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INTRODUCTION 

WELCOME 

The Board of County Commissioners would like to welcome you as an employee of Lake County Government 
(the “County”). As an employee of the County, you will want to know what you can expect from us and what we 
expect from you. The Lake County Government Employee Handbook (“handbook”) will give you general 
information by outlining County employment guidelines, policies, practices, and benefits. We strive to attract 
and retain the highest quality employees, so that the County can continue to effectively serve the Lake County 
community. 
 
Please take the time to review this handbook so that you will be familiar with requirements of employment with 
the County. Should you have any questions, please feel free to ask your manager or a Human Resources staff 
member. 
  
Success happens when everyone consistently performs under the highest standards. Your job is to learn and 
master the proper way to complete required tasks and then consistently perform them to the best of your 
ability. We sincerely hope that you will take a great deal of pride in being part of our Lake County Government. 
We are constantly striving to provide the highest level of commuity service. As a part of the team, your ideas 
and input are important, so please let a manager know if you see any room for improvement. 
 
Once again, welcome aboard and thank you for choosing to be a member of the County team. 

ADMINISTRATIVE POLICES AND AT-WILL EMPLOYMENT 

The County recognizes that sound organizational guidelines are an essential component of extending quality 
services to the public. The information presented in this handbook is merely a guideline and a statement of the 
County’s present general practices, guidelines, and benefits. It is intended to acquaint you with terms of 
employment with the County, to answer some of your questions about such employment, and to explain certain 
practices and procedures applicable to your employment. The handbook and any supplemental personnel 
policy forms are presented as a matter of information and are not intended to be all inclusive.  
 
Your employment with the County is at-will. The benefits, practices and guidelines outlined in the handbook, 
the language used and any statements made by County management are not intended to create, or to be 
construed to constitute a contract, nor are they a guarantee of continued employment between you and the 
County.Your employment with the County may be terminated at any time, with or without cause or advance 
notice by you or the County. All employees of the County are hired at-will. This practice cannot be changed 
except by a written agreement signed by you and an authorized elected official of the County. 
 
With the exception of the at-will nature of employment, the practices, guidelines and benefits set forth in this 
handbook may be interpreted, modified, revoked, suspended, terminated, or amended, in whole or in part, by the 
Board of County Commissioners (the “BOCC”) at any time in its sole discretion without prior notice. This edition 
of the handbook replaces and supercedes all previously issued editions.  
 
It is expressly understood that this handbook is not intended to cover all the employment matters that may 
arise during the day-to-day operations of Lake County Government. Any procedures provided in this manual 
are intended only as a general guideline for employees and may be modified at any time. No employee 
handbook can foresee every question or situation. If you have questions, after you have read the handbook, 
please contact your manager or Human Resources. 
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General rules of behavior, decorum, or conduct, including equal employment opportunity and other anti-
discrimination and anti-harassment laws, are applicable to all employees, volunteers and elected officials. 
Other provisions of this manual are also applicable to all employees of the County, although some departments 
and agencies may have additional internal policies that apply to employees of those departments and 
agencies. In the event of conflict between the terms of this personnel manual and such internal policies, the 
terms of this handbook shall prevail. 
 
Throughout various departments, employment may also be regulated by statutory requirements. For example, 
certain sections of this handbook do not apply to specific disciplinary action taken with post-certified employees 
of the Lake County Sheriff’s Office.  In addition, certain departments are required to adhere to additional 
federal, state laws and regulations, among which are the Public Health and Human Services Departments, 
Public Works Department, and the Sheriff's Office. In the event of conflict between the terms of this personnel 
manual and any applicable state or federal statute, the statute shall prevail; however, the remaining provisions 
of handbook shall remain in full force and effect.  
 
Nothing contained in the policies set forth in this handbook shall be construed to authorize Elected Officials 
and Department Directors to exceed their appropriated budget. 

PREAMBLE 

The personnel policies of Lake County Government are adopted consistent with fair employment principles 
such as: 
 

1. Recruiting, selecting and advancing employees based on their relative ability, knowledge and skills, 
including open consideration of qualified applicants for initial employment. 

2. Retaining employees based on the adequacy of their performance, correcting inadequate 
performance, and separating from employment employees whose performance does not meet the 
County’s requirements. 

3. Assuring fair treatment of applicants and employees in all aspects of personnel administration 
without regard to sex, race, color, national origin, ancestry, citizenship, religion, age, physical or 
mental disability, medical condition, sexual orientation/identity, marital status, veteran status, 
genetic information of the individual or their family member, political affiliation or any other basis 
that is protected under federal and state law in applying or providing terms and conditions of 
employment. This "fair treatment" principle includes compliance with the Federal Equal Employment 
Opportunity and nondiscrimination laws. 

4. Assuring that employees are protected against coercion for partisan political purposes and are 
prohibited from using their official authority for the purpose of interfering with or affecting the result 
of an election or a nomination for office. 
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EMPLOYMENT PRACTICES 

EMPLOYEE STATUS DEFINITIONS 

Employee: A person employed in a full or part-time position on a regular (year-round), seasonal/temporary, or 
occasional basis. All employees serve under the direction of the Elected Official or Department Director by 
whom they are appointed or employed, and their employment is under the decision-making authority of the 
elected official(s) in charge of that department. This means that the elected officials may exercise all 
employment authority, including the authority to hire or terminate employees consistent with all applicable laws. 
An employee that wishes to provide services for the county, must choose to be either an employee or an 
independent consultant, but may not be both. Nothing in these definitions is a guarantee of work or status for 
any period of time. 
 
Employment Classifications: 
 

Regular Full-time  
Employees who are regularly scheduled year-round at least 40 hours per week. 

 
Regular 3/4-time 
Employees who are regularly scheduled year-round to work 30-39 hours per week.  

 
Regular Part-time 
Employees who are regularly scheduled year-round to work less than 30 hours per week.  

 
Seasonal or Temporary 
Employees who are hired for a pre-established period not to exceed 5 months, or a position which is 
funded by a federal, state, or non-profit funding grant or contract which is limited by funds or time with 
no benefits. They may work full-time or part-time schedules.    

 
Occasional  
Employees who are not scheduled to work a fixed scheduled on a regular basis, but rather works on an 
occasional or on-call basis. 

 
Nonexempt/Exempt Status: 
 

Nonexempt  
Employees whose positions meet specific criteria under the Fair Labor Standards Act (FLSA) and are 
required to be paid at time and one-half for overtime hours worked. 
 
Exempt  
Employees whose positions meet specific criteria established by the FLSA who are exempt from 
overtime pay requirements. 
 
Elected Officials, Department Directors and other employees that have been designated as "exempt" 
are not subject to the minimum wage and overtime provisions of the FLSA, and are not eligible for 
overtime compensation. Such exempt employees will be informed of their exempt status at the time of 
hire or appointment. Under no circumstances will a position be classified as exempt without the 
approval of the Board of County Commissioners after consultation with the County Attorney. Exempt 
employees will not be compensated in the form of compensatory time or payment for hours worked in 
excess of 40 hours per work week or 86 hours in a 14-day period. Exempt employees will not be 
compensated for holidays worked or not worked over and above their set salary. 
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Other Definitions: 
 

Elected Officials: The Board of County Commissioners, Clerk and Recorder, Treasurer, Assessor, 
Coroner and Sheriff. 

 
Appointees of Elected Officials: County Administrator/Manager, Chief Deputy Clerk & Recorder, 
Chief Deputy Treasurer, Chief Deputy Assessor, Undersheriff and County Attorney. 
 
Department Directors: A person employed in the position of Director of established County 
departments, including Public Works, Public Health, Human Services, Library, Building and Land Use, 
Human Resources, Recreation, Maintenance and Office of Emergency Management. Director positions 
may be added and/or terminated to accommodate changes in organizational structure at the discretion 
of the Board of County Commissioners. 
 
Volunteers: Individuals who perform service for the County for civic, charitable, or humanitarian 
reasons, or for useful public service pursuant to an order of the court. An individual shall not be 
considered a volunteer if the individual is otherwise employed by the County to perform the same type 
of services as those for which the individual volunteers. Volunteers must be registered by the County or 
the organization under whose direction the volunteer is operating (e.g., Lake County Search and 
Rescue). Volunteers are not governed by the County's guidelines as outlined in this handbook and are 
not eligible for any employment-based benefits. Notwithstanding the foregoing, volunteers for the Lake 
County Search and Rescue and/or registered volunteers responding to a disaster as designated by the 
County are covered under Lake County’s Workers' Compensation Insurance while providing such 
volunteer services. 

EQUAL EMPLOYMENT OPPORTUNITY 

The County is an equal employment opportunity employer and makes every effort to comply with applicable 
employment laws prohibiting discrimination, including without limitation those based on race, color, religion, 
sex, sexual orientation, age, national origin, genetic information, physical or mental disability, veteran status, 
and any other status protected by federal, state or local laws. All such discrimination is unlawful and all 
persons involved in the operations of the County are prohibited from engaging in discriminatory conduct.  
 
It is an ongoing practice of the County to provide equal opportunity in all employment actions to all employees 
and job applicants. This shall apply to all privileges, conditions and terms of employment, including, hiring, 
training, promotion, transfer, compensation, benefits, and separation.   

REASONABLE ACCOMMODATIONS 

Where necessary and feasible, the County will strive to make reasonable accommodations for qualified 
individuals with disabilities to perform the essential functions of their job, consistent with applicable law and as 
long as it does not cause undue hardship on the County. 
 
Americans with Disabilities Act (ADA) and the ADA Amendments Act (ADAAA) 
The Americans with Disabilities Act (ADA) and the Americans with Disabilities Act Amendments Act (ADAAA) 
are federal laws that prohibit employers with 15 or more employees from discriminating against applicants and 
individuals with disabilities (mental and physical) and, when needed, requires such employers to provide 
reasonable accommodations to such applicants and employees who are qualified for a job, so that they may 
perform the essential job duties of the position. 
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It is the policy of Lake County Government to comply with all federal and state laws concerning the 
employment of persons with disabilities and to act in accordance with regulations and guidance issued by the 
Equal Employment Opportunity Commission (EEOC). Furthermore, it is County policy not to discriminate 
against qualified individuals with disabilities in regard to application procedures, hiring, advancement, 
discharge, compensation, training or other terms, conditions and privileges of employment. 
 
Lake County Government will reasonably accommodate qualified individuals with a disability so that they can 
perform the essential functions of a job unless doing so causes a direct threat to these individuals or others in 
the workplace and the threat cannot be eliminated by reasonable accommodation and/or if the accommodation 
creates an undue hardship on the County.   
 
Reasonable accommodation requires an interactive process, which is an ongoing dialogue between the 
employee and appropriate representatives of the County about possible options for reasonably 
accommodating the employee's disability. Reasonable accommodation may require medical documentation 
from a Licensed Health Care Practitioner. Accommodation options may include a modified work schedule; a 
leave of absence; reassignment; modified equipment; assistive devices; modification of existing facilities; and 
restructuring the job. Both the County and the employee are expected to participate in the interactive process 
of reasonable accommodation, which may include a job analysis and review of the job description. 
 
Definitions: 
 
Medical Documentation: Written documentation of observable, measurable and reproducible findings from 
examination and supporting laboratory or diagnostic tests, assessment or diagnostic formulation, such as, but 
not limited to, x-ray reports, elevated blood pressure readings, lab test results, functionality assessments, 
psychological testing, etc. issued by a physician or other appropriate health care practitioner required to be 
licensed, registered, or certified by the State of Colorado. 
 
Essential Functions: The fundamental (as opposed to the marginal) job duties of the employment position the 
individual holds or desires. A job function may be considered essential for any number of reasons, including, 
but not limited to, any one or more of the following: 

1. The function may be essential because the reason the position exists is to perform that function. 
2. The function may be essential because of the limited number of employees available among whom the 

performance of that job function can be distributed. 
3. The function may be highly specialized, so that the incumbent in the position is hired for his or her 

expertise or ability to perform the particular function. 
4. Evidence of whether a particular function is essential includes, but is not limited to, the following: 

a. The employer's judgment as to which functions are essential. 
b. Written job descriptions prepared before advertising or interviewing applicants for the job. 
c. The amount of time spent on the job performing the function. 
d. The consequences of not requiring the incumbent to perform the function. 
e. The terms of a collective bargaining agreement. 
f. The work experiences of past incumbents in the job. 
g. The current work experience of incumbents in a similar job. 

 
Job Analysis: A functional capacity analysis describing how the job duties are performed. 
 
Job Description: Identifies and describes the duties of the position, in terms of essential and marginal duties. 
 
Mental Disability: Includes, but is not limited to, having any medically documented mental or psychological 
disorder or condition, such as mental retardation, organic brain syndrome, emotional or mental illness, or 
specific learning disabilities, that limit an individual’s ability to engage in a major life activity. 
 

For purposes of this Policy: 
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• "Limits" shall be determined without regard to mitigating measures, such as medications, assistive 

devices, or reasonable accommodations, unless the mitigating measure itself limits a major life activity. 
• A mental or psychological disorder or condition limits a major life activity if it makes the achievement of 

the major life activity difficult. 
• "Major life activities" shall be broadly construed and shall include physical, mental, and social activities 

and working. "Working" is a major life activity, regardless of whether the actual or perceived working 
limitation implicates a particular employment or a class or broad range of employment. 

• Any other mental or psychological disorder or condition not described above that requires special 
education or related services. 

• Having a record or history of a mental or psychological disorder or condition described above, which is 
known to the employer. 

• Being regarded or treated by the employer as having, or having had, any mental condition that makes 
achievement of a major life activity difficult. 

• Being regarded or treated by the employer as having, or having had, a mental or psychological disorder 
or condition that has no present disabling effect, but that may become a mental disability as described 
above. 

• "Mental disability" does not include sexual behavior disorders, compulsive gambling, kleptomania, 
pyromania, or psychoactive substance use disorders resulting from the current unlawful use of 
controlled substances or other drugs. 

 
Physical Disability: Includes, but is not limited to, having any physiological disorder, or condition, cosmetic 
disfigurement, or anatomical loss that does both of the following: 
 

• Affects one or more of the following body systems; neurological, immunological, musculo-skeletal, 
special sense organs, respiratory (including speech organs), cardiovascular, reproductive, digestive, 
genito-urinary, hemic and lymphatic, skin, and endocrine. 

• Limits a major life activity.  
 
For purposes of this Policy: 

o "Limits" shall be determined without regard to mitigating measures such as medications, 
assistive devices, prosthetics, or reasonable accommodations, unless the mitigating measure 
itself limits a major life activity. 

o A physiological disease, disorder, condition, cosmetic disfigurement, or anatomical loss limits a 
major life activity if it makes the achievement of the major life activity difficult. 

o "Major life activities" shall be broadly construed and include physical, mental, and social 
activities and working. "Working" is a major life activity, regardless of whether the actual or 
perceived working limitation implicates a particular employment or a class or broad range of 
employment. 

• Any other health impairment not described above that requires special education or related services. 
• Having a record or history of a disease, disorder, condition, cosmetic disfigurement, anatomical loss, or 

health impairment described above which is known to the employer. 
• Being regarded or treated by the employer as having, or having had, any physical condition that makes 

achievement of a major life activity difficult. 
• Being regarded or treated by the employer as having, or having had, a disease, disorder, condition, 

cosmetic disfigurement, anatomical loss, or health impairment that has no present disabling effect but 
may become a physical disability as described above. 

• "Physical disability" does not include sexual behavior disorders, compulsive gambling, kleptomania, 
pyromania, or psychoactive substance use disorders resulting from the current unlawful use of 
controlled substances or other drugs. 

 
Qualified Individual with a Disability: A "qualified" individual with a disability is a person with a mental or 
physical disability who satisfies the requisite skill, experience, education and other job-related requirements of 
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the employment position, and who, with or without reasonable accommodation, can perform the essential 
functions of the position. Employees who are currently engaging in the illegal use, possession, or distribution of 
controlled substances are specifically excluded from this definition. Alcoholics are not specifically excluded 
from this definition. Therefore, the County may not make adverse employment decisions solely on the basis 
that an individual is an alcoholic. However, individuals whose current use of alcohol prevents them from 
performing their job duties are excluded from this definition. Employees who constitute a direct threat to the 
health or safety of themselves or others are excluded from this definition. 
 
Special Selection: Any employee who becomes disabled may be selected for a position which has not been 
publicized as part of the reasonable accommodation interactive process.  An employee who becomes disabled 
may be selected for an open position for which they qualify and may be considered for open positions over 
non-disabled applicants. A Vocational Rehabilitation Counselor, or an appropriate County representative, will 
assist the disabled employee with alternate job placement. 
 
Undue Hardship: Undue hardship means any action that requires significant difficulty or expense when 
considered in relation to factors such as the nature and structure of departmental operations and including 
without limitation consideration of the special circumstances of public safety. 

ACCOMMODATIONS FOR CONDITIONS RELATED TO PREGNANCY OR CHILDBIRTH 

 
Lactation and Breastfeeding 
For up to two years after the child's birth, any employee who is breastfeeding her child will be provided 
reasonable break times to express breast milk for her baby. The County shall make reasonable efforts to 
provide a room or other location in close proximity to the employee’s work area, other than a toilet stall, where 
the employee can express breast milk in privacy. A refrigerator reserved for the specific storage of breast milk 
will be made reasonably available. Any breast milk stored in the refrigerator must be labeled with the name of 
the employee and the date of expressing the breast milk. Any nonconforming products stored in the refrigerator 
may be disposed of. Employees storing milk in the refrigerator assume all responsibility for the safety of the 
milk and the risk of harm for any reason, including improper storage, refrigeration and tampering. Nursing 
mothers wishing to use a private room for this purpose must request/reserve the room by contacting Human 
Resources. Additional rules for use of the room and refrigerator storage are posted in the room. Employees 
who work offsite or in other locations will be accommodated with a private area as necessary. Breaks of more 
than 20 minutes in length will be unpaid, and the employee should indicate this break period on her time 
record. 
 
Before an employee may seek judicial redress for a violation of this policy, they shall engage in nonbinding 
mediation with Lake County Government. 

UNLAWFUL HARASSMENT 

Harassment 
The County prohibits harassment of any kind, including without limitation sexual harassment, and will take 
appropriate and immediate action in response to complaints or knowledge of violations of this policy. For 
purposes of this policy, harassment is any verbal or physical conduct designed to threaten, intimidate or coerce 
an employee, co-worker, or any person working for or on behalf of the County.  
 
The following examples of harassment are intended to be guidelines and are not exclusive when determining 
whether there has been a violation of this policy: 
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• Verbal harassment includes comments that are offensive or unwelcome regarding a person’s national 
origin, race, color, religion, gender, sexual orientation, age, body, disability or appearance, including 
epithets, slurs and negative stereotyping. 

• Nonverbal harassment includes distribution, display or discussion of any written or graphic material that 
ridicules, denigrates, insults, belittles or shows hostility, aversion or disrespect toward an individual or 
group because of national origin, race, color, religion, age, gender, sexual orientation, pregnancy, 
appearance, disability, sexual identity, marital status or other protected status. 

 
Sexual harassment 
Sexual harassment is a form of unlawful employment discrimination under Title VII of the Civil Rights Act of 
1964 and is prohibited under the County’s anti-harassment policy. According to the Equal Employment 
Opportunity Commission (EEOC), sexual harassment is defined as “unwelcome sexual advances, requests for 
sexual favors, and other verbal or physical conduct of a sexual nature ... when ... submission to or rejection of 
such conduct is used as the basis for employment decisions ... or such conduct has the purpose or effect of ... 
creating an intimidating, hostile or offensive working environment.” 
 
Sexual harassment occurs when unsolicited and unwelcome sexual advances, requests for sexual favors, or 
other verbal or physical conduct of a sexual nature: 

• Is made explicitly or implicitly a term or condition of employment. 
• Is used as a basis for an employment decision. 
• Unreasonably interferes with an employee’s work performance or creates an intimidating, hostile or 

otherwise offensive environment. 
 
Sexual harassment may take different forms. The following examples of sexual harassment are intended to be 
guidelines and are not exclusive when determining whether there has been a violation of this policy: 

• Verbal sexual harassment includes innuendoes, suggestive comments, jokes of a sexual nature, sexual 
propositions, lewd remarks and threats; requests for any type of sexual favor (this includes repeated, 
unwelcome requests for dates); and verbal abuse or “kidding” that is oriented toward a prohibitive form 
of harassment, including that which is sexual in nature and unwelcome. 

• Nonverbal sexual harassment includes the distribution, display or discussion of any written or graphic 
material, including calendars, posters and cartoons that are sexually suggestive or show hostility 
toward an individual or group because of sex; suggestive or insulting sounds; leering; staring; whistling; 
obscene gestures; content in letters, notes, facsimiles, e-mails, photos, text messages, tweets and 
Internet postings; or other forms of communication that are sexual in nature and offensive. 

• Physical sexual harassment includes unwelcome, unwanted physical contact, including touching, 
tickling, pinching, patting, brushing up against, hugging, cornering, kissing, fondling, and forced sexual 
intercourse or assault. 

• "Quid pro quo" harassment. In this form the victim is typically asked to grant sexual favors in return for 
some benefit or to avoid some form of harm. 

• "Hostile work environment." In this form the harassment creates a hostile working environment for the 
victim. This type usually takes the form of innuendoes and suggestive remarks which the victim finds 
offensive; there need not be any demand that the victim join in a sexual relationship. 

 
Courteous, mutually respectful, pleasant, noncoercive interactions between employees that are appropriate in 
the workplace and acceptable to and welcomed by both parties are not considered to be harassment, including 
sexual harassment. 
 
Retaliation 
No hardship, loss, benefit or penalty may be imposed on an employee in response to: 

• Filing or responding to a bona fide complaint of discrimination or harassment. 
• Appearing as a witness in the investigation of a complaint. 
• Serving as an investigator of a complaint. 
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Lodging a bona fide complaint will in no way be used against the employee or have an adverse impact on the 
individual’s employment status. However, filing groundless or unfounded malicious complaints is an abuse of 
this policy and will be treated as a violation of the policy. 
 
Any person who is found to have violated this policy will be subject to discipline up to and including termination 
of employment.  
 
If you have lodged a prior harassment or discrimination complaint or assisted in the investigation of such 
complaint, please report any subsequent retaliation concerns immediately to the attention of your Supervisor, 
any of the County Commissioners, or Human Resources. 
 
Confidentiality 
All complaints and investigations are treated confidentially to the extent possible, and information is disclosed 
strictly on a need-to-know basis. The identity of the complainant is usually revealed to the parties involved 
during the investigation, and the Human Resources Director will take adequate steps to ensure that the 
complainant is protected from retaliation during and after the investigation. All documented information 
pertaining to a complaint or investigation under this policy will be maintained in secure files within the Human 
Resources department. 
 
Complaint procedure 
The County has established the following procedure for lodging a complaint of harassment, discrimination or 
retaliation. The County will treat all aspects of the procedure confidentially to the extent reasonably possible. 

1. Complaints should be submitted as soon as possible after an incident has occurred, preferably in 
writing, to your Supervisor, any of the County Commissioners or Human Resources. The Human 
Resources Director may assist the complainant in completing a written statement or, in the event an 
employee refuses to provide information in writing, the Human Resources Director will memorialize the 
verbal complaint in writing.  

2. Upon receiving a complaint or being advised by a supervisor or manager that violation of this policy 
may be occurring, the Human Resources Director will notify senior management and review the 
complaint with the county’s legal counsel. 

3. The Human Resources Director will initiate an investigation to determine whether there is a reasonable 
basis for believing that the alleged violation of this policy occurred. 

4. If necessary, the complainant and the respondent will be separated during the course of the 
investigation, which may include either internal transfer or administrative leave.  

5. During the investigation, the Human Resources Director, together with legal counsel or other 
management employees, will interview the complainant, the respondent and any witnesses to 
determine whether there is sufficient information to establish that the alleged conduct likely occurred. 

6. Upon conclusion of an investigation, the Human Resources Director or other person conducting the 
investigation will submit a written report of their findings to the Board of County Commissioners. If it is 
determined that a violation of this policy has occurred, the Human Resources Director will recommend 
appropriate disciplinary action. The level of disciplinary action taken may depend on the following 
factors:  

a) the severity, frequency and pervasiveness of the conduct;  
b) prior complaints made by the complainant;  
c) prior complaints made against the respondent; and  
d) the quality of the evidence (e.g., firsthand knowledge, credible corroboration). 

7. If the investigation is inconclusive or if it is determined that there has been no violation of policy, but 
potentially problematic conduct may have occurred, the Human Resources Director may recommend 
appropriate preventive action. 

8. The Board of County Commissioners will review the investigative report and any statements submitted 
by the complainant or respondent, discuss results of the investigation with the Human Resources 
Director and other management staff as appropriate, and decide what action, if any, will be taken.  
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9. Once a final decision is made, the Board will meet with the complainant and the respondent separately 
and notify them of the general findings of the investigation. If disciplinary action is to be taken, the 
respondent will be informed of the nature of the discipline and how it will be executed.  

 
These guidelines apply on all County premises and at all County activities, including, but not limited to, County-
sponsored trainings and social events held off County property under County auspices. 
 
It is strongly recommended that a County employee neither initiate nor maintain a romantic relationship with 
anyone they supervise or anyone who supervises them. Even if the relationship is consensual, there is still a 
possibility of misuse or misunderstanding. The only exception to this policy is that the County will not involve 
itself in any employee's activities conducted while not on duty or at work and offsite of County property, which 
do not affect an employee's ability to impartially perform his or her assigned duties. Any job-related conflict of 
interest which develops may be regarded as the responsibility of the participating individuals, but may be 
reported under the Conflict of Interest Policy for investigation. 

HIRING, PROMOTIONS, AND TRANSFERS 

All recruiting, selecting, and advancing employees, to the extent practical and in the sole discretion of the 
County, will be on the basis of the relative job-related ability, knowledge, education, and skill to the degree 
consistent with County departmental needs and operational priorities. In hiring, promoting, or transferring the 
most qualified candidates for positions, the following process should be followed. 
 
All persons having the authority to hire, discharge, transfer, or promote personnel, must follow a non-
discriminatory practice. This policy applies without regard to sex, race, color, national origin, ancestry, 
citizenship, religion, age, physical or mental disability, medical condition, sexual orientation, marital status, 
veteran status, on the basis of genetic information of the individual or family member of the individual, political 
affiliation, or any other protected basis that is unlawful under federal and state law. 
 
Personnel Requisitions 
Recruitment for a position vacancy will be initiated by the Elected Official or Department Director. Human 
Resources will be notified of vacated or new position openings to assist in the recruitment of candidates, both 
internal and external. Personnel requisitions should indicate the following: 

• Position title 
• Position hours/shifts 
• Employment classification 
• Exempt or nonexempt status of the position 
• Reason for the opening 
• Essential job functions and qualifications (or a current job description may be attached) 
• Any special recruitment advertising instructions 

 
Intake meetings 
Human Resources will arrange a meeting with the hiring manager to conduct an intake meeting prior to posting 
a job opening to learn more about the position, the requirements, and the profile of the ideal candidate. The 
recruiting strategy will be set during this meeting and expectations established with all the key stakeholders. 
 
Job postings 
Human Resources will create job postings that briefly describe the job opening. County employees may be 
given preference for vacancies consistent with job requirements and their qualifications for the position. 
Generally, job openings will be posted internally first, then externally with sources appropriate for the position 
being filled. To assure that County employees are aware of position openings and to invite them to be 
considered for the position, all appropriate vacancies will be posted internally for a minimum period of five (5) 
days. Vacancy announcements will be distributed to all departments for posting and will be posted on the LCG 
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Employee internal website. In order for an employee to be considered for County employee preference, they 
must apply during the five (5) day posting period. Jobs will remain posted until the position is filled. The Human 
Resources department will be responsible for tracking all applicants and retaining applications and resumes as 
required.  
 
If internal recruiting is not successful, external candidates may be solicited through the Colorado Workforce 
Center, newspaper ads, trade publications, internet advertisement, or other appropriate media. Human 
Resources may be utilized to assist in the placement of these advertisements. No minimum run date is 
specified. Because there are times when it is necessary to fill the position as quickly as possible, the County 
may find it expedient to advertise concurrently in the outside market at the same time the position is advertised 
internally. 
 
Should the position become vacant again within 180 days of advertising the original vacancy, it will not be 
necessary to re-advertise should an acceptable applicant be available. 
 
Promotions/Transfers 
In compliance with Colorado’s Equal Pay for Equal Work Act, the County shall make reasonable efforts to 
announce, post, or otherwise make known all opportunities for promotion to all current employees on the same 
calendar day and prior to making a promotion decision. To assure that County employees are aware of 
position openings and to invite them to be considered for the position, all appropriate vacancies will be posted 
internally for a minimum period of five (5) days. Promotion and transfer decisions will be based on each 
candidate’s relative job-related ability, knowledge, education, and/or skills. Employees are encouraged to 
continue to improve these qualities, so they are well qualified for promotional opportunities, and encouraged to 
keep their qualifications information current with Human Resources. 
 
Internal Applicants 
Current employees with a satisfactory employment status may apply for internal job openings. The consents of 
the employee’s manager and the Human Resources department may be necessary for employees with less 
than one year of service with the County. All applicants for a posted vacancy will be considered based on their 
qualifications and ability to perform the job successfully. Internal candidates who are not selected will be 
notified by the Human Resources department. If internal recruiting is successful, the employee will transfer to 
the new office or department at the rate of pay budgeted for the new position, which could be a reduction in the 
employee’s current compensation. 
 
Interview Process 
The Human Resources department and the hiring manager will screen applications and resumes prior to 
scheduling interviews. Hiring managers will have an interview committee of two to three other department 
members and will retain all interview documents from all committee members. When a candidate has been 
selected, hiring managers will send the interview documents for all candidates to Human Resources. The 
Human Resources department will notify applicants who are not selected for positions at the County.  
 
Reference Checks 
Before final selection is made or an offer of employment is made to an external candidate, their references 
must be contacted. Human Resources or the hiring manager will conduct professional reference checks and 
employment verification on the top candidates based on the results of the candidate evaluation forms 
completed by the interviewers. Generally, a minimum of three professional references are required from each 
candidate.  
 
Selections 
The final selection will be the responsibility of the County Manager with input from the Department Director as 
applicable. The selection will be determined on the basis of the applicants' job-related knowledge, skills, 
abilities, experience and education.  
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Job Offers 
After a decision has been made to hire a candidate, an offer may be made contingent on the satisfactory 
completion of required background checks and testing. Hiring managers will send their selection to Human 
Resources will all applicable interview documents, reference check materials and other pertinent information. 
Human Resources will create an offer letter and either HR or the hiring manager will send the offer letter to the 
selected candidate for signature.  
 
Background Checks 
Background checks may be required depending on the position and may include criminal history, credit history, 
driving record, drug testing, or any other relevant job-related information consistent with requirements for 
performance of the job. 
 
If the County deems necessary, the County reserves the right to conduct drug and/or alcohol test and/or 
medical inquiries or examinations of applicants for employment post-offer and of current employees in 
accordance with the provisions of any other state and/or federal law. A medical inquiry or examination may be 
required post-offer or of current employees if it is job-related and consistent with business necessity by the 
following definitions: 

• There is a reasonable belief, based on objective evidence, that an employee's ability to perform 
essential job functions will be impaired by a medical condition; or 

• An employer has a reasonable belief, based on objective evidence, that an employee will pose a direct 
threat due to a medical condition; or 

• An employee asks for a reasonable accommodation and the employee's disability or need for 
accommodation is not known or obvious; or 

• Required in positions that affect public safety, such as law enforcement and fire fighters. 
 
Internal applicants must complete required background checks or tests not previously completed. 
 
Once the Human Resources department receives satisfactory results from all required background checks and 
tests, candidates will be provided with a final job offer. If a candidate fails to accept an offer of employment 
within seven (7) calendar days, the offer may be rescinded by the County. 
 
Employment Eligibility Verification 
All employees hired must complete within 72 hours the Department of Homeland Security Form 1-9. A copy of 
the documents used to prove identity and authorization to work in the United States will be made for the files 
prior to any employee starting work for the county. Documents must be original and unexpired. 
 
All elected officials, department directors, and others involved in the hiring process are expected to consistently 
follow the hiring, promotion, and transfer policies. Failure to do so may result in corrective action, which could 
include without limitation rescinding an offer of employment improperly made.  

USE OF COUNTY VEHICLES; OUT OF COUNTY RESIDENCY 

The County will not pay either in salary, overtime, or mileage for employees with a residency out of Lake 
County to commute to work in Lake County. The County will not furnish a vehicle to be driven out of Lake 
County to an employee's residence in another county. There will be no commuting use of any county vehicle of 
any type to any abode outside of Lake County. No in county vehicle commuting to any abode is allowed 
without the consent of the Board of County Commissioners, other than official law enforcement vehicles 
authorized to be taken by an officer directly to and from their Lake County residence and work in their official 
work capacity. 
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The County Public Works Department maintains a fleet of vehicles for use only in connection with official 
County business or activities, which may not be used for personal purposes. Authorized users of fleet vehicles 
must possess an appropriate, valid driver’s license and comply with all policies and procedures established by 
the Public Works Director in consultation with Board of County Commissioners and County Manager. 
 
No county vehicle may be used other than for official business. Under the general budgetary authority of the 
Board of County Commissioners, any violation of these terms and conditions of vehicle use will result in 
disciplinary action. If the offending employee is under the statutory control of another elected official and such 
official does not take disciplinary action to address the violation, then the subsequent year's budget for that 
department may be reduced in the ensuing year for a violation. 

EMPLOYMENT OF RELATIVES 

The employment of relatives within County operations is prohibited under the following circumstances, unless 
otherwise protected by law: 

• Where one relative would be working under the direct supervision of the other relative. 
• Where one relative would be responsible to audit, verify, receive or be entrusted with money handled 

by the other relative. 
 
For the purpose of this policy, employees are considered to be "relatives" if they are related by blood, adoption 
or marriage. This policy applies to all categories of employment, including full-time, temporary, and part-time, 
as well as independent contractor engagements. 

REMOTE WORK 

The County may institute policies for remote work based on operational requirements. Telecommuting 
arrangements may be approved on a full-time, part-time, and/or temporary basis, at the discretion of Elected 
Officials and Department Directors with approval by the Board of County Commissioners. Eligible employees 
include those who can effectively perform their job duties from home. The employee and their manager will 
discuss work responsibilities and the feasibility of a remote work assignment. 
 

• Work Hours: Employees authorized to telecommute are expected to work: 
o During regular business hours for their department, and 
o A schedule agreed upon by their manager. 

• Location: Employee’s must keep the County informed of their remote work location and any change in 
address. The County may approve or deny an employee’s remote work location at its discretion. 

• Time Worked: Telecommuting employees who are not exempt from overtime requirements of the Fair 
Labor and Standards Act (FLSA) are required to accurately record all hours worked using the County’s 
time-keeping system. Hours worked in excess of those scheduled per day and per workweek require 
the advance approval of the employee’s supervisor. Failure to comply with this requirement may result 
in immediate termination of the telecommuting agreement and/or other disciplinary action. 

• Expenses: Employees will not be reimbursed for business expenses related to remote work, unless 
required by state or local law. 

• Security: Consistent with the organization’s expectation of information security for employees working 
at the primary worksite, employees must agree to take all reasonable precautions to protect confidential 
information of the County and its constituents while working remotely. 

• Safety: Employees are expected to maintain the safety of their remote workspace, and the County may 
require a picture or inspection of the employee’s remote workspace. Employees who sustain a work-
related injury or illness in their remote work environment must follow standard Worker’s Compensation 
reporting and claim procedures. 
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All employees authorized to work remotely are expected to adhere to this policy, and any employee found in 
violation of this policy will be subject to disciplinary action and/or immediate termination of the telecommuting 
agreement. Questions and concerns regarding this policy may be directed to the employee’s direct supervisor 
or the Human Resources department. This policy does not guarantee a long-term telecommuting arrangement, 
and employees are expected to return to work when and as directed. 

CONTINUITY OF OPERATIONS 

Continuity of Operations (COOP) is an effort within all departments to ensure that the County’s essential 
functions continue to be performed during a wide range of emergencies, including localized natural 
occurrences, disasters, pandemics, accidents and technological or biological attack-related emergencies. All 
County employees are expected to engage actively in Continuity of Operations planning and implementation 
as requested  by their department. 

PERFORMANCE EVALUATIONS 

Generally, on at least an annual basis, all employees, with the exception of Elected Officials, will have an 
evaluation of their work performed to assist them in setting goals for their performance and to allow their 
supervisor and the employee to discuss any areas for improvement and necessary changes in work 
performance or responsibilities. Although the review process provides an opportunity to formally discuss 
performance, we encourage you and your manager to have ongoing communications regarding your work 
throughout the review period. 
 
An employee or group of employees has the right to discuss the conditions of their employment, employer's 
standards, job descriptions, work environment, performance evaluation and personnel policies with their 
Department Director or Elected Officials without fear of discrimination or reprisal. 
 
Performance evaluations do not guarantee an increase in pay or bonus payments, nor do they imply or 
guarantee continued employment. Any employee that begins employment in the last quarter of the year is 
not eligible for any discretionary performance-based annual increase in wages proposed to be effective for 
their position or classification in January of the following year. 

MULTIPLE POSITIONS WITH THE COUNTY 

An employee seeking to hold multiple positions with the County must obtain approval from each position’s 
Department Director and the Human Resources department. The employee must follow standard hiring 
procedures and meet the required qualifications for each desired position. The County reserves the right to 
deny an employee’s ability to hold multiple positions for any reason. Each request will be evaluated on a case-
by-case basis. 
 
The FLSA provides that where State or local government employees solely at their option work occasionally or 
sporadically on a part-time basis for the same public agency in a different capacity from their regular 
employment, the hours worked in the different jobs shall not be combined for the purpose of determining 
entitlement to overtime compensation under the FLSA. 

INTERIM UPGRADE 

Employees may temporarily be reassigned to other positions and duties as required to meet County 
operational needs. The County may increase the rate of pay for individuals who are temporarily reassigned to 
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positions in a higher classification. Upon the expiration of the temporary assignment, the individual will revert to 
their former position and rate of pay. 

SUGGESTIONS 

The County encourages employees to communicate with their supervisor if they have constructive suggestions 
or comments that may improve working conditions, make their job easier, reduce costs or enhance services 
provided by the County. 

EMPLOYEE PROBLEM SOLVING 

Employees who have complaints or encounter work-related problems are encouraged to discuss them with 
their direct supervisor. This discussion should be timely and ideally occur promptly following when an issue 
arises . Employees who are not satisfied after discussing the problem with their direct supervisor or feel it is 
inappropriate to go to their supervisor can address the issue to the next level of management, an Elected 
Official, or a member of the Conflict Resolution Panel. 

DISCIPLINARY ACTION 

All County employees have an "at-will" employment relationship with the Board of County Commissioners, the 
Elected Officials or the Department Directors by whom they are appointed or hired. No County employee has 
any vested or contractual right to employment with Lake County. 
 
Elected Officials and Department Directors shall to the best of their ability and resources, administer discipline 
equitably, and without regard to the employee’s sex, race, color, national origin, ancestry, citizenship, religion, 
age, physical or mental disability, medical condition, sexual orientation, marital status, veteran status, genetic 
information of the individual or their family member, or any other protected basis under federal or state law in 
applying or providing terms and conditions of employment. 
 
All employees of Lake County are members of the team working together with the primary objective of serving 
the citizens of Lake County. Employees who fail to follow the rules and regulations governing conduct not only 
impact themselves and their coworkers, but also do a disservice to the citizens of the County. All employees 
may be subject to performance improvement expectations, including disciplinary action or termination, at the 
direction of the Elected Officials or Department Directors by whom they are supervised. 
 
Employees of Lake County may be subject to any of the following actions for corrective, counseling, or 
disciplinary purposes, in the discretion of their supervising Elected Official/Department Director:  
 

A. Verbal reprimand 
B. Written reprimand 
C. Suspension with pay 
D. Suspension without pay 
E. Demotion 
F. Dismissal 

 
Disciplinary actions need not follow any particular order and a supervisor may or may not use progressive 
discipline, depending upon the severity of the conduct at issue. If the misconduct warrants, an employee may 
be dismissed from employment for a first offense. There is no expressed or implied right to receive a corrective 
action or counseling prior to, or in conjunction with, a disciplinary action or termination of employment. 
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Supervising Elected Officials and/or Department Directors imposing disciplinary action are expected to 
accurately document the details of facts and circumstances underlying such action in writing and to provide 
Human Resources with supporting documents and records upon request. 
 
Examples of conduct for which an employee may be disciplined include, but are not limited to: 
 

A. Neglect of duty. 
B. Inattention to duty. 
C. Incompetence or inefficiency in the performance of job duties. 
D. Conduct endangering the safety or well-being of fellow employees or of the public. 
E. Negligent or intentional damage to or waste of public property. 
F. Insubordination, inability, or refusal to comply with lawful orders, policies or regulations. 
G. Violation of any ordinance, resolution, state or federal law, order policy or regulation. 
H. Disrespect or insolence toward a citizen or fellow employee. 
I. Excessive tardiness or unexcused absence without leave. 
J. Falsification of sick leave documentation or other excessive and unpredicted absences which 

substantially impair either the employee's ability to perform the job or the supervisor's ability to manage 
the work of the department and are not a result of a disability under the ADA for which leave as a 
reasonable accommodation is available. 

K. Misuse of County funds, property, vehicles or equipment. 
L. Falsification of records or reports. 
M. intoxication while on duty. 
N. Use or abuse of controlled substances. 
O. Failure to perform adequately the duties assigned. 
P. Failure to carry out supervisory responsibilities. 
Q. Physical violence in the work place. 
R. Engaging in any form of harassment. 

 
The Elected Officials/Department Directors will determine the action to be taken, which may be based on the 
following non-exclusive elements: 

A. Severity of the offense; 
B. Frequency of occurrences as reflected by the employee’s personnel records and as reported by the 

Elected Official or Department Director; 
C. Attitude, honesty and sincerity on the part of the employee in correcting existing deficiencies or 

compliance with job requirements; and 
D. Any other factors deemed relevant by supervisory personnel, the Elected Official or Department 

Director 
This listing is only a guideline for supervisors, and does not grant an employee any rights, procedural or 
contractual, beyond those stated in the at-will policy of the County. 

 
If any disciplinary action is taken, Human Resources will be notified by the Elected Official, Department 
Director, or Supervisor. In the event an employee disagrees with their immediate supervisor's disciplinary 
actions or performance evaluations, the employee may schedule a hearing with the Department Director. If the 
employee works for an Elected Official, their appeal right stops with the Elected Official. If the employee is 
supervised by a Department Director or disagrees with the Department Director’s decision on their hearing, 
then they may appeal to the Board of County Commissioners.  
 
Requests for a hearing with the employee’s Department Director, or in the case of appeal to the BOCC, must 
be made in writing within five (5) working days of the disciplinary action or result of the hearing with the 
Department Director. The Department Director or Board of County Commissioners shall set a hearing to be 
held no later than five (5) working days of receipt of the employee’s request. At the hearing, the employee may 
orally rebut statements in documentation of the disciplinary action or performance evaluation and/or present 
written statements in support of their position. The employee's immediate supervisor shall be present and may 
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be allowed to respond to the employee’s statements. A written decision shall be provided within five (5) 
working days after conclusion of the hearing. The decision of the Board of County Commissioners on the 
employee’s appeal is final. 
 
Suspension with pay (paid administrative leave) is limited to the payment of 6 weeks base salary from the date 
such leave begins in total to any county employee under the exercise of the general budgetary powers of the 
Board of County Commissioners regardless of department or elected office. 

CONFLICT RESOLUTION PANEL 

From time to time, situations may present themselves involving conflicts that do not fall under the auspices of 
HIPPA or Human Resources related matters. The Conflict Resolution Panel (CRP) provides a method of 
addressing such conflicts. 
 
Lake County has adopted a Conflict Resolution Panel consisting of the following individuals: 

• County Human Resources Director 
• County Manager 
• Board of County Commissioners Chair 

 
Should a conflict exist with a member of the CRP, said member will recuse themselves from addressing the 
issue and that member will be replaced on the Panel by another Manager designated by the County Attorney 
of record as an alternate member of the panel, unless the conflict is with the Chair of the Board, in which event 
another commissioner will be designated by the other commissioners. 
 
The conflict resolution procedure is available to any employee of the County and the BOCC for the resolution 
of grievances, complaints, disputes, or concerns regarding the interpretation or application of County policies. 
The procedure is available to employees of other elected officials, only if the elected official requests and/or 
agrees with assistance of the CRP. Complaints pertaining to harassment of any kind will be administered 
according to the County’s Harassment Policy. 
 
Purpose of Conflict Resolution Procedure 
The conflict resolution procedure is intended to provide a formal process for the resolution of grievances. It is 
not, however, intended to be a substitute for healthy and appropriate communication between employees and 
supervisors, nor is it intended that the procedure be used to harass supervisors or interfere with the operations 
of the County. 
 
Employees must first attempt to resolve disputes, complaints, and concerns with their immediate supervisors 
by discussing such matters informally. Additionally, the CRP will not address grievances regarding employee 
disciplinary action or terminations from County employment. 
 
Conflict Resolution Procedure 
The conflict resolution procedure shall consist of the following steps: 

• Step 1. An employee may present a written complaint to their immediate supervisor setting forth the 
subject of the grievance, identifying the policy or policies at issue, and requesting consideration 
pursuant to this procedure. The employee and the supervisor shall confer on the matter and the 
supervisor shall respond to the complaint, orally or in writing, within three (3) working days. The 
supervisor shall advise the Department Director of the grievance. 

• Step 2. If the grievance is not resolved at Step 1, the employee may, within three (3) working days of 
the supervisor's response, request in writing that a meeting be held between the employee and the 
Department Director. Such request shall also specify the nature of the grievance and the policy or 
policies at issue. The employee and the Director shall meet as soon as is practicable thereafter and the 
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Director shall respond to the grievance in writing within three (3) working days following that meeting, 
circumstances permitting. 

• Step 3. If the grievance is not resolved at Step 2, the employee may, within three (3) working days after 
receiving the Step 2 response, request in writing that a meeting be held between the employee and the 
Conflict Resolution Panel. The Panel and employee shall meet as soon as practicable after  the Panel’s 
review of information presented by the parties has been completed. The Panel shall respond to the 
grievance within (3) working days following its meeting with the employee, circumstances permitting. 
The decision of the Panel shall be final. 

 
Any grievance not pursued to the next step within the time specified will be considered resolved. The time 
limits for taking any action under this policy may be extended by agreement between the Panel and employee. 
The failure of any County supervisor to respond to a grievance within the time limits specified in this policy or a 
time-frame agreed upon between the employee and supervisor, should be reported to the Human Resources 
Director or other appropriate person (i.e., Elected Official over the office or department involved). An employee 
filing a grievance shall have the sole right to determine whether to pursue the grievance from one step to the 
next and no employee shall be subject to discipline, retaliation, or other adverse action because that employee 
filed a grievance. 

SEPARATIONS 

Employees are requested to notify their direct supervisor or Department Director in writing as soon as possible 
of their intent to resign. As a matter of professional courtesy, at least a two-week notice before the effective 
date of resignation is requested. Providing this courtesy notice in advance assists the County in taking the 
necessary steps to account for the impact of the separation on County operations. All County employees who 
voluntarily terminate their employment will receive their final paychecks at the next regular payday. The 
Department Director or Elected Official must notify Human Resources of the employee’s resignation before the 
final paycheck will be issued. 
 
All employees are requested to contact Human Resources before leaving County employment to have all 
necessary forms and conversion and/or continuation of benefits completed (if applicable). 
 
All County property (e.g. cell phone, keys, IDs) must be turned in to the employee’s Department Director or 
supervising Elected Official on or before the effective date of the employee’s separation from employment. 
Failure to return County property in good condition, normal wear and tear excepted, may result in payroll 
deductions to repair or replace damaged or missing property or equipment. 

RETURN OF PROPERTY 

Employees that are issued County property may be required to sign an acknowledgement and a payroll 
deduction authorization which states the employee is responsible for the loss or damage to such property.  
County property may include but is not limited to keys, laptop computer, credit cards, and tools. Where 
permitted by applicable laws, the County may also take all other reasonable action deemed appropriate to 
recover or protect its property. 

EXIT INTERVIEWS 

Exit interviews are available and may be requested for separating employees. We encourage separating 
employees to participate in exit interviews by providing the County with comments and suggestions which 
could improve County operations and services. Employees will be contacted to schedule an appointment with 
Human Resources to participate in the exit interview process. 
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PERSONNEL FILES 

The County maintains a personnel file on each employee as a record of their employment. Employees are 
allowed to inspect and copy their personnel file annually upon request by making an appointment with the 
Human Resources Department and the file shall be reviewed in their presence. Terminated employees may 
request to inspect and copy their personnel file once after termination of employment. Employees and 
terminated employees may not remove the personnel file or any material contained in the file from the Human 
Resources Department.  
 
All requests for employment information about any present or former employee of any County department shall 
be referred to Human Resources. No other department, Department Director, Elected Official, or employee 
may release information or provide a reference about present or former County employees. 
 
In order for the County to properly maintain an employee’s insurance and other benefits, and to be able to 
reach the employee in an emergency, it is vital that employees notify Human Resources of any changes in 
their name, address, telephone number, emergency contact, tax exemptions, insurance changes, and other 
relevant information. 

REST AND MEAL PERIODS 

Each workday, full-time nonexempt employees are provided with two short rest periods not to exceed 15-
minutes each. Supervisors will advise employees of the regular rest period length and schedule. Since this 
time is counted and paid as time worked, employees must not be absent from their workstations beyond the 
allotted rest period time. 
 
All full-time employees are also provided with one meal period each workday. Supervisors will schedule meal 
periods to accommodate departmental operating requirements. Employees will be relieved of all active 
responsibilities and restrictions during meal periods and will not be compensated for that time.  
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PAY PRACTICES 

EQUAL PAY FOR EQUAL WORK 

The County takes its obligation to provide equal pay for equal work seriously. The County has a strong policy 
against discrimination of any kind, including discrimination based on sex (which includes an employee’s gender 
identity), and prohibits paying an employee of one sex a wage rate less than the rate paid to an employee of 
a different sex for substantially similar work.  As required by Colorado law, wage rate differentials will only be 
based on the following reasonably applied factors: a seniority system; a merit system; a system that measures 
earnings by quantity or quality of production; the geographic location where the work is performed; education, 
training, or experience to the extent that such factors are reasonably related to the work in question; and/or travel, 
if the travel is a regular and necessary condition of the work performed. 
 
All employees have the right to discuss or disclose their wage rate with other employees and no employee shall 
be subject to discipline, retaliation, or other adverse action because that employee inquired about, disclosed, 
compared, or otherwise discussed the employee’s compensation. Employees who believe they have been 
unlawfully discriminated against with their compensation or have experienced or witnessed a violation of this 
policy must promptly report the matter in writing to the Human Resources Director. Employees may freely raise 
concerns and make truthful reports of suspected unlawful pay discrimination or violations of this policy to Human 
Resources Director without fear of retaliation. Supervisors must immediately report any incidents of unlawful pay 
discrimination or violations of this policy to Human Resources Director as well. The County will investigate all 
complaints and will take appropriate corrective action, which may include disciplinary action against employees 
found to have violated this policy.  

PAY PERIODS AND PAY DAYS 

For purposes of payroll processing, the pay period is a bi-weekly schedule, and all employees will be paid on 
the Friday following the conclusion of the previous bi-weekly schedule. Generally, there are 26 pay periods in a 
calendar year.  
 
Paychecks/paystubs will be available in Department mailboxes at 9:00am on the payroll Friday, with the 
exception that the Public Works Director may distribute paychecks to that department on Thursday. Checks 
issued early may not have funds available until the Friday payday and, in the event of direct deposit, it may 
take up to 72 hours for the funds to be available, depending on the bank’s process. If you are going to be on 
vacation or out of town on County business on a payday, you may request an early paycheck from the Finance 
Department. 
 
Paychecks will only be released to the employee, unless a written signed statement authorizing release of the 
paycheck to another person is given to Finance Department. The employee may be responsible for a stop 
payment charge if their paycheck is lost or stolen. 

HOURS OF WORK/WORKWEEK 

The Board of County Commissioners shall set the normal work hours for County employees. To best serve the 
citizens of Lake County, an Elected Official or Department Director may adopt a flexible work schedule policy 
for the employees that they supervise with the prior approval of the Board of County Commissioners. The 
Board may change work hours or shift times as needed to meet County operational requirements. Employees 
are expected to work additional or adjusted hours when assigned by County management. If you must leave 
work early, it is your responsibility to notify your supervisor and/or the manager on duty prior to departure. 
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ON-CALL/CALL-BACK TIME 

An emergency call-back is defined as an unscheduled request made by an authorized manager for an 
employee to return to work to perform unforeseen or emergency work after leaving their work location at the 
end of their regular shift and before the beginning of the next regularly scheduled shift. 
 
An on-call nonexempt employee who is called back to work outside their normal work schedule will be paid for 
the time worked or a minimum of two hours, whichever is greater. Department directors should establish 
reasonable maximum response times (between 15 and 60 minutes) for their departments. Time worked while 
on call will be calculated at the employee’s regular rate of pay. Overtime compensation is applicable only when 
total hours worked exceed 40 hours in the regular full-time work week cycle. Employees who are assigned to 
be on-call for specific periods will receive a payment of $30 for a regular workday, $60 for a weekend day or 
$100 for holidays. for each period during which they are “on call” in addition to pay at their regular rate (or 
overtime, if applicable) rate for hours actually spent in responding to calls. 
 
Employees who are on call must adhere to all County policies, including applicable substance abuse 
prohibitions and testing requirements. Any violation of such policies may result in disciplinary action, up to and 
including termination of employment. 

FLEX TIME 

From time-to-time employees may be expected to work outside of their regular schedule. In such case, at the 
supervisor’s discretion and with their prior approval, flex time may be arranged on a case-by-case basis. 
 
Where scheduling allows, nonexempt employees may be permitted to adjust their standard schedule with 
their supervisor’s approval so as to avoid overtime hours. Flex time should be scheduled within the same work 
week. Alternatively, if an employee’s work demands make it impractical to flex their time within the same work 
week, the employee’s Department Director may choose to approve overtime instead. 

• For example, if a full-time nonexempt employee stays 2 hours beyond their normal workday for an 
evening event, they could arrange with their supervisor to arrive 2 hours later the following workday.  

 
Exempt employees may be expected to perform the duties of their work outside of their regular working 
hours, without any expectation of additional pay or time off. That said, the County strives to help employees 
maintain a positive work-life balance. Where feasible, a supervisor may approve additional time off (flex time) 
when an exempt employee has worked beyond their normal business hours.  
 
Flex time is offered at the supervisor’s discretion and is not a guaranteed benefit. 

OVERTIME COMPENSATION 

All nonexempt employees, as defined by the Fair Labor Standards Act, who work in excess of a 40-hour week, 
are compensated for overtime in compliance with the Fair Labor Standards Act of 1938. Before overtime hours 
(i.e., more than 40 hours in one work week) are worked, an employee must obtain authorization from either 
their Department Director or Elected Official with authority to grant overtime and may be compensated in the 
following manner, as determined by the Elected Official or Department Director. The 40-hour overtime rule will 
not apply to employees that are exempted from that requirement by the Fair Labor Standards Act (law 
enforcement and fire fighters) who must work 86 hours every 14 days in order to be eligible for overtime. 
 
The workweek for Lake County employees begins at 12:01 a.m. on Saturday and ends at 12:00 
Midnight on Friday. All work will be compensated at straight time up to 40 hours worked during the 
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workweek. After 40 hours worked, work performed by nonexempt employees will be compensated at 
time and a half, unless flex time is granted. 
 
Overtime pay is paid at a rate of one and one half time the employee's regular rate of pay. All hours worked up 
to 40 hours shall be at the regular rate of pay in accordance with the employee's set compensation. Overtime 
pay for law enforcement and fire fighters is paid for over 86 hours of work during a 14-day period at a rate of 
one and one-half times the employee's regular rate of pay. All hours worked up to 86 hours shall be at their 
regular rate of pay in accordance with the employee's set compensation. 
 
All overtime pay that has been authorized, will be paid, credited or recorded as used in the next regular pay 
period. 
 
For purposes of calculating overtime payments, time taken off from work during any paid leave, such as 
vacation, sick, personal, or bereavement leave, is not counted as hours worked. Forty hours (or 86 hours in the 
case of law enforcement and fire fighters) must be actually worked before overtime is accrued. 
 
Each Elected Official and Department Director shall maintain a record of all accrued or used overtime. A copy 
of those records must be provided to the county payroll officer prior to each payroll period in order to comply 
with state and federal payroll laws. 
 
Overtime Pay for During an Emergency or a Disaster 
Departments are authorized to pay overtime (1) at time and one-half for FLSA nonexempt employees and (2) 
at straight-time rates to FLSA exempt employees when all of the following conditions occur: 

• There is a Federal or State declaration of a state of emergency/disaster or a federally-managed 
incident; and 

• Employees are performing law enforcement activities or prevention/response/recovery activities during 
the emergency/disaster; and 

• There is a requirement by County management for employees to work overtime during the 
emergency/disaster; and 

• Funds are available for payment of overtime. The County shall determine if funds are available and 
obtain prior approval from the Office of State Planning and Budgeting to use such funds to cover 
overtime payments. The County shall distribute any overtime pay consistent with a pre-defined 
standard that treats all employees equitably. 

 
In the event of a County declared emergency or disaster, overtime pay for exempt employees responding to 
the emergency/disaster in performing prevention, response or recovery activities must be approved by the 
Board of County Commissioners. A County declared emergency or disaster means a state of emergency 
and/or disaster as declared by the Board of County Commissioners or the Director of the Office of Emergency 
Management. The absence of any of these conditions will require the agency to follow (1) the Hours of Work 
and Overtime Policy for FLSA nonexempt employees and (2) the County's policy for FLSA exempt employees. 

TIME RECORDING 

Nonexempt and exempt employees are required to record each workday at their scheduled start and end time 
and during unpaid breaks. Employees are responsible for the accuracy of their time record and must submit 
their signed timecard to their manager on a weekly basis for approval. Any discrepancy between the time 
record and paycheck must be promptly reported to your manager. 
 
Employees may not clock in, clock out or record work time for co-workers. Falsifying your work time or 
tampering with other employee work records is cause for disciplinary action up to and including termination 
from employment. 
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PAYROLL TIME SHEETS 

All payroll time sheets submitted to Elected Officials or Department Directors must be signed and certified by 
the employee and their supervisor to be a complete and accurate record of time worked by the employee to the 
best of the employee’s and supervisor's knowledge. Exceptions may be granted only for emergencies or 
extenuating circumstances. The payroll office will not issue a paycheck to any employee that has not signed 
their time sheet. 
 
If an employee fails to deliver his timesheet to the Finance Office by Monday at noon following the end of the 
pay period, the employee will be paid the following pay period. 

PAYROLL DEDUCTIONS, GARNISHMENTS, LEVIES, AND CHILD SUPPORT PAYMENTS  

Mandatory deductions required by Federal, State and local law will be withheld from pay checks. Voluntary 
deductions (e.g., insurance premiums) if any, will be deducted from pay checks upon completion of any 
required authorization forms. Payroll deductions are summarized on the paycheck stub.   
 
When required by law, the County will deduct for wage assignments or garnishments. If the employee objects 
to the court order, the employee must contact the court or their own legal counsel. The County is obligated to 
continue deducting the wage assignment or garnishment until otherwise notified by the court or as otherwise 
provided by law.  Any court ordered pay withholding will not result in discrimination, retaliation, or termination of 
employment by the County. The County may deduct and retain the actual cost of processing and remitting the 
withholding from the employee’s wages as allowed by the specific court order. 
 
There will be no payroll deductions for any item purchased through Lake County. 
 

COMPENSATION ADJUSTMENTS 

Compensation adjustments, including increases, are determined on an individual basis and are at the sole 
discretion of the County.  Compensation may be reduced in certain circumstances, including but not limited to 
instances involving position restructuring, position transfers, and adverse economic conditions. 

IN THE EVENT OF AN EMPLOYEE DEATH 

When an employee dies while in the service of the County, their widow, widower, dependent children, or estate 
shall be entitled to receive all compensation due at the time of death, including regular salary, overtime and 
accrued paid leave time. The parties to receive such payment will be determined by the Courts or such other 
legal authority to make such determinations. 
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EMPLOYEE BENEFITS 
 
Eligible employees are provided a wide range of benefits.  The County is required by federal and state statutes 
to provide its employees certain benefits coverage and protection.  Many other County benefits are offered 
voluntarily to eligible employees to promote a positive work environment.  Eligibility requirements are defined 
and listed separately (see Employee Benefits Summary). The County reserves the right to add to or adjust any 
of the voluntary benefits. 
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LEAVE 
 
Leave is any absence, paid or unpaid, during regular scheduled work hours. Leave may be authorized with or 
without pay. Absence from work without permission is considered absence without leave and may result in 
disciplinary action up to and including termination. 
 
Hours for which an employee is paid vacation, personal, sick, holiday, or other paid time off, are not considered 
hours worked for the purpose of computing eligibility for overtime. 
 
Employees requesting leave should work with their supervisor and Human Resources to discuss the 
circumstances of their request, whether the leave will be paid or unpaid, and how the leave may interact with 
short-term disability (STD) benefits, if applicable. 
 
For purposes of this policy, unless otherwise expressly stated, a workday is considered to be the number of 
hours an employee is regularly scheduled to work.  When paid leave is taken for a full workday, the employee’s 
accrued leave bank will be debited and the employee paid for the total number of hours the employee would 
otherwise have been scheduled to work, which may be more or less than the 8-hour standard County workday.   
 

• For example, if an employee regularly works 10-hour shifts, then when they take paid leave for a 
scheduled workday, their leave bank will be debited and they will be paid for 10 hours. 

 
 
The County reserves the right to change or terminate any leave program at any time.   

PAID VACATION LEAVE 

The following employment classifications are eligible for Paid Vacation Leave: 
• Regular Full-time 
• Regular 3/4-time 

 
Eligible employees shall earn and accrue vacation as follows: 
 
Years of Continuous 
Employment 

Hours Earned Per 
Hour Worked 

Max Hours Earned 
Per Pay Period 

Maximum 
Annual Accrual 

Maximum 
Balance 

0-3 years .0539 4.31hrs/period 112 152 
3+ through 5 years .0654 5.23hrs/period 136 176 
5+ through 10 years .0846 6.77hrs/period 176 216 
10+ years  .0924 7.39hrs/period 192 232 

 
Once an employee reaches the maximum balance, they must take accrued vacation leave prior to any 
additional vacation leave hours accruing. The Board of County Commissioners may authorize the accrual of 
additional hours in cases of extreme hardship (i.e., significant departmental staffing shortages that do not allow 
time off to be scheduled). In these cases, a plan must be prepared by the employee detailing how they will take 
time off over the next three (3) months in order to return to an accrual level at or below the maximum balance 
allowed. 
 
No employee shall be allowed to use more vacation leave than accrued at any time except as provided in this 
policy section. Vacation shall be taken only when authorized by the employee’s supervising Elected Official or 
Department Director. The Elected Official or Department Director may establish periods during which no 
vacation may be taken. Employees should provide 2-weeks of advance notice in requesting to use vacation 
when practicable. Factors that will be considered include other vacation or time off requests and the 
departmental workload; requests will be granted when practicable. 
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Vacation may be taken during the first year of employment after the employee's six-month probation period is 
completed. Current employees that have moved into a new position within the county are not subject to this 
vacation limitation for the first six months. 
 
Pay checks will show the hours of accrued vacation that an employee has available to use. Vacation shall not 
be taken in less than one half workday increments.     
 
 
Upon separation from county employment, an employee shall be paid for the amount of unused vacation that 
they have accrued, not to exceed the listed maximum balance. 
  
Times for crediting accrued leave. Leave accrual for each pay period shall be credited on the end of the pay 
period. Leave earned during periods of paid leave shall be credited only when the employee returns to work on 
a regular full-time or 3/4-time basis. Employees shall not accrue vacation leave during periods of leave without 
pay. 

PAID HOLIDAY LEAVE 

The following employment classifications are eligible for Paid Holiday Leave: 
• Regular Full-time 
• Regular 3/4-time (prorated based on days/hours regularly scheduled to work) 

 
Holidays as declared by the Board of County Commissioners shall be observed by the County and granted 
with pay to eligible employees. The Board of County Commissioners, by Resolution, will establish annually or 
biannually the days designated as legal holidays for County employees. In addition, apart from designated 
holidays, some employees may observe separate religious or cultural holidays. In the spirit of inclusivity, the 
County will endeavor to allow such employees to substitute a designated holiday for an observed religious or 
cultural holiday as long as such requests do not materially interfere with operational requirements.  A request 
for holiday substitution must be made in writing to the employee’s supervisor or Human Resources no less 
than 30-days in advance of the holiday the employee wishes to observe and stating which designated holiday 
they wish to substitute for.  The supervisor or Human Resources will respond as soon as possible to such 
request advising as to whether the request can be accommodated. Employees choosing to substitute a holiday 
will not receive premium pay for such substituted holiday in the event they end up working on that day. 
 
For purposes of this policy, unless otherwise expressly stated, a workday is considered to be the number of 
hours an employee is regularly scheduled to work.  When paid holiday leave is taken for a full workday, the 
employee will be paid for the total number of hours the employee would otherwise have been scheduled to 
work, which may be more or less than the 8-hour standard County workday.   
 
 
Eligible exempt employees: 

 Eligible exempt employees are generally not required to work on a designated holiday. Eligible exempt 
employees who do not work on a designated holiday will take the day off and will receive pay for 
the total number of hours the employee would otherwise have been scheduled to work at the 
employee’s regular rate of pay, if the holiday falls on the regularly scheduled workday. If a holiday falls 
on a day that an eligible exempt employee is not regularly scheduled to work, the employee may 
generally work with their supervisor to determine an alternate day that can be taken off in exchange for 
the holiday. 

 Eligible exempt employees who must work on a holiday will not receive compensation over and 
above their regular salaried wages. The employee may work with their supervisor to determine an 
alternate day that can be taken off in exchange for the holiday within 30 days of the designated holiday. 
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Eligible nonexempt employees: 

 Eligible nonexempt employees who do not work on a designated holiday will take the day off and 
receive pay for their regularly scheduled hours at the employee’s regular rate of pay. 

 Eligible nonexempt employee who works on a designated holiday will be paid their regular rate of 
pay, plus up to their regularly scheduled hours of holiday pay (at the employee’s regular rate of pay). 

 Eligible nonexempt employee who works on a designated holiday, and by working this holiday 
the employee is working overtime, the employee will be paid at time and one half for the overtime 
hours, plus up to their regularly scheduled hours of holiday pay (at the employee’s regular rate of pay). 

 
The maximum Holiday pay that an employee is eligible to receive is 8 hours. Holiday pay will be prorated for 
eligible employees working less than 40 hours per week if the holiday falls on their regularly scheduled 
workday. 
 
If a holiday falls within, or adjacent to, a period in which an eligible is taking another form of leave, the 
employee will have the holiday and not have to take another form of paid leave for that day. If an employee is 
taking unpaid leave, they shall not be paid for any holiday that falls within the period of unpaid leave. 

PAID PERSONAL LEAVE 

The following employment classifications are eligible for Paid Personal Leave: 
• Regular Full-time 
• Regular 3/4-time (prorated based on days/hours regularly scheduled to work) 

 
Paid Personal Leave is intended to be used for time away from work for personal matters. This includes, but is 
not limited to, attendance at academic activities for school aged children, such as parent-teacher conferences 
and meetings about special education services, response to intervention, dropout prevention, attendance, 
truancy, or disciplinary issues. 
 
Eligible employees hired in the previous calendar year will receive 24 hours of personal leave on January 1st 
of the following year to be used within the calendar year. Personal leave must be taken in not less than 1-hour 
increments. 
 
Upon hire, an eligible employee will receive a prorated amount of leave based on their hire date, as follows: 
 
Hire Date Personal Leave Allocated 
January 1 – April 30 24 hours 
May 1 – August 31 16 hours 
September 1 – December 31 8 hours 

 
Upon hire and at the beginning of each benefit year, Regular 3/4-time employees working less than 40 hours 
per week will have their personal leave allocation prorated based on their anticipated regular work schedule. 
For example: 

 An employee regularly scheduled to work 30 hours per week will receive 75% of the full allocation (30 
hours/40 hours = .75). 75% x 24 hours = 18 hours. 

 An employee regularly scheduled to work 35 hours per week will receive 87.5% of the full allocation (35 
hours/40 hours = .875). 87.5% x 24 hours = 21 hours 

 
Unused personal leave may not be carried over to the next calendar year, except that maximum balance of 
personal leave may never exceed 24 hours, and 24 hours is the maximum hours of personal leave that may be 
used in a calendar year. Once the cap is met, no additional personal leave will be granted until the next 
calendar year. Personal leave shall be taken only when authorized by the Elected Official or Department 
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Director. Upon separation from county employment, an employee shall be paid for accrued but unused 
personal leave. 

PAID SICK LEAVE 

The following employment classifications are eligible for Paid Sick Leave: 
Plan A 

• Regular Full-time 
• Regular 3/4-time 

Plan B 
• Regular Part-time 
• Seasonal or Temporary 
• Occasional 

 
Sick Leave is intended to be used for reasons covered under Colorado’s Healthy Families and Workplaces Act 
(HFWA), including: 

• A mental or physical illness, injury, or health condition that prevents work, including diagnosis or 
preventive care; 

• Domestic abuse, sexual assault, or criminal harassment leading to health, relocation, legal, or other 
service needs; 

• The employee has a family member experiencing a condition described in category (1) or (2); 
• In a public health emergency, a public official closes the workplace or the school or place of care of the 

employee’s child. 
 
An employee’s “family member” means: 

1. An employee’s immediate family member, as defined as “a person who is related by blood, marriage, 
civil union, or adoption.” 

2. A child to whom the employee stands in loco parentis or a person who stood in loco parentis to the 
employee when the employee was a minor; 

3. A person for whom the employee is responsible for providing or arranging health or safety related care.  
 
Employees become eligible for paid sick leave effective the first day of work, and the County sick leave plan is 
administered on an accrual basis, based on the following table: 
  
 Eligible Employment 

Classification 
Accrual Rate 
(Per Hour) 

Maximum Hours 
Accrued Per Year 

Maximum Balance 

Plan A • Regular Full-time  
• Regular 3/4-time 

.0578 Up to 120 hours • 480 hours for employees 
hired on or after January 
1, 2004 

• 920 hours for employees 
hired on or before 
December 31, 2003 

 
Plan B • Regular Part-time  

• Seasonal or 
Temporary 

• Occasional 

.0334 Up to 48 hours 48 hours 

 
Paid sick leave may be accumulated from year to year; however, once an employee reaches the maximum 
balance of hours, the accrual will stop. Unused paid sick leave hours will carry over to the following calendar 
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year and accrual will continue until the maximum balance is reached. Requests for paid sick leave not yet 
earned will not be granted. 
 
Paid sick leave will be paid at the employee’s base rate at the time the leave is taken. Compensation for paid 
sick leave is at a straight time rate of pay. Hours for which an employee is paid sick leave are not considered 
hours worked for the purpose of computing overtime or other premium pay. 
 
Nonexempt employees accrue sick time for regular and overtime hours. The number of hours of paid sick 
leave an employee can take is the number of hours it is reasonably anticipated they would have worked during 
the period of the leave. For example: 

• An employee who works 10-hour shifts 4 days per week. If the employee is ill on one of their regularly 
scheduled workdays, they may use 10 hours of paid sick leave. If an employee falls ill on a day they are 
not regularly scheduled to work, they may not use paid sick leave for that day. 

• An employee regularly works part-time, 6 hours each on Tuesday and Thursdays. They fall ill on 
Monday and they do not report to work the next day (Tuesday). Because they are typically not 
scheduled on Monday, they do not receive paid sick leave for that day. Because they are normally 
scheduled 6 hours on Tuesdays, they may use 6 hours of paid sick leave. 

 
Paid sick leave is not granted in excess of the amount accumulated at the time such leave is requested. If an 
employee uses all of their accrued sick leave, any additional absence from work is charged as vacation or as 
personal leave if either is available, or as unpaid leave if no paid leave is available.  
 
Employees requesting paid sick time under this policy should provide as much advanced notice to their 
manager as practicable, and employees who take more than four consecutive days of paid sick leave will be 
required to provide appropriate documentation as noted below in support of the leave taken. 
 
In some instances, it may not be possible for an employee to schedule sick leave. When you have an 
unscheduled need for sick leave or other absence from work, you must notify your manager as soon as 
practicable, ideally within a minimum of 2 hours before your shift, by calling them at their work number. If you 
have to leave a voice mail, you need to call back within 30 minutes to make sure the message was received. 
Notification by a text message is acceptable as long as you received a recordable reply from your manager, or 
it is considered a failed call in. Generally, if you fail to call in for an unscheduled absence, disciplinary action 
may be taken up to and including termination from employment. 
 
Employees should complete an leave request form as soon as possible for administrative purposes indicating 
the need for  leave. If the leave requested or taken is for four or more consecutive workdays, the employee is 
required to provide appropriate documentation indicating the reason for the leave, such as:  

• A document from their health-care provider, or 
• A document from the affected family member’s health-care provider, legal services, shelter services, 

social worker, police report, court order, etc. 
 
Employees shall not accrue sick leave during periods of leave without pay. 
 
If your employment terminates, you will not be paid for any unused paid sick leave. Employees 
that terminate their employment and who are reemployed by the County after a break in service of 6 months or 
less are entitled to restoration of unused accrued paid sick leave available prior to termination up to a 
maximum of 48 hours. 
 
 
 
Employees may refer to the Colorado Workplace Public Health Rights Poster for more information on their 
rights and responsibilities. The County prohibits retaliation against any individual who: (A) requests or takes 
HFWA leave; (B) informs another person about HWFA rights or supports that person’s exercise of HFWA 

https://cdle.colorado.gov/sites/cdle/files/Poster%2C%20Paid%20Leave%20%26%20Whistleblower%20-%202021%20poster.pdf
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rights; (C) files a HFWA complaint; or (D) cooperates/assists in an investigation about a potential HFWA 
violation. 
 
Sick leave may also be used in conjunction with leave under the Family and Medical Leave Act (“FMLA”). If the 
employee has applied and qualifies for FMLA leave for the absence, then additional amounts of leave may be 
available as paid or unpaid leave under the FMLA. A Fitness for Duty/Return to Work medical statement may 
also be required for FMLA leave, Workers' Compensation leave, or other excessive and unpredicted absences 
which substantially impair either the employee's ability to perform the job or the supervisor's ability to manage 
the work of their department. 
 
When an employee has requested annual leave or administrative leave and becomes sick during this leave, 
the leave will be reported as requested. It will not become sick leave. Any FMLA leave request will be 
processed as being requested for the first day the employee is scheduled to return to work. 
 
An employee may request maternity/paternity leave for a period not to exceed twelve weeks. This leave will be 
provided under Family and Medical Leave as described below. 

PUBLIC HEALTH EMERGENCY LEAVE 

The County grants paid leave in certain situations related to a public health emergency, in compliance with 
Colorado’s Healthy Families and Workplaces Act (HFWA).  All Employment Classifications are eligible for 
Public Health Emergency Leave. 
For more information, please contact the Human Resources department. 

JURY OR COURT LEAVE WITH PAY 

All Employment Classifications are eligible for Jury or Court Leave with Pay. 
 
Any employee, who is required to serve as a juror in federal, state, district, county or municipal court, shall be 
granted court leave with full pay. All employees required to appear as a witness in cases related directly to the 
discharge of their duty with the County shall be granted court leave with full pay. To be eligible for full pay for 
court leave, the employees shall remit to the County any fees received for their jury service. 
 
Employees shall not be granted court leave for appearances in court matters not relating directly to the 
discharge of their County duties, except for their service as a juror. Employees may be granted personal leave 
first, then vacation leave when available or leave without pay for such appearances. 

TIME OFF TO VOTE 

All Employment Classifications are eligible for Time Off to Vote. 
 
Employees will be granted time off with pay to vote in general and primary elections if the employee is a 
registered voter and there is not sufficient time for the employee to vote outside his or her regular working 
hours. The employee is requested to take the time off at the beginning or end of their shifts or immediately 
before or after lunch. Paid time off to vote is limited to a maximum of two hours. Time off to vote must be 
scheduled with your manager prior to Election Day. 
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BEREAVEMENT LEAVE WITH PAY 

The following employment classifications are eligible for Bereavement Leave with Pay: 
• Regular Full-time 
• Regular 3/4-time *prorated based on days/hours regularly scheduled 

 
Employees may be granted up to three (3) working days of paid bereavement leave in the event of a death of a 
member of the immediate family, per occurrence. Immediate family members include: wife, husband, children, 
and parents of the employee or the employee's spouse, sisters, brothers, grandparents, and spouse's sisters, 
brothers, grandparents, aunts, uncles, nephews and nieces. Other forms of leave may be used after this leave 
is exhausted with the approval of the employee’s supervisor. The Elected Official/Department Director may 
authorize additional bereavement leave to an employee based upon the distance to be traveled, the mode of 
transportation to be used, and the relationship to the deceased. 

MILITARY TRAINING LEAVE AND MILITARY LEAVE 

Military Training Leave 
Upon presenting proper military orders, an employee who is a member of the National Guard or military 
reserve shall be granted military training leave for the annual encampment or equivalent reserve training 
period. Military leave does not accrue and is not payable upon termination of employment. 
 
A maximum of fifteen days in any calendar year shall be designated as military training leave with pay and 
shall not be charged against any part of other paid leave plans. 
 
Military training leave shall commence the first working day the employee is absent from their job for military 
training leave and terminates on the last calendar day they are in a military training status, as evidenced by a 
copy of the military orders covering the leave period. 
 
Military Leave 
Upon presenting a copy of properly issued military orders, an employee who enters active military service, 
including active service for training purposes, with the armed forces of the United States or other branch of 
service in the national defense, shall be granted military leave without pay. 
 
Military leave without pay shall be granted for the entire period of initial service, plus any period of additional 
service imposed by law. 
 
Employees who are granted military leave are reinstated and paid according to the laws governing military 
leave and re-employment. An employee, who fails to return at the end of their allowed military leave period, 
plus travel time, shall be deemed to have resigned from employment with the County. 

VOLUNTEER FIREFIGHTERS/LAW ENFORCEMENT RESERVES 

Employees will be granted time off without pay to perform public service duty if serving as a volunteer 
firefighter or law enforcement personnel.  Employees called away from work or unable to report to work at their 
regularly scheduled time as a result of volunteer firefighter or law enforcement reserves duty must immediately 
contact their manager to advise of their impending absence.  Any employee reporting for emergency duty as a 
volunteer firefighter or reserve law enforcement officer will not be discriminated or retaliated against for fulfilling 
his or her obligation to report for duty in an emergency. If an employee is injured while performing such 
volunteering services, the injury may only be covered under the employee’s medical insurance, if any, and not 
worker’s compensation, as such injuries are not considered work related. 
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EMERGENCY CLOSING OR EVACUATION 

All Employment Classifications are eligible for Emergency Closing or Evacuation Leave with Pay. 
 
In the event the Board of County Commissioners deems it is appropriate to close a department or building, 
impacted employees will be compensated at their normal rate of pay for time they would have otherwise been 
scheduled to work. 
 
In the event that a building or department is unexpectedly closed, every effort will be made to provide 
notification as far in advance of upcoming shifts as possible. Employees may be notified of a closure or 
evacuation prior to the start of a work day by phone, e-mail, or by notice posted on the employee website. 
 
Employees that were not aware of the closure and appear for work or those employees deemed "critical" and 
required to work will receive their normal pay for hours worked. If their normal hours are reduced due to the 
closure they will be paid their normal rate for time they would have otherwise been scheduled to work.  
 
An exception to this policy is described in the section on Overtime Pay for Exempt Employees During an 
Emergency or a Disaster above. 
 
Hours paid during an emergency closing or evacuation is not time worked and will not be counted in calculating 
any overtime eligibility. 

 

UNPAID LEAVE OF ABSENCE 

Employees may be eligible to take unpaid time off, which is intended to be used for absences when the 
employee does not have available paid leave, which may include without limitation for vacation, illness, 
accident, or related incapacity, the need to see a health professional, or the need to care for an immediate 
family member who is ill. 
 
An Unpaid Leave of Absence must be approved by the Elected Official or the County Manager in consultation 
with the requesting employee’s department. While the County will attempt to accommodate employee 
requests, operational requirements will dictate whether such leave is approved. 
 
 
All requests for leave without pay must be submitted in writing to the employee’s Department Director and 
Human Resources at least 15 days prior to the requested leave if possible. Requests should state the 
expected duration and the need for leave. 
 
The maximum absence that may be authorized by a Department Director or Elected Official under this policy is 
one (1) week per year, except if the employee has applied and qualified for FMLA and has used all accrued 
paid leave available, in which case unpaid leave up to the FMLA total of 12 weeks may be granted. Leave 
without pay may also be granted at the County’s sole discretion to an employee in instances where unusual or 
unavoidable circumstances require a prolonged absence. Such leave of absence without pay must be 
approved in advance by the employee’s supervisor, Human Resources, and the Board of County 
Commissioners. 
 
 
If a leave of absence without pay has been granted, the employee must contact the Human Resources 
Department to obtain information on health insurance premiums, life insurance, retirement contributions and 
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other benefits. All benefits will cease during a leave without pay. With the approval of Human Resources 
Director, you may continue health insurance coverage, at the employee’s cost. Premiums for continued 
benefits coverage are required to be paid by the employee during leave without pay and due in advance of the 
first day of each month. Should you elect not to pay the premiums, coverage will be discontinued.  Normally, a 
6-month inactive status will cause employee health benefits to lapse under the applicable policy. The employee 
must make arrangements to pay the employee's applicable premium contribution while on unpaid leave. If the 
employee fails to return to work after the expiration of the leave, the employee may be required to reimburse 
Lake County for payment of any health insurance premiums during such leave.  
 
Employees on a prolonged unpaid leave of absence must give a 30-day advance notice of their expected 
return date to their manager. There is no guarantee of employment upon return from an unpaid leave of 
absence.   

FAMILY MEDICAL LEAVE ACT (FMLA) 

The FMLA entitles eligible employees of covered employers to take unpaid, job-protected leave for specified 
family and medical reasons, with continuation of group health insurance coverage under the same terms and 
conditions as if the employee had not taken leave.  
 
General Provisions 
Under this policy, Lake County Government will grant to all eligible employees up to 12 weeks (or up to 26 
weeks of military caregiver leave to care for a covered service member with a serious injury or illness) during a 
"rolling" 12-month period measured backward from the date an employee first uses any FMLA leave. Under 
the "rolling" 12-month period, each time an employee takes FMLA leave, the remaining leave entitlement will 
be the balance of the 12 weeks which have not been used during the immediately preceding 12 months. The 
leave may be paid, unpaid, or a combination of paid and unpaid leave, depending on the circumstances of the 
leave and as specified in the County's leave policies. 
  
Eligibility: To qualify to take family or medical leave under this policy, the employee must meet all of the 
following conditions: 

• Employees must have worked 1,250 hours during the 12 months prior to the start of leave; 
• Employees must work at a location where the employer has 50 or more employees within 75 miles; and 
• Employees must have worked for Lake County Government for 12 months. The 12 months of 

employment are not required to be consecutive in order for the employee to qualify for FMLA leave. In 
general, only employment within seven years is counted unless the break in service is (1) due to an 
employee's fulfillment of military obligations, or (2) governed by a collective bargaining agreement or 
other written agreement. 

 
Type of Leave Covered 
A covered employer must grant an eligible employee up to a total of 12 workweeks of unpaid, job-protected 
leave in a 12-month period for one or more of the following reasons: 

• for the birth of a son or daughter, and to bond with the newborn child; 
• for the placement with the employee of a child for adoption or foster care, and to bond with that child; 
• to care for an immediate family member (spouse, child, or parent - but not a parent "in- law") with a 

serious health condition; 
• to take medical leave when the employee is unable to work because of a serious health condition; or 
• for qualifying exigencies arising out of the fact that the employee's spouse, son, daughter, or parent is 

on covered active duty or call to covered active duty status as a member of the National Guard, 
Reserves, or Regular Armed Forces. 

 
The FMLA also allows eligible employees to take up to 26 workweeks of unpaid, job-protected leave in a 
"single 12-month period" to care for a covered service member with a serious injury or illness. 
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When it is medically necessary, employees may take FMLA leave intermittently - taking leave in separate 
blocks of time for a single qualifying reason - or on a reduced leave schedule - reducing the employee's usual 
weekly or daily work schedule. When leave is needed for planned medical treatment, the employee must make 
a reasonable effort to schedule treatment so as not to unduly disrupt Lake County Government's operation. 
 
If an employee takes paid sick leave for a condition that qualifies for unpaid leave as provided under this 
policy, Lake County Government may designate all or some portion of the related leave taken as leave under 
this policy, to the extent that the earlier leave meets the necessary qualifications under the FMLA. 
  
Qualifying Exigency Leave for families of members of the National Guard or Reserves or of a regular 
component of the Armed Forces when the covered military member is on covered active duty or called to 
covered active duty: 
 
An employee whose spouse, son, daughter or parent either has been notified of an impending call or order to 
covered active military duty or who is already on covered active duty may take up to 12 weeks of leave for 
reasons related to or affected by the family member's call-up or service. The qualifying exigency must be one 
of the following: short-notice deployment; military events and activities; child care and school activities; 
financial and legal arrangements; counseling; rest and recuperation; post-deployment activities; and/or 
additional activities that arise out of active duty, provided that the County and employee agree, including 
agreement on timing and duration of the leave. 
 
Eligible employees are entitled to FMLA leave to care for a current member of the Armed Forces, including a 
member of the National Guard or Reserves, or a member of the Armed Forces, the National Guard or 
Reserves who is on the temporary disability retired list, who has a serious injury or illness incurred in the line of 
duty on active duty for which he or she is undergoing medical treatment, recuperation, or therapy, or otherwise 
in outpatient status, or otherwise on the temporary disability retired list. Eligible employees may not take leave 
under this provision to care for former members of the Armed Forces, former members of the National Guard 
and Reserves, and members on the permanent disability retired list. 
 
In order to care for a covered service member, an eligible employee must be the spouse, son, daughter, or 
parent, or next of kin of a covered service member, which are defined as follows: 
 

• A "son or daughter of a covered service member" means the covered service member's biological, 
adopted, or foster child, stepchild, legal ward, or a child for whom the covered service member stood in 
loco parentis, and who is of any age. 

 
• A "parent of a covered service member" means a covered service member's biological, adoptive, step 

or foster father or mother, or any other individual who stood in loco parentis to the covered service 
member. This term does not include parents "in law." 

• Under the FMLA, a "spouse" means a husband or wife as defined under the law in the state where the 
employee resides. 

 
• The "next of kin of a covered service member" is the nearest blood relative, other than the covered 

service member's spouse, parent, son, or daughter, in the following order of priority: blood relatives 
who have been granted legal custody of the service member by court decree or statutory provisions, 
brothers and sisters, grandparents, aunts and uncles, and first cousins, unless the covered service 
member has specifically designated in writing another blood relative as his or her nearest blood relative 
for purposes of military caregiver leave under the FMLA. When no such designation is made, and there 
are multiple family members with the same level of relationship to the covered service member, all such 
family members shall be considered the covered service member's next of kin and may take FMLA 
leave to provide care to the covered service member, either consecutively or simultaneously. When 
such designation has been made, the designated individual shall be deemed to be the covered service 
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member's only next of kin. For example, if a covered service member has three siblings and has not 
designated a blood relative to provide care, all three siblings would be considered the covered service 
member's next of kin. Alternatively, where a covered service member has a sibling(s) and designates a 
cousin as his or her next of kin for FMLA purposes, then only the designated cousin is eligible as the 
covered service member's next of kin. An employer is permitted to require an employee to provide 
confirmation of covered family relationship to the covered service member in relation to a leave request 
pursuant to FMLA. 

 
"Covered active duty" is defined as follows: 
 

• "Covered active duty" for members of a regular component of the Armed Forces means duty during 
deployment of the member with the Armed Forces to a foreign country. 

• "Covered active duty" for members of the reserve components of the Armed Forces (members of the 
U.S. National Guard and Reserves) means duty during deployment of the member with the Armed 
Forces to a foreign country under a call or order to active duty in a contingency operation as defined in 
section 101(a)(13)(B) of Title 10, United States Code. 

• The leave may commence as soon as the individual receives the call-up notice. (Son or daughter for 
this type of FMLA leave is defined the same as for child for other types of FMLA leave except that the 
person does not have to be a minor.) This type of leave would be counted toward the employee's 12-
week maximum of FMLA leave in a 12- month period. 

 
Military caregiver leave (also known as covered service member leave) to care for an injured or ill service 
member or veteran allows  an employee whose son, daughter, parent or next of kin is a covered service 
member to take up to 26 weeks of leave in a single 12-month period to care for that service member. 
 
“Next of kin” is defined as the closest blood relative of the injured or recovering service member. 
 
The term "covered service member" means: 
 

• a member of the Armed Forces (including a member of the National Guard or Reserves) who is 
undergoing medical treatment, recuperation, or therapy, is otherwise in outpatient status, or is 
otherwise on the temporary disability retired list, for a serious injury or illness; or 

• a veteran who is undergoing medical treatment, recuperation, or therapy, for a serious injury or illness 
and who was a member of the Armed Forces (including a member of the National Guard or Reserves) 
at any time during the period 5 years preceding the date on which the veteran undergoes that medical 
treatment, recuperation, or therapy. 

 
The term "serious injury or illness" means: 
 

• in the case of a member of the Armed Forces (including a member of the National Guard or Reserves), 
an injury or illness that was incurred by the member in the line of duty on active duty in the Armed 
Forces (or existed before the beginning of the member's active duty and was aggravated by service in 
the line of duty on active duty in the Armed Forces) and that may render the member medically unfit to 
perform the duties of the member's office, grade, rank, or rating; and 

• in the case of a veteran who was a member of the Armed Forces (including a member of the National 
Guard or Reserves) at any time during a period when the person was a covered service member, a 
qualifying (as defined by the Secretary of Labor) injury or illness incurred by a covered service member 
in the line of duty on active duty that may render the service member medically unfit to perform the 
duties of his or her office, grade, rank or rating. 

• Outpatient status, with respect to a covered service member, means the status of a member of the 
Armed Forces assigned to either a military medical treatment facility as an outpatient, or a unit 
established for the purpose of providing command and control of members of the Armed Forces 
receiving medical care as outpatients. 
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• 4.11.6 Amount of Leave: Lake County Government will measure the 12-month period as a rolling 12-
month period measured backward from the date an employee uses any leave under this policy. Each 
time an employee takes leave, Lake County Government will compute the amount of leave the 
employee has taken under this policy in the last 12 months and subtract it from the 12 weeks of 
available leave, and the balance remaining is the amount the employee is entitled to take at that time. 

• An eligible employee can take up to 26 weeks for the FMLA circumstance of "military caregiver leave" 
during a single 12-month period. For this military caregiver leave, Lake County Government will 
measure the 12-month period as a rolling 12-month period measured forward. FMLA leave already 
taken for other FMLA circumstances will be deducted from the total of 26 weeks available. 

 
If a husband and wife both work for Lake County Government and each wishes to take leave for the birth of a 
child, adoption or placement of a child in foster care, or to care for a parent (but not a parent "in-law") with a 
serious health condition, the husband and wife may only take a combined total of 12 weeks of leave. If a 
husband and wife both work for Lake County Government and each wishes to take leave to care for a covered 
injured or ill service member, the husband and wife may only take a combined total of 26 weeks of leave. 
 
Employee Status and Benefits During FMLA Leave 
 
While an employee is on FMLA leave, Lake County Government will continue the employee's health benefits 
during the leave period at the same level and under the same conditions as if the employee had continued to 
work. 
 
If the employee chooses not to return to work for reasons other than a continued serious health condition of the 
employee or the employee's family member or a circumstance beyond the employee's control, the company 
will require the employee to reimburse the company the amount it paid for the employee's health insurance 
premium during the leave period.  
 
Under current County policy, the employee pays a portion of the health care premium. While on paid leave, the 
employer will continue to make payroll deductions to collect the employee's share of the premium. While on 
unpaid leave, the employee must continue to make their contribution payment, either in person or by mail. The 
payment must be received in the Finance Department by the 15th day of each month. If the payment is more 
than 30 days late, the employee's health care coverage may be discontinued for the duration of the leave. 
 
If the employee contributes to any supplemental benefit policy or policies such as life insurance, the County will 
continue making payroll deductions to collect premiums for these benefits while the employee is on paid leave. 
While the employee is on unpaid leave, the employee may request continuation of such benefits and pay their 
portion of the premiums, or the County may elect to maintain such benefits during the leave and pay the 
employee's share of the premium payments. If the employee does not chose to continue these payments, the 
County may discontinue coverage during the FMLA leave. 
 
Employee Status After FMLA Leave: An employee who takes leave under this policy may be asked to 
provide a fitness for duty (FFD) clearance from their health care provider. This requirement will be included in 
the employer's response to the FMLA request. An employee who takes FMLA leave will be able to return to the 
same position or a position with equivalent status, pay, benefits and other employment terms. The position 
may either be the same or one which is virtually identical in terms of pay, benefits and working conditions. Lake 
County Government may choose to exempt certain key employees from this requirement and not return them 
to the same or similar position. An employee is not entitled to the accrual of any seniority or employment 
benefits that would have accrued if not for the taking of leave. An employee who takes family or medical leave 
will not lose any seniority or employment benefits that accrued before the date leave began. 
 
Performance review dates will be adjusted forward to reflect the amount of time out on FMLA. If the employee 
returns on a part time basis, that will be the date used for calculation of the new review date. 
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Use of Paid and Unpaid Leave 
An employee who is taking FMLA leave because of the employee's own serious health condition or the serious 
health condition of a family member must use all accrued paid vacation, personal or sick leave prior to being 
eligible for unpaid leave, other than for absences related to a compensable Workers' Compensation claim. 
Supervisors should debit accrued paid leave available for use by employees for leave under FMLA in the 
following order: first paid holidays if available, then paid sick leave if they qualify for use of sick leave, then flex 
time paid leave, then paid vacation leave, then paid personal days, and finally unpaid leave; but only if the 
absence qualifies for leave under the FMLA and the employee has complied with the necessary procedures for 
FMLA covered leave. 
 
Disability leave for the birth of a child or for an employee's own serious health condition, including workers' 
compensation leave (to the extent that it qualifies), will be designated as FMLA leave and will run concurrently 
with FMLA. For example, if an employee is eligible for eight weeks of pregnancy disability leave, the eight 
weeks will be designated as FMLA leave and counted toward the employee's 12-week entitlement. The 
employee may then be required to substitute accrued paid leave as appropriate before being eligible for unpaid 
leave for what remains of the 12-week entitlement. An employee who is taking leave for the adoption or foster 
care of a child must use all paid vacation, personal or family leave prior to being eligible for unpaid leave. 
 
An employee who is using military FMLA leave for a qualifying exigency must use all paid vacation and 
personal leave prior to being eligible for unpaid leave. An employee using FMLA military caregiver leave must 
also use all paid vacation, personal leave or sick leave (as long as the reason for the absence is covered by 
Lake County Government's sick leave policy) prior to being eligible for unpaid leave. 
 
Intermittent Leave or a Reduced Work Schedule 
The employee may take FMLA leave in 12 consecutive weeks, may use the leave intermittently (take a whole 
or partial day periodically when needed over the FMLA year period) or, under certain circumstances, may use 
the leave to reduce their workweek or workday, resulting in a reduced hour schedule. In all cases, the leave 
may not exceed the equivalent of a total of 12 workweeks (or 26 workweeks to care for an injured or ill service 
member) over a 12-month period. 
 
The County may temporarily transfer an employee to an available alternative position with equivalent pay and 
benefits if the alternative position would better accommodate a requested intermittent or reduced schedule, in 
instances of when leave for the employee or employee's family member is foreseeable and for planned 
medical treatment, including recovery from a serious health condition or to care for a child after birth, or 
placement for adoption or foster care. 
 
For the birth, adoption or foster care of a child, the County and the employee must mutually agree to the 
schedule before the employee may take the leave intermittently or work a reduced hour schedule. Leave for 
birth, adoption or foster care of a child must be taken within one year of the birth or placement of the child. 
 
If the employee is taking leave for their own serious health condition or because of the serious health condition 
of a family member, the employee should try to reach agreement with the County before taking intermittent 
leave or working a reduced hour schedule. If this is not possible, then the employee must prove that the use of 
leave on an intermittent basis is medically necessary. 
 
Certification for the Employee's Serious Health Condition 
The County will require certification for leave related to the employee's serious health condition. The employee 
must respond to such a request within 15 days of the request or provide a reasonable explanation for the 
delay. Failure to provide certification may result in a denial of continuation of leave. Medical certification will be 
provided using the DOL Certification of Health Care Provider for Employee's Serious Health Condition. The 
County may directly contact the employee's health care provider for verification or clarification purposes using 
a health care professional or Human Resources staff member. The County will not have the employee's direct 
supervisor make this contact. Before the County  makes direct contact with the health care provider, the 
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employee will be a given an opportunity to resolve any deficiencies in the medical certification. In compliance 
with HIPAA Medical Privacy Rules, the County will obtain the employee's permission for clarification of 
individually identifiable health information. 
 
The County has the right to ask for a second opinion if it has reason to doubt the certification provided by the 
employee. The County will pay for the employee to be seen by and get a certification from a second health 
care provider, which the County will select. The County may deny FMLA leave to an employee who refuses to 
release relevant medical records to the health care provider designated by the County. If necessary to resolve 
a conflict between the original certification and the second opinion, the County may require the opinion of a 
third doctor. In such event, the County and the employee will mutually select the third heath care provider, and 
the County will pay for expenses related to receiving the opinion. This third opinion will be considered final. The 
employee will be provisionally entitled to leave and benefits under the FMLA pending the receipt of a second 
and/or third opinion. 
  
Certification for the Family Member's Serious Health Condition 
The County will require certification of the family member's serious health condition for which an employee 
seeks to use FMLA. The employee must respond to such a request within 15 days of the request or provide a 
reasonable explanation for the delay. Failure to provide certification may result in a denial of requested leave. 
Medical certification will be provided using the DOL Certification of Health Care Provider for Family Member's 
Serious Health Condition. 
 
The County may directly contact the employee's family member's health care provider for verification or 
clarification purposes using a health care professional or Human Resources staff member. The County will not 
have the employee's direct supervisor make this contact. Before the County makes direct contact with the 
health care provider, the employee will be a given an opportunity to resolve any deficiencies in the medical 
certification. In compliance with HIPAA Medical Privacy Rules, the County will obtain the employee's family 
member's permission for clarification of individually identifiable health information. 
 
The County has the right to ask for a second opinion if it has reason to doubt the certification provided by the 
family member’s health care provider. The County will pay for the employee's family member to be seen by 
and receive a certification from a second health care provider, which Lake County Government will select. 
Lake County Government may deny FMLA leave to an employee whose family member refuses to release 
relevant medical records to the health care provider designated by the County. If necessary to resolve a 
conflict between the original certification and the second opinion, the County may require the opinion of a third 
health care provider. The County and the employee will mutually select the third health care provider, and the 
County will pay for expenses related to receipt of the opinion. This third opinion will be considered final. The 
employee will be provisionally entitled to leave and benefits under the FMLA, pending receipt by the County of 
the second and/or third opinion. 
 
Certification of Qualifying Exigency for Military Family Leave 
The County will require certification of the qualifying exigency for military family leave. The employee must 
respond to such a request within 15 days of the request or provide a reasonable explanation for the delay. 
Failure to provide certification may result in a denial of continuation of leave. This certification will be provided 
using the DOL Certification of Qualifying Exigency for Military Family Leave. 
 
Certification for Serious Injury or Illness of Covered Service Member for Military Family Leave 
The County will require certification of the serious injury or illness of the covered service member. The 
employee must respond to such a request within 15 days of the request or provide a reasonable explanation 
for the delay. Failure to provide certification may result in a denial of continuation of leave. This certification will 
be provided using the DOL Certification for Serious Injury or Illness of Covered Service Member. 
 
Recertification 
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The County may request recertification for the serious health condition of the employee or the employee's 
family member no more frequently than every 30 days and only when circumstances have changed 
significantly, or if the employer receives information casting doubt on the reason given for the absence, or if the 
employee seeks an extension of their leave. Otherwise, the County may request recertification for the serious 
health condition of the employee or the employee's family member every six months in connection with an 
FMLA absence. The County may provide the employee's health care provider with the employee's attendance 
records and ask whether need for leave is consistent with the employee's serious health condition. 
 
Procedure for Requesting FMLA Leave 
All employees requesting FMLA leave must provide verbal or written notice of the need for the leave to Human 
Resources. Within five business days after the employee has provided this notice, Human Resources will 
complete and provide the employee with the DOL’s FMLA Notice of Eligibility and Rights. 
 
When the need for the leave is foreseeable, the employee must provide the employer with at least 30 days' 
advance notice. When an employee becomes aware of a need for FMLA leave less than 30 days in advance, 
the employee must provide notice of the need for the leave either the same day or the next business day. 
When the need for FMLA leave is not foreseeable, the employee must comply with the County's usual and 
customary notice and procedural requirements for requesting leave, absent unusual circumstances. 
 
Designation of FMLA Leave 
Within five business days after the employee has submitted the appropriate certification form, Human 
Resources will complete and provide the employee with a written response to the employee's request for 
FMLA leave using the DOL Designation Notice. 
 
Intent to Return to Work From FMLA Leave 
On a basis that does not discriminate against employees on FMLA leave, the County may require an employee 
on FMLA leave to report periodically on the employee's status and intent to return to work. 

RELIGIOUS LEAVE 

Employees shall be allowed to take unpaid time off to attend religious observances, where such 
accommodation to the employee can reasonably be provided without constituting an undue hardship on 
County operations. Employees may choose to utilize vacation or personal leave while on religious leave. 

DOMESTIC VIOLENCE VICTIM LEAVE LAW 

An employee who has worked for the County for at least 12 months is entitled to take up to three (3) workdays of 
unpaid crime victim leave over a 12-month period. Crimes covered under this law include domestic abuse, 
stalking, sexual assault, and any other crime that includes an act of domestic violence. Eligible employees can 
take crime victim leave to: 

• seek civil protection orders; 
• obtain medical or mental health services for themselves or their children; 
• seek legal assistance and/or attend court-related proceedings arising from the domestic violence crimes; 

and 
• make their homes more secure or seek new housing. 

 
Except in cases of imminent danger to their health or safety, employees must give the County reasonable 
advance notice of their need to take crime victim leave.   
 
 
 



 

 
Lake County Government Employee Handbook, January 2022 Page 40 of 66 

Employees seeking this leave must exhaust any accrued paid time off prior to taking unpaid domestic violence 
leave. 
 
The County may require documentation supporting the leave request. All information related to domestic 
violence leave will be kept confidential and no employee utilizing this leave will be penalized or discriminated 
against in any way by the County. 

MATERNITY LEAVE (NON-FMLA) 

Employees may be granted up to eight (8) weeks of unpaid Maternity Leave for health conditions related to 
pregnancy or childbirth in the event that the employee does not qualify for FMLA leave. Accrued paid sick 
leave, vacation and personal leave may be used in place of unpaid leave for maternity leave. 
 
Application for Maternity Leave 
In all cases, an employee requesting maternity leave must complete the "Application for Maternity Leave," 
which is available from the Human Resources Department. Once completed, it will be submitted to the 
employee's immediate supervisor for review and approval by County management. 
 
The employee will be required to pay the normal employee portion of health insurance and other benefit 
premiums while on unpaid maternity leave. 
  



 

 
Lake County Government Employee Handbook, January 2022 Page 41 of 66 

SAFETY AND HEALTH 

SAFETY AND HEALTH 

While no employer can guarantee the safety and health of all its workers, it is the goal of the County to perform 
its work in the safest manner possible. The safety and health of our employees and others that may be in our 
work areas is paramount. All employees are responsible for working safely and productively, both for the 
protection of themselves and their fellow workers, and to support all County safety efforts. Employees should 
immediately report unsafe practices, conditions, or accidents to their manager. 

WORKERS’ COMPENSATION 

All employees injured in the course and scope of their employment must provide their supervisor with written 
notice of such injury as soon as practicable, and in no event later than four working days after either the 
accident which caused the injury, or in the case of an occupational disease, the employee's discovery of the 
onset of the illness. 
 
When the County is notified that an employee has been injured on the job or is suffering from a work-related 
illness, the employee should be evaluated to determine if medical attention is required. If no medical care is 
required, the employee should complete the employee's statement of injury form, and the supervisor should 
complete the employer's statement of injury form. These documents should then be forwarded to Human 
Resources. If appropriate, witnesses should be contacted for statements and photos taken. 
 
If medical care is required, the employee should be sent to the County's designated medical provider. The 
employee must pursue such medical care directly through the County's designated medical care provider. 
Except in the case of a bona fide emergency, the injured employee shall not be covered under the County 
Workers' Compensation Insurance Policy for any medical care treating a work-related injury received from a 
provider other than the County's designated medical provider, or other authorized treating physician, in 
accordance with the Colorado Workers' Compensation Act. Information regarding workers’ compensation, 
including designated medical providers, is posted in employee break areas and available through the 
Human Resources department. 
 
If the employee experiences an acute trauma, they should seek the nearest emergency medical care available, 
which may include contacting 911 for an ambulance. Such emergency care is covered under the County 
Workers' Compensation Insurance Policy. 
 
Any employee who suffers a work-related injury may be subject to a reduction in Workers' Compensation 
Benefits, in accordance with CRS §8-42-112, if such injury is caused by: 

• The willful failure of the employee to use any safety device provided by the County for the work duties 
required; 

• The willful failure of the employee to adhere to any safety rule established by the County for the work 
duties required; or 

• An employee's willful misleading of the County concerning that employee's physical ability to perform 
the job, if the work-related injury is a result of that misleading statement. 

 
Any employee injured in the course and scope of their employment may be tested for drug and/or alcohol in 
accordance with County policy and applicable law.  If the employee registers a positive result with such tests, 
they shall be subject to a reduction in non-medical workers' compensation benefits in accordance with CRS 
§8-42-112.5. 

 
 



 

 
Lake County Government Employee Handbook, January 2022 Page 42 of 66 

Once the employee has received treatment, the appropriate follow-up documents must be completed in a 
timely manner. All employees suffering an injury which results in any temporary work restrictions shall 
immediately contact the County and advise their supervisor as to the scope of those restrictions and determine 
what work accommodation may be provided to meet those restrictions. The employee should not be allowed to 
perform any work outside of their restrictions. 
 
In order to keep employees gainfully employed, and to comply with the Americans with Disabilities Act, as well 
as ensure we keep our Workers' Compensation costs under control, the County will endeavor to reasonably 
accommodate an employee who is injured during the course of performing their regular job duties. 
 
Return to Work Status 
If an employee is sent to a designated medical provider for a work-related injury, the employee is responsible 
to bring back to their supervisor or manager a Supplemental Physicians Report as soon as practicable. The 
report must indicate the employee’s diagnosis, return to work status and detailed descriptions of any 
restrictions, as well as the date of a follow up appointment, if applicable. 
 
The employee's supervisor/manager should work together with Human Resources to review the work 
restrictions given to the injured employee to see whether the employee can continue performing the essential 
functions of their job and, if not, where the employee might be placed within their restrictions to keep them at 
work. If necessary, the Human Resources Office will look beyond the employee's department. 
 
Employees who receive no temporary work restrictions as a result of their injury, who are informed by their 
supervisor that their temporary work restrictions can be accommodated, or who are placed on return-to-work 
status by their authorized medical provider must promptly return to work. No absences by such employees 
following notice that they can return to work will be considered to be excused absences under the County 
Workers' Compensation Policy. 
 
Placement of injured workers 
A review of the employee's work restrictions will be performed by Human Resources and an evaluation done to 
find the best area to which the employee may be assigned. The following questions will be taken into 
consideration: 

• May we keep the employee in their current position with reasonable accommodation and keep the 
essential functions of the position intact? 

• In what area may we best utilize the employee's remaining skills and abilities? 
 
Workers' Compensation Leave 
The County's Workers' Compensation Pool pays compensation to the employee who is unable to work, starting 
after the third day of injury or illness. No injured employee will receive both a county payroll check and a 
Workers' Compensation check for work missed due to a compensable injury or illness. An employee is 
responsible for paying that portion of the employee’s health insurance and other benefit premiums that would 
have been paid by the employee under normal working conditions and shall be remitted to the County on a 
biweekly basis. If an employee is placed on a Workers' Compensation leave that will exceed five (5) 
consecutive workdays, Family and Medical Leave Act (FMLA) provisions may be applicable. See the FMLA 
section of this Employee Handbook for complete details. An employee's position will be considered to have 
become vacant after their absence for one year on Workers' Compensation. 
 
Responsibility 
The responsibility for the injured employee rests with their original supervisor/manager when it comes to 
attendance, performance, time reports, and contact. The employee's original supervisor should touch base 
with the employee to make sure they are doing well and are adjusting to their temporary environment when 
they are assigned to another work area. If the employee is having difficulties, the interim supervisor should 
contact the employee's original supervisor. The original supervisor should then address any issues that may 
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arise such as the employee being unable to perform the new job duties or additional concerns regarding the 
injury. 
 
If any issues arise with an injured employee’s medical appointments or care, their supervisor/manager should 
contact Human Resources and let them know so the situation can be addressed with the County’s Workers’ 
Compensation provider. 
 
Medical Records 
Once any medical reports are received from physicians regarding an injured employee, their 
supervisor/manager should review any restrictions and pass the medical report on to Human Resources where 
the information will be filed separately from the employee’s regular personnel file. 
 
Work Restrictions 
Lake County Government will attempt to keep injured employees at work. However, if the employee's injury-
related work restrictions are such that they cannot be met, the employee will be relieved of their duties and 
may be eligible to collect Temporary Total Disability benefits through the Workers' Compensation Insurance 
carrier, which is equivalent to two-thirds (2/3) of the employee's normal wages. 
 
If the employee is performing a light duty job, and they complete the tasks assigned for such job, and no other 
appropriate work is available, the employee may be relieved of their duties and may be eligible to collect 
Temporary Total Disability benefits. The appropriate employee’s health care provider will be notified by Human 
Resources as to the change in the employee's status. 
 
If an employee's restrictions require them to work reduced hours, Temporary Partial Disability benefits may be 
available through the County’s Workers' Compensation Insurance carrier which is the equivalent of two-thirds 
(2/3) of the employee's normal wage. If the employee qualifies, the Temporary Partial Disability benefits will be 
paid on a weekly basis for the number of hours the employee is not at work. The employee will be paid their 
regular wage for the hours they are at work. 
 
Any employee who receives a bone fide offer of modified employment from the County to accommodate the 
employee's temporary work restrictions and refuses to accept said offer of employment, such refusal may 
jeopardize their eligibility for Temporary Total Disability and/or Temporary Partial Disability benefits. 
 
All employees diagnosed with permanent work restrictions resulting from a work-related injury or illness should 
immediately contact the County to request consideration of reasonable accommodations that may allow them 
to continue performing the essential functions of their job, if desired and appropriate. Upon receipt of notice of 
permanent work restrictions for any employee injured in the course and scope of employment, the County shall 
begin an interactive process intended to ascertain what, if any, reasonable accommodations may be available 
for the injured employee. These accommodations may include, but are not limited to, reassignment to another 
position within the County workforce, if the employee is qualified for such position. The employee is expected 
to make every effort to promptly and effectively cooperate with the County in such interactive process, and the 
failure of the employee to respond to the County's efforts and communication may be deemed the waiver of 
the employee's interests in such an interactive process. 

VIOLENCE IN THE WORKPLACE 

Lake County's policy is that workplace violence or threats of violence from fellow employees or the general 
public will not be tolerated. 
 
"Workplace violence" is conduct in the workplace against employers, employees, clients, customers or other 
persons committed by individuals who either have employment-related connection with the County or are 
outside third parties interacting with County employees that involves: (1) physical acts against persons or 
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County property; (2) verbal threats, profanity or vicious statements that are meant to harm or cause a hostile 
environment; or (3) visual acts or other violent behaviors that are threatening or intended to convey injury or 
hostility. 
 
"Violent Behavior" is defined as intimidating, threatening, or hostile behaviors; physical/verbal abuse; 
vandalism; arson; sabotage; use of weapons; carrying illegal weapons onto our premises; or any other act 
which in the County's opinion is inappropriate in the workplace. 
 
"Threat" is defined as veiled, conditional or direct verbal or written threats intended to harass, harm or 
endanger the safety of another person or property. 
 
Prohibition 
All acts of workplace violence, as defined herein, are strictly prohibited, and shall subject the violating 
employee or individual to immediate action, including but not limited to immediate dismissal of the employee, 
removal from County property, notification of the appropriate law enforcement authorities, and such other 
further criminal charges and/or civil relief as may be available to the County. 
 
Employee Compliance 
Because achieving the goal of preventing workplace violence requires the combined efforts of all County 
personnel, employees are expected to follow five keys to prevention: 

1. Understand what violence is; 
2. Understand themselves, including their attitudes, motivations, and decision-making styles, so they will 

not resort to violence; 
3. Follow prescribed security protocols; 
4. Use designated security devices; and 
5. Report any persons who may have committed or are believed plan to commit a violent act. 

  
Violations 
Prompt disciplinary action will be taken against any employee who violates this policy, up to and including 
termination. 
 
Retaliation 
Retaliation against employees reporting workplace violence under this procedure will not be tolerated and will 
result in disciplinary action, up to and including immediate dismissal from employment. 
 
Reporting and Investigating Incidents 
Employees must take immediate action when workplace violence incidents posing an immediate threat occur. 
Examples of incidents that pose an immediate threat include without limitation: 

1. Brandishing or possessing a weapon; 
2. Stalking; 
3. Outrageous/alarming behavior which may pose a threat; 
4. Any violent act; 
5. Public lewdness or sexual abuse; 
6. Theft of equipment that may be used in committing violent acts; and 
7. A verbal threat describing an impending violent action 

 
Responsive actions to incidents that pose an immediate threat should include the following: 

1. Observing employees are to notify law enforcement via 911 of the incident. 
2. If a departmental alert or paging system is available, the observing employees should utilize that 

system to inform staff what is happening, and where and what staff can do to provide assistance or 
protect themselves. 

3. Observing employees should report the incident to their supervisor as soon as possible. 
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Employees are also expected to take prompt action when incidents that may not pose an immediate threat 
occur. Examples of incidents that do not pose an immediate threat: 

1. Threatening conduct such as intimidation; 
2. Obsessions, such as a grudge; 
3. Racial/ethnic/gender/age/religious/sexual orientation slurs; 
4. Repeated references to violent episodes; and 
5. Non-violent but inappropriate correspondence. 

 
Responsive actions to workplace violence incidents that do not pose an immediate threat include the following: 

1. Employee reports the incident to their immediate supervisor; 
2. Immediate supervisor intervenes to resolve the situation; 
3. Immediate supervisor consults law enforcement to determine if criminal activity has occurred; and 
4. Immediate supervisor conducts an investigation and reports the resulting information to Human 

Resources for follow up. 

DRUG/ALCOHOL FREE WORKPLACE 

This policy is designed to enhance productivity and safety, as well as to foster service excellence by 
maintaining a safe and productive work environment for employees. The County maintains a strong 
commitment to a drug-free and an alcohol-free work environment and has adopted this policy to provide 
guidance to supervisors and employees in dealing with drug and alcohol misuse. This policy applies to all 
County employees and to all County property. 
 
The unlawful manufacture, distribution, dispensing, possession or use of a controlled substance in the 
workplace or while driving on county business is prohibited. In addition, the County strictly prohibits any 
employee reporting for or being at work under the influence of alcohol, drugs or any controlled substance. 
 
Drugs are defined to include those substances that are controlled and/or illegal under the federal law. For 
purposes of this Policy, marijuana is considered an illegal drug, regardless of whether it is used for medical or 
recreational purposes in accordance with Colorado law.   
 
Observance of this policy is a condition of employment with the County. A violation will subject employees to 
appropriate disciplinary action that may include required participation in an approved drug abuse assistance 
program and up to termination of employment. However, the County encourages employees who believe they 
may have a drug or alcohol problem to seek professional treatment before their job performance is affected. 
 
The County is dedicated to assuring the fair and equitable application of this policy. All supervisors and 
managers are required to use and apply all aspects of this policy in an unbiased and impartial manner, and any 
supervisor or manager who knowingly disregards the requirements of this policy, or who is found to be 
deliberately misusing the policy in regard to subordinates, shall be subject to disciplinary action, up to and 
including termination from employment, pursuant to this Policy. 
 
 
To further our commitment to providing a safe, drug-free and alcohol-free environment, the County has 
adopted the following programs and procedures. 

1. Ongoing education and training programs regarding drug and alcohol misuse and abuse. 
2. A drug and alcohol testing program for employees and applicants for employment in safety-sensitive 

positions. 
3. Administrative procedures for record keeping, reporting, releasing information and certifying compliance 

with Federal Transit Authority regulations as described below. 
4. Post-offer applicant drug and alcohol testing for safety sensitive positions. 
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5. Reasonable suspicion/post-accident drug and alcohol testing for any employee based on specific 
physical, behavioral or performance indicators that an employee has used or been under the influence 
of alcohol, illegal drugs or controlled substances during working hours. 

 
Sale/Transfer/Possession of Drugs/Controlled Substances 
The sale, transfer and/or possession of drugs or any controlled substances that are illegal under the federal 
law on County premises at any time is prohibited and a violation of these guidelines, warranting immediate 
sanction and possible referral to law enforcement authorities, if deemed appropriate in the County’s sole 
discretion. 
 
Any employee who is convicted of selling drugs or any controlled substance either on or off duty is considered 
to be in violation of these guidelines. 
 
Prescription Drugs 
Employees shall, when drugs are prescribed by a medical professional, inquire of the prescribing professional 
whether the drug prescribed has any side effects which may impair the employee's ability to safely perform the 
employee's job duties. If the answer from the medical professional is yes, the employee shall obtain a 
statement from the medical professional indicating any work restrictions and their duration. The employee shall 
present that statement to his or her supervisor prior to reporting for duty on their next immediate shift. An 
employee’s failure to notify their supervisor of use of a prescription drug that may affect their ability to safely 
perform their job duties as described herein is a violation of this policy and may be grounds for disciplinary 
action up to and including termination of employment. 
 
Over-the-counter Drugs 
Any employee utilizing any over the counter drug, who while on duty discovers any unanticipated side effect or 
adverse reaction that could affect judgment or coordination, and which may adversely affect ability to perform 
work in a safe and productive manner, must notify his/her supervisor of the over-the-counter drug use as soon 
as practicable, and may be excused from work if appropriate. Failure of an employee to notify their supervisor 
of use of an over-the-counter drug that may affect their ability to safely perform their job duties as described 
herein is in violation of this policy and may be grounds for disciplinary action up to and including termination of 
employment. 
 
Reasonable Suspicion Testing 
All County employees may be required to submit to appropriate drug and/or alcohol screening tests based on 
specific physical, behavioral or performance issues believed to arise from or actual use of alcohol, drugs or any 
other controlled substance while on duty on or off Lake County property or client premises. The County may 
require the employee to submit urine or other acceptable sample for testing during working hours. A 
reasonable suspicion test should be initiated "under circumstances exhibiting individualized suspicion of on-
the-job impairment and with evidence of substantial reliability." 
 
The following factors are considered for reasonable suspicion testing: 

1. Observable phenomena such as direct observation of any employee engaged in drug related activity or 
exhibiting physical symptoms of being under the influence of drugs or alcohol. 

2. A pattern of abnormal conduct or erratic behavior. 
3. An arrest or conviction for a drug related offense or the identification of an employee as the focus of a 

criminal investigation related to illegal drug possession, use or trafficking. 
4. Information provided either by reliable or creditable sources or independently corroborated indicating 

the employee was under the influence of drugs or alcohol while at work. 
5. Sudden change in work performance including unexplained or excessive absenteeism, tardiness or 

workplace negligence. 
6. Evidence that an employee has tampered with a drug test. 
7. In the event that an employee is involved in an accident that occurs on the job or during working hours, 

which resulted in ANY damage to property or requires medical attention. The employee may be 
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required to promptly submit a urine or other acceptable sample for testing. Testing will take place as 
soon as practical after an accident. 

 
Procedures for reasonable suspicion testing include: 

1. Supervisor meets with employee. 
2. Employee is notified that they must submit to a drug test. 
3. The employee will be driven to the test site by their supervisor or Human Resources staff. 
4. The employee will be required to sign a release for the test. 
5. The employee will be driven home for the remainder of the day following the test. 
6. Any employee who refuses to submit to a drug test will be sent home for the remainder of the day. 
7. The following day the employee will be required to meet with their supervisor and appropriate 

disciplinary action will be considered, which may include termination of employment. 
8. Human Resources and the County Manager or Elected Official overseeing the employee’s department 

will be apprised of the situation by the supervisor before the employee is taken to perform a drug test. 
 
If an employee is convicted or pleads nolo contendere ("no contest") under any criminal drug statute for a 
violation occurring in the workplace, the employee shall notify their supervisor within five (5) days after the 
conviction. The County has an obligation to notify the appropriate federal agency within ten (10) days after 
receiving notice of such conviction if there is a relationship between any federal funds received by the County 
and the employee’s work site. 
 
Confidentiality 
Results of any screening tests will be handled by the County on a confidential basis. Test results are reported 
by the medical clinic directly to Human Resources. Appropriate managers will only be notified of any necessary 
or optional leave or disciplinary consequences of the test results on a need-to-know basis. 
 
Alcohol, Drug, and Substance Abuse Requirements for CDL Employees and Employees in Safety 
Sensitive Positions 
The following requirements apply to all employees who are required to hold a commercial driver's license 
(CDL) in order to perform their job duties for the County. These guidelines also include all employees who 
perform a safety sensitive function. 
 
Employee categories subject to testing. 
All individuals offered employment by the County for any position considered by the County to be safety or 
security sensitive positions may be required to take appropriate drug and/or alcohol screening tests as a 
prerequisite for employment with the County, provided such individuals have been notified of this possibility 
prior to their final interview. 
 
There are certain employee categories that are subject to Federal Transit Administration (“FTA”) regulations on 
drug use and alcohol misuse. Such regulations are found in 49 CFR, Parts 40 and 655, as amended, and are 
referred to herein and in the appendix hereto as the "FTA regulations." This policy will be applied consistent 
with the latest FTA regulations. If your position is classified as a safety-sensitive position, you shall receive a 
copy of the testing procedures and policies that fall under the FTA regulations. 
 
Under FTA regulations, all employees who perform safety sensitive functions and all applicants for, and 
incumbent employees seeking transfer to, safety sensitive positions are included in this drug and alcohol 
testing program. Participation in this drug and alcohol testing program is a condition of employment for each 
safety sensitive employee. 
 
The County has reviewed duties performed by all employees to determine safety-sensitive positions in 
accordance with FTA requirements, and all new job classifications will be analyzed for safety-sensitive duties. 
Supervisors who perform or who are likely to perform safety-sensitive functions are also considered safety-
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sensitive employees and will be included in the drug and alcohol testing program applicable to all safety-
sensitive employees. 
 
Definitions 
The following definitions apply to terms used in this policy: 

• Alcohol or Alcoholic Beverages: "Alcohol" means beer, wine and all forms of distilled liquor containing 
ethyl alcohol. References to use or possession of alcohol include use or possession of any beverage, 
mixture or preparation containing ethyl alcohol in excess of 2% total alcohol by volume. 

• Drug: (Illegally Used Controlled Substances or Drugs) Any illegal drug or any substance identified in 
Schedules I through V of Section 202 of the Controlled Substance Act (21 U.S.C. 812), and as further 
defined by 21 CFR 1300.11 through 1300.15, that has known mind or function altering effects on a 
person. This includes, but is not limited to: Marijuana, amphetamines, opiates, phencyclidine (PCP), 
MDMA (Ecstasy), and cocaine, as well as any drug not approved for medical use by the U.S. Drug 
Enforcement Administration or the U.S. Food and Drug Administration, and all substances prohibited or 
controlled by Colorado and Federal laws and regulations. Illegal use includes use of any illegal drug, 
misuse of legally prescribed drugs, and use of illegally obtained prescription drugs or any use of 
marijuana that is a violation of federal law, regardless of whether or not it is covered by the Colorado 
Medical or Recreational Marijuana Act. 

• Prescribed Drug: Any substance prescribed for the individual consuming it by a licensed medical 
practitioner. 

• Under the Influence: Being unable to perform work in a safe and productive manner, being in a physical 
or mental condition which creates a risk to the safety and well-being of the individual, other employees, 
the public or County property, as determined by County management. AN EMPLOYEE WILL BE 
PRESUMED TO BE IMPAIRED AND IN VIOLATION OF THIS POLICY WHENEVER THE PRESENCE 
OF DRUGS EQUAL TO OR GREATER THAN A TRACE OR A BLOOD ALCOHOL CONTENT LEVEL 
OF .05% OR GREATER IS DETECTED IN A SUBSTANCE ABUSE TEST ADMINISTERED UNDER 
THE TERMS OF THIS POLICY. 

• Controlled substance: Any substance whose distribution is restricted by Federal and/or Colorado law. 
• Possess: To have on one's person, or in one's personal effects, or under one's control. 

SMOKING 

In keeping with the County's intent to provide a safe and healthful work environment, smoking is prohibited 
throughout the workplace. This policy applies to all employees, Elected Officials and visitors. For the purpose 
of this policy, the "workplace" means All County buildings, and within 15 feet from any County building, in 
offices and in vehicles. Smoking: Burning or vaporizing tobacco products or other substances in a cigarette, 
cigar, pipe, electronic cigarette, smokeless tobacco, or by other means or equipment to inhale and exhale the 
smoke or vapor.  Employees who violate this policy may be subject to disciplinary action up to and including 
termination from employment.  

OPERATION OF COUNTY VEHICLES AND EQUIPMENT 

If an employee is to operate a county vehicle or a personal vehicle in the conduct of county business, the 
employee must provide the county a copy of their valid Colorado Driver’s License. Also, an employee must 
immediately report  the suspension or revocation of their driver's license if their job requires the operation of a 
county vehicle or a personal vehicle on county business as an essential duty of their job. Failure to do so may 
result in discipline up to and including termination from employment. 
 
All employees operating county owned vehicles or equipment that require a CDL will be required to comply 
with all requirements set forth under the Drug/Alcohol Free Workplace policy. 
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All employees that operate a County vehicle must take a county authorized defensive driving class within one 
year of employment. An approved defensive driving class will be scheduled by the County no less than one 
time per year. 
 
Personal use of county vehicles or equipment is prohibited. Failure to adhere to the policies described in this 
section may result in disciplinary action, up to and including termination. 
 

CONDUCT PRACTICES 

STANDARDS OF CONDUCT 

All employees are expected to conduct themselves in a professional and business-like manner at all times. 
Although there is no way to identify every possible violation of standards of conduct, the following list of 
inappropriate conduct is meant for illustrative purposes and is not all-inclusive: 

• Misuse or unauthorized use of County keys, or being in an unauthorized or restricted area. 
• Unexcused or excessive absences or tardiness. 
• Use of obscene, profane or offensive language; spreading malicious gossip. 
• Interfering with or preventing another employee from performing their job. 
• Willful or careless violation of safety, health, or security rules. 
• Being discourteous, disrespectful or unfriendly towards guests, managers, or fellow employees. 
• Poor work performance, including in the areas of quality, quantity, or accuracy. 
• Falsely recording hours worked or recording time for another employee or having another employee 

record time for you. 
• Insubordination; refusal to follow instructions, refusal to accept an assignment or perform work 

assigned by a supervisor or revoking a supervisor’s order without authorization.  
• Fighting or disorderly conduct. 
• Unauthorized possession of any weapon while on County property. 
• Deliberate damage, abuse, destruction or defacing of County property, tools, or equipment.  
• Dishonesty or failure to report a known act or plan of dishonesty.  This shall include providing false 

information or falsifying any County documents or records, including applications for employment, 
medical records, or employment history. 

• Threatening bodily harm to any manager, guest, or employee. 
• Conduct which is immoral or indecent, or soliciting others for immoral reasons. 
• Disclosing, releasing or discussing confidential information of the County, guests, vendors, applicants 

or other employees without express permission.   
• Misappropriation, unauthorized use, possession of, or removal of County property, including without 

limitation records, documents, funds, or any items which do not belong to the employee, regardless of 
their condition or value.  

• Gambling on County premises.  
• Use, possession, sale, transfer, purchase or being under the influence of alcoholic beverages, illegal 

drugs, controlled substances or other intoxicants on County property. 
• Unlawful or un-business-like conduct, on or off County property, which may adversely impact County 

property, reputation, services or interferes with County work or operations.  
• Violation or disregard of any posted or known county practice, policy, or procedure.  

  
THIS LIST IS INTENDED TO BE REPRESENTATIVE OF THE TYPES OF ACTIVITIES WHICH MAY 
RESULT IN DISCIPLINARY ACTION.  IT IS NOT INTENDED TO BE COMPREHENSIVE AND DOES NOT 
ALTER THE AT-WILL EMPLOYMENT RELATIONSHIP BETWEEN THE EMPLOYEE AND THE COUNTY. 
THE COUNTY RESERVES THE RIGHT TO IMMEDIATELY TERMINATE ANY EMPLOYEE FOR REASONS 
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IT BELIEVES, AT ITS SOLE DISCRETION, TO BE APPROPRIATE, WITH OR WITHOUT ADVANCE 
NOTICE FOR ANY REASON.   
 
Violations of County standards may result in disciplinary action, up to and including termination from 
employment. Disciplinary action may include one or more of the following forms of corrective action: 
termination, suspension, oral warning or written warning. These actions are not necessarily sequential and any 
one or all may be skipped at County management’s sole discretion. In arriving at a decision for proper action, 
all facts and circumstances will be considered, including, without limitation the seriousness of the infraction, the 
employee’s performance record, and the circumstances surrounding the matter. 

ATTENDANCE, ABSENCES, AND PUNCTUALITY 

Having good attendance and arriving to work on time is vital to the County, its operations, and your fellow 
employees. Excessive tardiness or absenteeism will not be tolerated. 
 
Providing false reasons for absences or absences that show a pattern may result in disciplinary action being 
taken, up to and including termination from employment. Unscheduled absences that take place immediately 
before or following holidays and weekends may be considered unauthorized absences.   
 
When you have an unscheduled absence from work or you will be late to work, you must notify your supervisor 
by calling them at their work number. If you have to leave a voice mail, you need to call back in 30 minutes to 
make sure the message was received. Notification methods of email or text message are not acceptable. If you 
fail to call in, disciplinary action may be taken, up to and including termination from employment. 
 
No call or no show for three (3) or more scheduled shifts in a row will be considered a voluntary resignation and 
may affect your rehire status. 

DRESS AND PERSONAL APPEARANCE 

To promote a professional image at the County, employees should adhere to certain dress requirements. The 
requirements include the following: 

• Employees are expected to dress neatly and appropriately and practice good grooming and hygiene. 
• The Department Director determines appropriate dress. Department Directors may consider the 

following points to determine what constitutes appropriate dress: 
o Amount of direct public contact in the department; 
o Amount of physical wear and tear on employees’ clothing; 
o Safety issues or requirements; and 
o Other relevant factors. 

• In general, breasts, buttocks, and backs will be covered at work.  

UNIFORMS 

Certain department employees may be required to wear uniforms that are provided by the County. Employees are 
expected to wear their uniforms in the appropriate manner and keep them clean and in good condition. Selling, 
loaning, or giving away County uniform items is prohibited. When an employee separates from employment with 
the County, they are required to return the County-owned uniforms to their supervisor. Employees may be 
responsible for the replacement of lost uniform items or excessive damage as consistent with applicable law. 
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PUBLIC RELATIONS 

Each employee shall be courteous and considerate in dealing with the public, bearing in mind that an 
employee's behavior may be a direct reflection of the County and its views. Employees should not speak to the 
media on the County’s behalf without authorization from their Department Director or supervising 
Commissioner. All media inquiries should be directed to your immediate manager. 

CONFLICT OF INTEREST 

While on duty, employees are expected to devote their best efforts and conduct to the interests of the County. We 
recognize the right of employees to engage in activities outside of their employment, which are of a private nature 
and unrelated to County operations. However, a practice of full disclosure must be followed to assess and prevent 
potential conflicts of interest from arising. Contact your manager or Human Resources if you have questions 
regarding a possible conflict of interest between your County duties and private activities. 

CONFIDENTIAL INFORMATION 

County employees may not disclose confidential information entrusted to or acquired by them by virtue of their 
employment with the County.  This includes Personal Identifiable Information (PII), which is defined as any 
representation of information that permits the identity of an individual to whom the information applies to be 
reasonably inferred by either direct or indirect means. This information can be maintained in either paper, 
electronic or other media. Further, PII is defined as information: (i) that directly identifies an individual (e.g., 
name, address, social security number or other identifying number or code, telephone number, email address, 
etc.) or (ii) by which an agency intends to identify specific individuals in conjunction with other data elements 
(i.e., indirect identification). These data elements may include without limitation a combination of gender, race, 
birth date, geographic indicator, and other descriptors. Additionally, information permitting the physical or 
online contacting of a specific individual is considered PII.  
 
In addition, no employee may use or disclose such confidential information or permit others to use or disclose it 
without express authorization or in the pursuit of private interests. Such actions are expressly prohibited. 
 
Certain County employees may perform in positions that are considered to be confidentiality sensitive. In such 
positions, as designated by the county from time to time, the acknowledgement of and adherence to an 
express confidentiality policy is an absolute prerequisite to and ongoing condition of employment. Any violation 
of this confidentiality policy is grounds for immediate disciplinary action, up to and including termination from 
employment.  Any requests for confidential information regarding the County should be directed to your 
Department Director or a member of the Board of County Commissioners. 

OUTSIDE EMPLOYMENT 

Lake County Government expects all employees to exercise sound judgment in avoiding outside employment 
or commitments which might create a conflict of interest with their duties for the County, or which might be 
detrimental to the functions or operations of Lake County Government. 
 
For the purposes of this policy, a conflict of interest shall be defined as anything which reduces or interferes 
with the effectiveness, credibility, efficiency, or integrity of any County operation, position or department, or 
which places any County employee in a position which is adversarial or detrimental to operation of County 
government. 
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This policy does not impose any restrictions on outside activities of County employees other than those 
necessary for the effective operation of County government. The County recognizes that employees may take 
part in legitimate financial, charitable, and other activities outside of their employment. However, any potential 
conflict of interest raised by those activities must be promptly disclosed and reviewed. 
 
Conflicts of interest in government employment are also governed by state law, including without limitation 
Sections 24-18-101 to 113, and 24-18-201 to 205, C.R.S. Employees should consult with their Elected Official, 
Department Director, or Human Resources for guidance to determine whether a possible conflict of interest 
exists. 
 
Paid employment outside of a regular full-time employee's positions with the County and volunteer work are 
acceptable if the outside employment or volunteer work adheres to the following standards: 
 

• The outside employment or volunteer work must not interfere with the employee's ability to satisfy any 
bona fide occupational requirement of their position with the County; 

• The outside employment or volunteer work must not impair the employee's ability to perform the 
specific activities or responsibilities of their particular position; 

• The outside employment or volunteer work must not represent or result in a conflict of interest or the 
appearance of a conflict of interest between the private interests of the outside employer or volunteer 
agency and the County's interests or the employee's duties and responsibilities with the County; and 

• The outside employment or volunteer work must not present a conflict of interest, or abuse of public 
office, or the appearance of such a conflict or abuse, in violation of Colorado State law, including Title 
18, Article 8 C.R.S., and C.R.S. 24-18-101, et. seq. 

 
If the Elected Official or Department Director determines that the violation of any such standards as described 
above is occurring, the employee shall be given notice of that decision and be required to terminate the outside 
employment, volunteer work, or employment with Lake County. Failure of an employee to rectify any such 
situation in a timely manner is grounds for disciplinary action up to and including termination from employment. 
 
Disclosure of all outside employment or volunteer work that may create a conflict under the County’s Conflict of 
Interest policy must be made to the employee's supervisor and Human Resources. Such disclosure shall be 
made in writing and shall contain a description of the duties or activities associated with the outside 
employment or volunteer work and an explanation of why the outside employment or volunteer work will not 
conflict with the requirements in the Conflict of Interest policy. The failure to disclose outside employment or 
volunteer work is grounds for disciplinary action up to and including termination from employment. 
 
If an employee requires clarification of the definition of a conflict of interest, they may contact the Human 
Resources Department. An appeal of a final determination as to whether a conflict exists can be made to the 
Board of County Commissioners. 
 
 

COLORADO REVISED STATUTES (C.R.S.) 

As a County employee or Elected Official, the Colorado Revised Statutes, Title 30, Government-County may 
govern certain aspects or procedures of your position. A copy of the Colorado Revised Statutes, Title 30, 
Government-County may be found in the Clerk and Recorder's office, on the employee website: 
www.lakecountyemployee.org and the State of Colorado's site http://www.lexisnexis.com/hottopics/Colorado/. 
If you have questions about how the statutes may apply to your employment with the County, please contact 
your Elected Official and/or Department Director. 
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GIFTS 

Gifts, condolences, and greeting cards are not allowable county expenditures. If departments or offices wish to 
send these types of courtesies, the employees of that department should collect the amount necessary to 
cover such. The Board of County Commissioners may approve expenditure of tax dollars for a retirement gift 
for a County employee only after prior approval.  
 
No employee is allowed to receive from the public an individual gift of cash or other items of value of any kind 
in return for their services. 

WHISTLEBLOWER POLICY 

A whistleblower as defined by this policy is an employee of Lake County Government who reports to one or 
more of the parties specified in this Policy an activity that they consider to be illegal or dishonest. The 
whistleblower is not responsible for investigating the activity or for determining fault or corrective measures; 
appropriate management officials are charged with these responsibilities. 
 
Examples of illegal or dishonest activities are violations of federal, state or local laws; billing for services not 
performed or for goods not delivered; and other false or fraudulent reports. 
 
If an employee has knowledge of or a concern regarding potential illegal or dishonest fraudulent activity, the 
employee is to contact their immediate supervisor or Human Resources. The employee must exercise sound 
judgment to avoid baseless allegations. An employee who intentionally files a false report of wrongdoing will be 
subject to discipline up to and including termination from employment. All reports of illegal and dishonest 
activities will be promptly submitted to the Elected Official or Department Director who is responsible for 
investigating and coordinating corrective action. 
 
 
Whistleblowers are protected in two important areas - confidentiality and prohibition against retaliation. Insofar 
as possible, the confidentiality of the whistleblower will be maintained. However, their identity may have to be 
disclosed when required to conduct a thorough investigation, to comply with the law and to provide accused 
individuals their legal right in defense of claims against them. The County will not retaliate against a 
whistleblower. This includes, but is not limited to, protection from retaliation in the form of an adverse 
employment action such as termination, compensation decreases, poor work assignments, or threats of 
physical harm. Any whistleblower who believes they are being retaliated against must immediately contact 
Human Resources. The right of a whistleblower for protection against retaliation does not include immunity for 
any personal wrongdoing by them that is alleged and/or investigated. 
 
Employees with any questions regarding this policy should contact Human Resources. 

SEARCH OF COUNTY PREMISES AND PROPERTY 

The Elected Officials and/or Department Directors reserve the right to open and enter any office, desk, 
telephone, computer, cell/smart phone, locker, file cabinet, or other storage location owned by or within County 
premises and to inspect County vehicles and any containers brought into the workplace. Although an 
employee may be assigned an office, desk, telephone, computer, cell/smart phone, vehicle, locker, file cabinet, 
or other storage area or device, such assignment does not create an expectation of privacy in the use of such 
items or areas. 
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RECORDS RETENTION AND DISPOSAL 

Lake County Government requires that certain documents be disposed of or retained in a safe and secure 
manner. This is true whether the document is in paper or electronic form. These documents include without 
limitation: 

• All documents containing social security numbers; personal identification numbers, passport numbers; 
biometric data (e.g. fingerprints); an employer, student, or military identification number; or a financial 
transaction device (e.g. cancelled check, credit or debit card number). 

• All consumer reports or documents derived from consumer reports. A consumer report is the report 
generated by a background screening service that bears upon the customer, applicant or employee's 
credit, character, general reputation, personal characteristics, or mode of living. Examples include 
credit reports, motor vehicle records, and criminal background screens when obtained through a 
background screening service. 

 
If you have access to or handle such documents in the course of your employment, the documents must not be 
disposed of in ordinary trash or recycling receptacles. If in paper form, the documents must be shredded, 
placed in secured marked bins intended for shredding, or given to Human Resources with the notation that 
they are to be shredded. If in electronic form, the documents must be rendered unreadable, undecipherable, 
and unrecoverable. 
  
Certain documents must be retained either permanently or for a specified amount of time. Lake County follows 
the Colorado State Archives retention and disposition schedule. These schedules authorize legal destruction of 
records that are no longer of value to the agency, and they advise agency officials as to which records must be 
retained permanently or for a specific period of time. If you have questions as to the retention schedule of 
documents or whether certain documents are covered by this policy, please consult your Elected Official or 
Department Head prior to disposal. 

POLITICAL ACTIVITY POLICY 

All employees are entitled to participate in political activities on their own private time and make political 
contributions of their own resources free from coercion by their supervisors or employer. 
 
All County employees shall adhere to the applicable requirements of the Fair Campaign Practices Act, 
including with particularity the requirements of CRS §1-45-117. Elected Officials are prohibited from coercing 
employees to participate in or contribute to, or to refrain from participating in or contributing in, partisan political 
activities by changing the terms or conditions of employment of an employee on account of their participation 
or nonparticipation in such partisan political activities. 
 
Employees are prohibited from using their official authority, their county work time, or county resources 
(including county buildings, property, equipment, phones, fax, email, computers, and copiers) for the purpose 
of supporting partisan political candidates or causes, or for interfering with or affecting the result of an election 
or nomination of a candidate for office. 
 
Some departments or functions may also have to comply with the Hatch Act (Title 5, United States Code, 
Sections 1501-1508) and are further restricted from advising or coercing an employee to contribute to political 
activities, or to become candidates for public elective office in a partisan election. Under the provisions of this 
Act, employees affected are those whose employment is connected with an activity which is financed in whole 
or in part by loans or grants made by a federal agency. If this applies to a department, applicants should be 
informed of this fact at the time of hire. 
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STAFF USE OF ELECTRONIC RESOURCES AND THE INTERNET 

All electronic resources having Internet access must be used in a responsible, efficient, ethical, and legal 
manner. Failure to adhere to this policy may result in revocation of electronic resource access privileges and 
may result in disciplinary action, including termination of employment. 
 
Employee use of the Internet must be related to and consistent with the objectives and operations of the 
County. Transmission or access of any material using County equipment or internet access in violation of any 
federal or state law or regulation is prohibited, as is transmission of or access to non-work-related material. 
Access to or transmission of sexually oriented material is specifically prohibited. The Board of County 
Commissioners, Elected Officials and Department Directors reserves the right to determine what use of the 
County’s electronic resources and Internet in the workplace is appropriate. 
 
Internet transactions and email messages transmitted through County electronic resources are not private and 
must conform to County policies. County elected officials, directors, staff and administrators may monitor use 
of electronic resources, Internet transactions and email messages at any time, for any reason without notice to 
the user. 
 
Security on the County's IT systems is a high priority. The Elected Official or Department Director is to be 
notified of known or suspected security issues or problems. Any user identified as a security risk or as having a 
history of issues with using other IT systems may be denied access to the County’s electronic resources and/or 
the Internet. 
 
Vandalism of the County’s IT systems will result in cancellation of access privileges. Vandalism is defined as 
any unauthorized or malicious attempt to harm or destroy data of the County, another user, the Internet, or any 
agencies or other networks that are connected to the Internet. This includes, but is not limited to, the uploading 
or creating of computer viruses. 
 
Without specific permission from the Elected Official or Department Director, staff members are prohibited from 
accessing fee services via the Internet. If such services are accessed, the staff member will be personally 
responsible for any fee or cost incurred. 
 
All employees shall be required to agree in writing to the conditions of this policy, and to such other terms and 
conditions as the Elected Official or Department Director may require, as a condition to use the County’s 
Internet or electronic resources. 

SOCIAL MEDIA 

The County understands that social media can be a fun and rewarding way to share life experiences, 
information and opinions with family, friends and co-workers around the world. However, use of social media 
also presents certain risks and carries with it certain responsibilities. To assist you in making responsible 
decisions about your use of social media, the following guidelines and rules are provided for appropriate use of 
social media. 
 
Guidelines 
In the rapidly expanding world of electronic communication, social media can mean many things, including all 
means of communicating or posting information or content of any sort on the Internet.  This may include your 
own or someone else’s web log or blog, journal or diary, personal web site, social networking or affinity web 
site, web bulletin board or a chat room, as well as any other form of electronic communication, whether or not 
associated or affiliated with the County. 
 
Three basic factors apply to your activities online:  
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• Ultimately, you are solely responsible for what you create and post online.  
• Before creating online content, consider some of the risks and rewards that are involved.  
• Keep in mind that any conduct that adversely affects your job performance, the performance of co-

workers, or otherwise adversely affects members of the public, customers, suppliers, people who 
perform work on behalf of the County, or the County’s legitimate business interests may result in 
disciplinary action up to and including termination from employment. 

 
Know and follow the following rules: 
Carefully read these rule, as inappropriate postings that may include inappropriate or unlawful conduct, 
discriminatory remarks, harassment, and threats of violence will not be tolerated and may subject you to 
disciplinary action up to and including termination from employment. 
 
• Be respectful. 
Always be fair and courteous to managers, co-workers, customers, members of the public, suppliers or people 
who perform work on behalf of the County. Also, keep in mind that you are more likely to resolve work-related 
complaints by speaking directly with those involved or by utilizing the County’s “Open Door Policy” for 
communications with management than by posting complaints to a social media outlet. Nevertheless, if you 
decide to post complaints or criticism on line, you should avoid using statements, photographs, video or audio 
that reasonably could be interpreted as malicious, obscene, threatening or intimidating, or that disparages 
customers, members, employees or suppliers, or that might constitute harassment or bullying. Examples of 
such inappropriate conduct might include offensive posts meant to intentionally harm someone’s reputation or 
that could contribute to a hostile work environment on the basis of race, sex, disability, religion or any other 
status protected by law or County policy. 
 
• Be honest and accurate. 
Make sure you are always honest and accurate when posting information or news, and if you make a mistake, 
take action to quickly correct it. Be open about any previous posts you have altered. Remember that the 
Internet archives almost everything; therefore, even deleted postings can be searched. Never post any 
information or rumors that you have not confirmed or know to be false about the County, co-workers, members 
of the public, customers, suppliers, or people working on behalf of the County. 
 
• Post only appropriate and respectful content. 

• Maintain the confidentiality of the County’s proprietary, private or confidential information. Proprietary 
information may include information regarding the development of systems, processes, products, know-
how and technology. Do not post internal reports, policies, procedures or other internal business-
related confidential communications. 

• Respect financial disclosure laws. It is illegal to communicate or give a “tip” on inside information 
related to County operations or projects to others so that they may have an advantage when making 
investment decisions, such as buying or selling stocks or securities offered by County vendors. 

• Do not create a link from your blog, website or other social networking site to a County website without 
identifying yourself as a County employee. 

• Express only your personal opinions and note that they are such. Never represent yourself as a 
spokesperson for the County. If the County is a subject of the content you are creating, be clear and 
open about the fact that you are an employee and make it clear that your views do not represent those 
of the County, co-workers, members of the public, customers, suppliers or people working on behalf of 
the County. If you do publish a blog or post online related to the work you do for or subjects associated 
with the County, make it clear that you are not speaking on behalf of the County. It is best to include a 
disclaimer such as “The postings on this site are my own and do not necessarily reflect the views of the 
County.” 

 
• Using social media at work 
Refrain from using social media while on work time or on County equipment, unless it is 
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work-related as authorized by your manager. Do not use a County email addresses to register on social 
networks, blogs or other online tools utilized for personal use. 
 
• Retaliation is prohibited 
The County prohibits taking negative action against any employee for reporting a possible 
deviation from this policy or for cooperating in an investigation regarding alleged improper use of the County’s 
electronic resources. Any employee who retaliates against another employee for reporting a possible deviation 
from this policy or for cooperating in 
such an investigation will be subject to disciplinary action, up to and including termination from employment.  

CELL PHONE, TEXTING, AND VOICEMAIL USE 

Using cell phones during your shift to take or make personal phone calls, check voicemail, receive and send 
text messages or emails, or access the Internet, is permitted only so long as such use is kept to a minimum 
and does not interfere with performance of your job duties. Use of cell phones is prohibited during meetings, 
trainings, when interacting with the public and other County staff.   
 
Employees should avoid use of their personal cell/smart phones for County business, as communications 
regarding County business may be subject to disclosure under the Colorado Open Records Act (“CORA”), 
which could result in the employee’s personal phone needing to be turned into the County so that relevant data 
may be copied and produced in response to a CORA request. County-owned cell/smart phones may be made 
available to certain county employees as needed for performance of job duties upon approval of the County 
Manager and/or Board of County Commissioners. The use of these phones is a privilege for the user and all 
County policies and usage rules must be followed.  
 
Eligible staff to receive a County-owned cell/smart phone will be determined by the Elected Official or 
Department Director overseeing the employee’s department. In making this determination, the Elected Official 
or Department Head will use personal discretion, knowledge of the employee's duties, and budget 
considerations to determine the eligibility of the employee. Consideration should be given to whether an 
employee's job duties require them to spend a considerable amount of time outside of their assigned office or 
work area during normal working hours and/or have regular access to telephone and/or e-mail access, or that 
an employee's job requires him/her to be accessible outside of scheduled or normal working hours.  
 
Any employees receiving a County phone shall sign a Cell/Smart Phone Usage & Receipt form, which will be 
placed in their personnel file.   Cell/Smart phones are the property of the County and must be returned upon 
termination of employment. Failure to return County property in working order may result in payroll deductions 
to replace or repair the missing/damaged property or equipment. 
 
All messages sent or received through the County’s voice mail and email systems are the property of the 
County and may be subject to public disclosure under CORA. The County may access and/or monitor such 
systems and messages at any time without notice. Employees should not expect messages left or received 
using the County voice mail or email systems to be private. 
 
In the interest of safety of County employees, the public and other drivers, Lake County Government requires 
employees to comply with all applicable laws that apply to cell/smart phone use and such phones are not to be 
used while operating any motor vehicle or equipment while performing County duties. 
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COMPUTER, INTERNET, AND EMAIL USE 

The County prohibits the use of electronic resources, including computers,  e-mail/voicemail/internet systems or 
any other technological equipment, in ways that are disruptive to County operations, offensive to others, or harmful 
to morale.   
 
For example, the display, download or transmission of offensive, discriminatory or sexually explicit images, 
messages, and cartoons is not allowed.  Other such misuse includes, but is not limited to, ethnic slurs, racial 
comments, off-color jokes, or anything that may be construed as harassment or showing disrespect for others. 
 
Use of the internet or electronic mail/voicemail systems where the County will incur an expense without 
express permission of the supervising Elected Official or Department Director is prohibited. 
 
County e-mail or Internet access may not be used to solicit others for commercial ventures, religious or political 
causes, outside organizations, or other matters unrelated to County business. Employees’ use of County 
electronic resources and access to e-mails and Internet is intended for performance of County business and 
such access will be granted based upon business needs and job requirements on a case-by-case basis. 
Occasional limited personal use of County email or internet must not interfere with performance of your work 
responsibilities. 
 
Employees may only use County-provided software on local area networks or on multiple machines according to 
the software license agreement. The County prohibits the illegal duplication of software and its related 
documentation. Only software that has been authorized and purchased by the Company should be loaded or 
used on any County computer. Personal or unauthorized loaded software may contain computer viruses, which 
could be potentially damaging to the County’s systems and database.    
 
In order to keep County electronic systems secure, users shall not leave their terminal signed on when 
unattended and shall not leave their password available in an obvious place near the terminal or share their 
password with anyone except the County’s IT Administrator. 
 
Except as provided herein, County employees are prohibited from accessing another employee's electronic 
mail without the express consent of the employee or authorization of the Board of County Commissioners. All 
County employees are advised that electronic media can be retrieved even if it has been deleted and 
statements made in electronic communications can form the basis of various legal claims against the individual 
author or the County. The County reserves the right to establish and enforce guidelines for the retention of 
electronic data. 
 
Files/documents, email, text messages, internet files or software accessed, generated, or stored on the County 
information technology systems are County property, may be considered public communications, and may be 
routinely inspected at any time and for any reason. Employees should not assume this information to be 
private. Electronic mail sent or received by County employees, the Board of Commissioners or other Elected 
Officials may be considered a public record subject to public disclosure or inspection under the Colorado Open 
Records Act.  
 
Upon termination of employment, all computer hardware, electronic resources and information technology 
should be returned to the employee’s immediate supervisor or Human Resources.  
  
The County reserves the right to determine when and if an employee is using the County electronic or 
information technology systems inappropriately. Any violation of the County’s policies regarding use of its 
electronic resources may be cause for disciplinary action, up to and including termination. 
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LAKE COUNTY GOVERNMENT 

UNLAWFUL HARASSMENT POLICY  

ACKNOWLEDGEMENT OF RECEIPT AND UNDERSTANDING 
 
Harassment 
The County prohibits harassment of any kind, including sexual harassment, and will take appropriate and 
immediate action in response to complaints or knowledge of violations of this policy. For purposes of this 
policy, harassment is any verbal or physical conduct designed to threaten, intimidate or coerce an employee, 
co-worker, or any person working for or on behalf of the County.  
 
The following examples of harassment are intended to be guidelines and are not exclusive when determining 
whether there has been a violation of this policy: 

• Verbal harassment includes comments that are offensive or unwelcome regarding a person’s national 
origin, race, color, religion, gender, sexual orientation, age, body, disability or appearance, including 
epithets, slurs and negative stereotyping. 

• Nonverbal harassment includes distribution, display or discussion of any written or graphic material that 
ridicules, denigrates, insults, belittles or shows hostility, aversion or disrespect toward an individual or 
group because of national origin, race, color, religion, age, gender, sexual orientation, pregnancy, 
appearance, disability, sexual identity, marital status or other protected status. 

 
Sexual harassment 
Sexual harassment is a form of unlawful employment discrimination under Title VII of the Civil Rights Act of 
1964 and is prohibited under the County’s anti-harassment policy. According to the Equal Employment 
Opportunity Commission (EEOC), sexual harassment is defined as “unwelcome sexual advances, requests for 
sexual favors, and other verbal or physical conduct of a sexual nature ... when ... submission to or rejection of 
such conduct is used as the basis for employment decisions ... or such conduct has the purpose or effect of ... 
creating an intimidating, hostile or offensive working environment.” 
 
Sexual harassment occurs when unsolicited and unwelcome sexual advances, requests for sexual favors, or 
other verbal or physical conduct of a sexual nature: 

• Is made explicitly or implicitly a term or condition of employment. 
• Is used as a basis for an employment decision. 
• Unreasonably interferes with an employee’s work performance or creates an intimidating, hostile or 

otherwise offensive environment. 
 
Sexual harassment may take different forms. The following examples of sexual harassment are intended to be 
guidelines and are not exclusive when determining whether there has been a violation of this policy: 

• Verbal sexual harassment includes innuendoes, suggestive comments, jokes of a sexual nature, sexual 
propositions, lewd remarks and threats; requests for any type of sexual favor (this includes repeated, 
unwelcome requests for dates); and verbal abuse or “kidding” that is oriented toward a prohibitive form 
of harassment, including that which is sexual in nature and unwelcome. 

• Nonverbal sexual harassment includes the distribution, display or discussion of any written or graphic 
material, including calendars, posters and cartoons that are sexually suggestive or show hostility 
toward an individual or group because of sex; suggestive or insulting sounds; leering; staring; whistling; 
obscene gestures; content in letters, notes, facsimiles, e-mails, photos, text messages, tweets and 
Internet postings; or other forms of communication that are sexual in nature and offensive. 

• Physical sexual harassment includes unwelcome, unwanted physical contact, including touching, 
tickling, pinching, patting, brushing up against, hugging, cornering, kissing, fondling, and forced sexual 
intercourse or assault. 
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• "Quid pro quo" harassment. In this form the victim is typically asked to grant sexual favors in return for 
some benefit or to avoid some form of harm. 

• "Hostile work environment." In this form the harassment creates a hostile working environment for the 
victim. This type usually takes the form of innuendoes and suggestive remarks which the victim finds 
offensive; there need not be any demand that the victim join in a sexual relationship. 

 
Courteous, mutually respectful, pleasant, noncoercive interactions between employees that are appropriate in 
the workplace and acceptable to and welcomed by both parties are not considered to be harassment, including 
sexual harassment. 
 
Retaliation 
No hardship, loss of benefit or penalty may be imposed on an employee in response to: 

• Filing or responding to a bona fide complaint of discrimination or harassment. 
• Appearing as a witness in the investigation of a complaint. 
• Serving as an investigator of a complaint. 

 
Lodging a bona fide complaint will in no way be used against the employee or have an adverse impact on the 
individual’s employment status. However, filing groundless or malicious complaints is an abuse of this policy 
and will be treated as a violation.  Any person who is found to have violated this aspect of the policy will be 
subject to discipline up to and including termination of employment.  
 
If you have lodged a prior harassment or discrimination complaint or assisted in the investigation of such 
complaint, please report any subsequent retaliation concerns immediately to the attention of your Supervisor, 
any of the County Commissioners, or Human Resources. 
 
Confidentiality 
All complaints and investigations are treated confidentially to the extent possible, and information is disclosed 
strictly on a need-to-know basis. The identity of the complainant may need to be revealed to the parties 
involved during the investigation, and the Human Resources director will take reasonable steps to protect the 
complainant from retaliation during and after the investigation. All information pertaining to a complaint or 
investigation under this policy will be maintained in confidential files within the Human Resources department. 
 
Complaint procedure 
The County has established the following procedure for lodging a complaint of harassment, discrimination or 
retaliation. The county will treat all aspects of the procedure confidentially to the extent reasonably possible. 

1. Complaints should be submitted as soon as possible after an incident has occurred, preferably in 
writing, to your Supervisor, any of the County Commissioners or Human Resources. The Human 
Resources Director may assist the complainant in completing a written statement or, in the event an 
employee refuses to provide information in writing, the Human Resources Director may transcribe the 
complainant’s verbal complaint.  

2. Upon receiving a complaint or being advised by a supervisor or manager that violation of this policy 
may be occurring, the Human Resources Director will notify senior management and review the 
complaint with the county’s legal counsel. 

3. The Human Resources Director will initiate an investigation to determine whether there is a reasonable 
basis for believing that the alleged violation of this policy occurred. 

4. If the complainant and the respondent work in the same department, they will be separated during the 
course of the investigation, either through internal transfer or administrative leave.  

5. During the investigation, the Human Resources Director, together with legal counsel or other 
management employees, will interview the complainant, the respondent and any witnesses to 
determine whether there is sufficient information to support that the alleged conduct occurred. 

6. Upon conclusion of an investigation, the Human Resources Director or other person conducting the 
investigation will submit a written report of their findings to the Board of County Commissioners. If it is 
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determined that a violation of this policy has occurred, the Human Resources Director will recommend 
appropriate disciplinary action. Such action may depend on consideration of the following factors:  

a. the severity, frequency and pervasiveness of the conduct;  
b. prior complaints made against the respondent; and  
c. the quality of the evidence (e.g., firsthand knowledge, credible corroboration). 

7. If the investigation is inconclusive or if it is determined that there has been no violation of policy, but 
potentially problematic conduct may have occurred, the Human Resources Director may recommend 
appropriate preventive action. 

8. The Board of County Commissioners will review the investigative report and any statements submitted 
by the complainant or respondent, discuss results of the investigation with the Human Resources 
Director and other management staff as appropriate, and decide what action, if any, will be taken.  

9. Once a final decision is made, the Human Resources Director will meet with the complainant and the 
respondent separately and notify them of the findings of the investigation. If disciplinary action is to be 
taken, the respondent will be informed of the nature of the discipline and how it will be executed, and 
the complainant will be advised that the investigation has concluded and appropriate action taken.  

 
These guidelines apply on all County premises and at any other County activities, including, but not limited to, 
County-sponsored trainings and social events held under County auspices. 
 
It is strongly suggested that a County employee neither initiate nor maintain a romantic relationship with 
anyone they supervise or anyone who supervises them. Even if the relationship is consensual, there is still a 
possibility of misuse of the relationship or misunderstandings arising from the relationship that could have a 
negative impact on the involved employees job performance and/or County operations. The only exception to 
this policy is that the County will not involve itself in any employee's activities that occur while not on duty or at 
work, which do not affect an employee's ability to impartially perform his or her assigned work. Any job-related 
conflict of interest, which develops, may be regarded as the responsibility of the participating individuals, but 
may be reported under the Conflict of Interest Policy for investigation. 
 
 
Employee Print Name __________________________________________________ 
 
Employee Signature ____________________________________ Date _________ 
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LAKE COUNTY GOVERNMENT 

EMPLOYEE HANDBOOK ACKNOWLEDGEMENT OF RECEIPT AND 
UNDERSTANDING 

 
By signing below, I acknowledge that I have received the Lake County Government (“the County”), Employee 
Handbook dated January 18, 2022.  I understand that it is my responsibility to become familiar with the 
contents contained in the Handbook. Additionally, I understand the following:  
  
The information presented in this Employee Handbook sets forth guidelines and is a statement of the County’s 
present policies, practices, and benefits. The Employee Handbook is not intended to be all inclusive.  
 
Only the Board of County Commissioners has the ability to adopt any revisions to the policies in this handbook. 
All such changes will be communicated through official notices, and I understand that revised information may 
supersede, modify or eliminate existing policies, practices and benefits. 
 
The language used in the Handbook and any statements made by management are not intended to create, or 
to be construed to constitute a contract of employment, nor are they a guarantee of continued employment with 
the County. 
 
Employment with the County is at-will and may be terminated at any time, with or without cause or advanced 
notice by the employee or the County.  This cannot be changed except by a written agreement signed by the 
employee and a member of the Board of County Commissioners.   
 
I acknowledge that information regarding the Colorado Overtime and Minimum Pay Standards Order (“COMPS 
Order #37”) is intended to be incorporated in this employee handbook dated January 18, 2022. I understand 
that it is my responsibility to become familiar with the contents contained in the COMPS Order #37.  
 
This edition of the handbook replaces all previously issued editions. With the exception of the at-will nature of 
employment, the practices, guidelines and benefits may be interpreted or amended by the County at any time 
without prior notice.   
 
I have received the Employee Handbook, and I understand that it is my responsibility to read and comply with 
the policies contained in the Employee Handbook and any revisions made to it. 
 
 
Employee Print Name __________________________________________________ 
 
Employee Signature ____________________________________ Date _________ 
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