
and State aforesaid, do hereby certify that the annexed and foregoing Resolution is truly copied from the Records
of the Proceedings of the Board of County Commissioners of said Kit Carson County, now in my office.

IN WITNESS WHEREOF, | have hereunto set my hand and affixed the seal of the County at Burlington, this 17th
day of December, 2014.
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Délla Calhoon, County Clerk
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DAVE LITTERAL ~ EMERGENCY MANAGER

Changes in the Emergency Management grant will now have performance based items
and the County will be reimbursed by a percentage of the items completed. Dave reviewed the
breakdown of the funding by 50% for filling the position and the other 50% is based on
deliverables. Dave gave a copy of the breakdown. Need to have three exercises that Dave
Litteral will have to participate or conduct the exercise.

Getting a grant proposal for 2015 and is broken down in to different functions and will
need to submit quarterly reports. Working with ECOG for use of vans to be used in case of an
emergency.

BRITTNY LEWTON ~ DISTRICT ATTORNEY

Brittny called and wanted to do a follow up on an email. The Board of County
Commissioners have concerns with the 2015 budget. Due to cost of attorneys for staff the
budget may have to be amended.

CHARLES LITTERAL ~ VSO QUARTERLY REPORTS

Charles met with the Board of County Commissioners and reviewed the number of calls
and visits that were conducted over the past months. Charles reviewed that two individuals have
begun their education and are going to Morgan Community College. Charles is wanting to try
and get funding through the tobacco program to assist veterans.

Motion to sign 2014 monthly reports for the VSO was made by Dave Hornung, seconded
by Dave Gwyn, motion carried by unanimous vote of Gary Koop.

DOUG ANDERSON - 215T CENTURY EQUIPMENT LLC

Doug met with the Board of County Commissioners and gave a review of tractors that
could be leased. Doug will get cost of a lease for three year without the Government program.
This may lower the cost for the County.

TALANA DAVIS - ROYALTY

Those attending the meeting were Talana Davis, Cedar Dowling, Monica Daniels, Jason
Foose, Christa Gilbert, met with the Board of County Commissioners and discussion was held in
regards to the Royalty program.

The Princess and mother came to the Fair Board meeting and questioned the
accountability of the funds that were raised.

Talana presented a list of expenditures from the funds. Talana reviewed that you have
different youth and personalities and families and not all agree. Talana reviewed that the girls
have a card when they go out for donations of where to send the money. Talana reviewed that
the previous year there were only two girls so there was more money for each girl. The funds are
distributed equally between the girls. Talana gave a review of what the girls do and the different
events. She also reviewed what is required of the girls during their reign.

Meeting adjourned
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