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MEMORANDUM

To: Administrative Control Board
From: Lisa Hoffman, Assistant General Manager
Date: March 12, 2026
Subject: Two Additional Policy Revisions to District Personnel Policies

Action

District staff asks the Administrative Control Board to recommend these two additional changes
to the Summit County Council for approval and incorporation into the District’s Personnel
Policies.

Background
After the February board meeting we determined that there were two additional updates we

would like to include in the Personnel Policies before they are presented to Council on March
25™. The two changes are listed below and highlighted in yellow behind this memo. Both
changes take place in Section 9 of the Personnel Policies.

Two Recommended Personnel Policy Changes

e Addthe word “Employee” before “Clothing Allowance” on pages 4 and 25.

e (larified that if an employee elects to take paid time off to extend their separation date,
the hours available are 80% of the hours earned and the same as if the employee
elected to be paid out.
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SECTION 9 - FRINGE BENEFITS

The Benefits Described in this section are for Employees as determined below.
Temporary and Seasonal employees, contractors and volunteers are not eligible
for any benefits, except those that may be required by law.

Qualifying Employees

As used in this Section, Qualifying Employees are defined as:

1. All Full-Time and Part-Time Benefited employees working for the District
prior to January 1, 2017 that have as of that date, worked for the District
for six (6) or more months; and

2. After January 1, 2017 all Full-Time employees.

Group Health Insurance

The District may pay a premium for health, dental, life insurance and accidental
death and dismemberment, up to a maximum amount designated by the General
Manager for Qualifying Employees and their dependents, as well as other
federally mandated employees and dependents.

Qualifying Employees as defined above, working more than 1040 hours
annually, but less than 2080 hours, and federally mandated employees working
between 1560 and 2080 hours annually, may participate in health insurance
benefits upon paying a pro-rated share of the monthly premium.

Qualifying Employees who have other health care coverage and choose not to
participate in the District health insurance may receive a fee in lieu contribution
proportionate to their participation of up to $350.00 per month.

Board members may participate in the District’'s group health insurance plan
provided to Qualifying Employees on the same basis as Qualifying Employees
of the District. (Utah Code 17B-1-307). Board members will be responsible for
the cost of the health insurance.

Adult designees of Qualifying Employees may participate in the District’s group
health insurance plan. During a period of open enrollment, unmarried
employees desiring to extend benefits to a financially dependent or
interdependent adult designee, shall be required to present to the General
Manager a fully signed and notarized affidavit. See Item V. at the end of this
Section for further information.

Continuation of Benefits
The District recognizes and follows COBRA regulations for insurance coverage
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after employment by the District for all employees. Qualifying Employees
separating from District employment who are participating in health care prior to
the qualifying event will be allowed to continue group medical and dental
insurance coverage at cost to the employee for up to eighteen (18) months from
the date of separation (except when terminated for cause). The separated
employee will be responsible for the costs of that insurance and administrative
fee. The District assesses up to a minimum of 2% of the premium as an
administrative fee. (see Utah Code §31A-22-714, or Consolidated Omnibus
Budget Reconciliation Act, 1985 (COBRA)). Employees and/or dependents shall
be notified within thirty (30) days from date of separation regarding extension
and conversion privileges and must reply in writing within sixty (60) days of notice
or forfeit their extension right. Payment must be made within forty-five (45) days
of acceptance of COBRA benefits or benefits will be canceled.

1. Dependents of employees are eligible to continue insurance at their cost
for up to thirty-six (36) months upon the occurrence of the following:

a. Upon legal separation or divorce from the covered employee;
b. The death of the covered employee;

C. When dependents cease to be dependent under the definition of
the policy;

d. When Medicare eligible employees cease participation in employer
sponsored plans;

2. Dependents of Employees are eligible for COBRA coverage paid for by the
District for up to four months from the date of death of the District employee.

3. Insurance cannot be continued beyond any of the following:

a. The date the premium is not paid;

b.  The date when the individual becomes covered under any other
group health plan or is entitled to Medicare benéefits;

C. In the case of a spouse, when the spouse remarries or becomes
covered under another group health plan; and

d. On the date when the employer ceases to provide any group plan,
except the District would be obligated to allow employees or
dependents to continue coverage under any replacing group
policy or policies.
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General Group Insurance Programs

In addition to Health Insurance, the District has committed to providing other
insurance benefits to Qualifying Employees.

1.

Disability insurance: The District provides both Short and Long Term

Disability coverage for benefit eligible employees.

a.

Upon approval by the District, Short Term disability benefits are paid at
66.67% of the employee’s salary beginning on the eighth day when an
employee is unable to do the essential functions of their job due to
accident or illness.

Short Term disability coverage may continue for up to 90 days provided
the employees continues to meet the requirements for disability benefits.
In the event the employees is unable to return to work after 90 days, the
employee may apply for Long Term Disability benefits through
URS/PEHP.

Upon approval from our Long Term disability provider, employees
continue to receive 66.67% of their salary as long as they continue to
meet the eligibility requirements of our plan.

Post retirees and employees eligible for pension benefits through URS
are not eligible for Long Term Disability benefits.

Family & Medical Leave without pay shall run concurrently during short
term disability but shall begin the first day the employee is not able to
work.

i. In the event of long-term disability, health, dental and life insurance
premium payments will be paid by the District for a period of six (6)
months from date of inception of the disability.

ii. An employee returning to work after disability leave shall provide a
return to work release from their physician listing accommodations,
if any. The District may restrict the employee’s return to work if the
accommodations preclude the employee from fully participating in
their job responsibilities or are unreasonable.

iii. An employee who cannot return to their regular work responsibilities
after this six-month period shall be separated from employment with
the District. Eligible employees receiving Short and/or Long Term
Disability benefits may continue to receive service credit through the
Utah Retirement System provided by the District’s Benefit Protection
contract with URS as discussed in paragraph Q.1 of this Section.
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2. Dental insurance is available for all Qualifying Employees. There shall be
no compensation in lieu of coverage. Qualifying Employees as defined
above, working more than 1040 hours annually, but less than 2080 hours,
may participate in dental insurance benefits upon paying a pro-rated share
of the monthly premium

3.  Additional District approved insurances and benefits are available options
for Qualifying Employees participating in the District's benefit program
They include:

Term Life insurance

Accidental Death & Disability Insurance

Flex spending

A 403(b) plan

Participation in the Utah Retirement Program

Housing/Transportation allowance-

Employee Clothing allowance

Accident and hospital indemnity

Vision insurance

TFRe e o0 oo

E. E-Employee Assistance Program

A1.  -The Employee Assistance Program (EAP) offers free, confidential

services designed to help qualifying employees prevent or resolve
personal, family and workplace problems affecting that employee's well-
being and job performance.

a. Use of EAP is voluntary.

b. Typical problems include:

i. job stress,

ii. communication problems with a family member, co-worker or
supervisor,

iii. depression,
iv. substance abuse, and
v. marital/family problems.

8.2. EAP provides problem assessment, education, short-term counseling,

and/or referral to community resources.
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F. FE-Leave Status

Paid time off, Vaeation,—sick,—comp time, holiday or bereavementfuneral leave

shall not be used to create overtime. The purpose of leave is to supplement the
employee’s forty (40) hour workweek.

G. Paid Time Off (PTO)Vacation

1.

The District believes that a reasonable period of time away from the job
encourages good health and the well-being of employees. This is a benefit
to the District, as well as the employee. Therefore, it is the policy of the
District to grant paid_time off (PTO) vaecations—to certain categories of
employees.

All Full-time Employees are eligible for PTOvacation as accrued upon
completion of their orientation period. Qualifying Employees as defined
above, working more than 1040 hours annually, but less than 2080 hours,
may participate in PTOvacatien benefits on a pro-rata basis. Years of
District service, for establishing PTOwvaeation accrual rates, shall be
January-15of each-year—Effective-July-1,-2020,-years-of District service;
for-establishing-vacation-acerualrates;shall-be-the employee’s full time

hire date.

Accumulation of PTOvaeation shall be based upon the following
schedule:
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DISTRICT SERVICE MONTHLY/ANNUAL
ACCRUAL
0 —5vyears 8-hours/96-hours
6 - 10 years 10 hours/120 hours
11 -15 years 12 hours/144 hours
16— 20 years 14-hours/168 hours
2%1-year-ormore 16-hours{192-hours
FULL TIME DISTRICT
SERVICE PAY PERIOD ACCRUAL* ANNUAL ACCRUAL*
0-2.99 years 6 hours 156 hours (19.5 days)
3-5.99 years 7 hours 182 hours (22.75 days)
6-10.99 years 8 hours 208 hours (26 days)
11-15.99 years 9 hours 234 hours (29.25 days)
16 - 20.99 years 10 hours 260 hours (32.5 days)
21 years or more 11 hours 286 hours (35.75 days)

*PTO accrual rates will increase according to the table above and will change with the

payroll period in which the employee’s anniversary date occurs.

Prorated rates shall be:

a. 30 — 40 hours per week 75%
b. 20 — 29 hours per week 50%
3. Former employees who are re-hired with reinstatement rights following

military service shall be entitled to assume the same eligibility for
PTOvacation as enjoyed as outlined in Section 7, Paragraph H.

4. Employees may accrue up to a maximum of 600 hours of PTO.42-menths
of their annual vacation leave accrual. Any PTO hours accrued vacation
leave in excess of the maximum shall be forfeited in the payroll period in
which the maximum is earned.

5. PTO shaII accrue When a Ieave of absence \#aeanen—lea%te—may—net—be

#is being

granted for

Feasmqs—ether—than—pepsenal—er—fa%Ly—related—MRess—er
condition-as-defined-by-the-federal Family & Medical Leave Act (FMLA),
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a. PTO will not accrue when long term disability beqgins.

b. Leave for any other circumstances may stop PTO accruals.

Utilization: The employee’s Supervisor or the General Manager must
approve IN ADVANCEin-advance all PTOvacation leave._However, if PTO
use is for an unforeseen circumstance such as an illness or emergency
wherein employee cannot come to work on a given day, employee shall
notify their Supervisor immediately or at @ minimum of one (1) hour of the
expected start time. A signed medical statement from an attending
physician may be required for illness or medical emergencies.

The Supervisor may schedule PTOvacation leave so that District
operations are not disrupted.

An authorized holiday which falls within the time period of an employee's
scheduled PTOvacation shall not be charged as used PTO leave unless
employee is originally scheduled to work that holidayvacation.

Effective April 1, 2020, for purposes of leave accrual, at the General
Manager’s discretion, and in consultation with and approval of the
Personnel Director, the General Manager may recognize and establish an
eligible employee’s vacation-service date at hire, based upon prior relevant
experience in a comparable position._Credit for prior service shall be 1 year
of credit for every 2 years of previous experience and limited to advancing
to the beginning of the 6-10.99 years accrual noted in the table above.
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PTO isVacations-are to be taken as time off and there will be no pay in
lieu of time off.

The District will not advance PTO except as noted in Section 9.G.2
above.vacation-days. No Supervisordepartment-manager shall authorize
the use of un-accrued PTOvacation-time except for the advance hours
noted in 9.G.2.

The fact that an employee may have available PTO time does not justify

13.

tardiness or unexcused absences. Unscheduled absenteeism or
tardiness are grounds for disciplinary action, regardless of PTO time
available.

Unauthorized use of PTO including but not limited to: taking PTO when

14.

denied or not approved, taking PTO when no accrued time is available,
using PTO for different days than what was approved, etc. are grounds for
denial of paid PTO time and disciplinary action.

Failure to notify the District within the first three (3) workdays of an

15.

absence may be considered an abandonment of position.

All Full-time employees eligible for PTO are only allowed to use PTO time

162.

equivalent to their designated work hours. Employees who do not actually
work their full designated work hours WILL use PTO or comp time to make
up the remaining hours to equal their total designated 80 work hours per
pay period. Employees who fail to do so are at risk of losing benéefits,

PTO time earned and/or other reduction of benéefits.

Resignation/Retirement: Upon resignation or retirement, an employee
may.

a. Be paid out eighty (80%) percent of the cash value of earned PTO

(carried over and earned).

b. Elect to take paid time off with pay equal to eighty (80%) percent the

pumber of PTO hours earned.
i. Any advance PTO hours not yet accrued through service

time are not paid out nor available to be taken as time off.
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PTO shall not accrue when an employee has announced their resignation

18.

or retirement from the District and have elected to use PTO.

Sick leave accrued prior to January 1, 2017 which was separated into a

19.

category called “OLD SICK” and tracked separately, shall be paid out at
the time of separation of employment, at the full amount of sick leave
accrued as of the effective date of these policies, unless used.

Deductions from termination pay may be made where terminating

4320.

21.

employee has outstanding financial obligations to the District. The District
may withhold the payment of termination pay if the employee fails to return
District property in their possession.

Record Keeping: The official record of accrued and used PTOvacation is
to be kept by the District through a formal leave accounting system.
Superwsors and —thelr emplovees have access to PTO balances in real-

depaattmentalranekempleyeeurewew Any dlscrepanC|es shall be reconcﬂed
directly through the Chief Financial OfficerBistrict—Accountant. If

discrepancies are not reported within sixty (60) days, all PTO
balancesreperts shall be deemed correct.

If an employee is injured at work and receives workers’ compensation

22.

benefits, the employee may choose to use their accrued PTO to make up
the difference between the workers’ compensation benefit and the
employee’s typical full salary.

Insurance benefits (Short/Long Term Disability) are provided for more

serious or longer-term illness or accidents. While insurance policies pay
67% of the normal wage, PTO time may be used on a pro rata basis to
maintain normal income. The employee may supplement the disability
benefit with accrued PTO leave to receive the remaining 33% of their
normal wage. If no PTO time is available, only normal insurance proceeds

are payable.
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| Hl.  BereavementFuneral Leave

| 1. BereavementFuneral leave with pay, not to exceed 40 hours, may be
allowed for Qualifying Employees in the loss of the following:
a. Spouses, Adult Designee (as noted for health insurance), Child

Son,  Daughter,  ParentMother,  Father, Parent-in-law,
Grandchildsen—Granddaughter, Grandparent, Stepparentmether;

Stepfather, Stepchildsen,—Stepdaughter, ChildSen-in-law,_Sibling
and_Sibling-in-law. Baughter-in-taw.

2. Bereavement Funeral-leaves with pay, not to exceed 8 hours, may be
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allowed for Qualifying Employees in the loss of other family members with
the written permission of the General Manager.the-following:

’ ) I ) )

Sister-in-aw. and Brother-in-law.

3. Qualifying Employees desiring extended bereavement funeral leave may
request to use comp time, PTOvacation or leave without pay. Leave
without pay may be used only if the employee has no accrued comp time
or PTOvaeation. Funerals which occur during use of PTOvacation shall be
treated as described in this paragraph and not be charged to PTOvacation.

4. If a funeral is attended or death occurs while an employee is on leave of
absence, there will be no time off with pay forthcoming.

IJ. Holiday Leave

1. The following days have been designated by the District to be paid
holidays for Qualifying Employees:

New Year's Day January 1%t

Martin Luther King Jr. Day 39 Monday in January
President's Day 3" Monday in February
Memorial Day Last Monday of May
Juneteenth June 19

Independence Day July 4t

Pioneer Day July 24t

Labor Day 18t Monday in September
Thanksgiving Day 4% Thursday of November
Day after Thanksgiving Friday after Thanksgiving
Christmas Day December 25

Day before or after Christmas  December 24" or 26t

2. When any of the above holidays fall on a Sunday, the following Monday
shall be observed as the designated holiday. When any of the above
holidays fall on a Saturday, the preceding Friday shall be observed as the
designated holiday.

3. Should a holiday occur while an employee is on PTOvacation, the
employee will not be charged with PTOvaeation the day of the holiday.

4. Holiday Pay: Qualified Employees who are required to work on a
designated holiday will receive eight hours of pay at their regular rate for
the holiday, plus compensation at their regular rate for all hours worked on
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the designated holiday. Qualifying Employees as defined above, working
more than 1040 hours annually, but less than 2080 hours, may participate
in Holiday leave benefits on a pro-rated basis.

5. Additionally, one eight (8) hour personal holiday is allowed annually. A
personal holiday shall not be carried over from year to year.

Court or Jury Leave

Each Qualifying Employee entitled to paid leave under these rules shall, during
regularly scheduled work time only, be entitled to leave of absence with full pay
for such period of required absence when, in obedience to a subpoena or
direction by proper authority, the employee is to appear as a witness in a case
involving the federal government, the State of Utah, or a political subdivision
thereof, to serve on a jury or as a witness in a grievance/hearing. Witness or
jurors fees paid to employees on leave with pay status shall be returned to the
District for deposit in the District’s operating cash account. Per diem and witness
or juror fees may be retained by an employee who elects to use PTOvacation
leave while on jury duty or acting as a witness. Absence due to litigation not
required by the employee's position, but as an individual, shall be taken as
PTOvacationleave, comp time, or leave without pay.

Maternity Leave

1. An employee who becomes pregnant may continue working until such time
as they can no longer satisfactorily perform their duties or their physical
condition is such that their attending physician deems continued
employment to be hazardous to the employee’s health or the health of the
unborn child.

7, PTOaid-sick—teave or Family & Medical Leave without pay, which is
available to cover the time for physical examinations and periods of
incapacitation, will be available to the pregnant employee for the same
purpose.

3. Leave granted for maternity purposes shall be allowed on the same basis
for which sickPTO leave or Family & Medical Leave without pay is granted.
Such leave shall also be eligible for short-term disability compensation
according to District insurance program guidelines.

4. Employees who have exhausted all accumulated PTOsiek leave shall be
granted Family & Medical Leave without pay for maternity purposes,
except that Short Term Disability benefits shall be provided according to
policy. Family & Medical Leave withoutwith-eut- pay shall run concurrently
during short-term disability but shall begin the first day the employee is not
able to work. Employees desiring extended leave due to "pregnancy
disability" shall receive it on the same basis as any other disability.
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LM. Parental Leave
Parental leave is leave associated with the birth of an employee's own child or
the placement of a child with the employee in connection with an adoption. The
amount of leave under this policy is four (4) weeks. This leave does not supersede
other laws that apply to the birth or adoption of a child.

1. Eligible employees may receive up to four (4) weeks of paid, job protected,
leave during the first twelve (12) weeks following birth or adoption.

a. Employees working more than 30 hours per week are eligible for
Parental Leave. Employees working less than 40 hours per week, but more
than 30, shall have their Parental Leave pro-rated.

b. Notice & Verification: The employee must:

1. Provide to their Supervisor and General Manager thirty (30)
days' written notice of the requested leave (or as much notice as
practicable if the leave is not foreseeable),

2. Complete the necessary forms at the time of the leave, and

3. File the documents with the General Manager.

3-C. Employees must have completed the District's New Hire Orientation
period. See Section 5, paragraph H, Orientation Period.

2. Parental Leave is a benefit of employment and its use will not be considered
as a negative factor in employment actions, such as hiring, promotions, or disciplinary
actions under attendance policies.

3. Upon receiving notice of an employee’s need for Parental Leave, the District
shall provide the employee with a detailed notice specifying the employee's rights
under District policy and explain any consequences of a failure to meet these
obligations. The District notice shall include:

a. Any requirements for the employee to make or participate in the
payment of insurance premiums, and the methods for doing so. The
employee's potential liability for health insurance premiums paid by the
District during the leave if the employee does not return to work;

b. The employee's reinstatement rights to the same or equivalent job,
unless the employee is defined a key employee under FMLA,;

4. Method of Leave Usage:

a. Birth of the parent's own child:
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1. Birthing parent

A. After short-term disability has been exhausted,
Parental Leave will commence.

B. Non-birthing parent; Parental Leave, if taken, shall be
used anytime during the first twelve (12) weeks after the
birth of the child. Parental Leave shall not extend beyond
the end of the twelve (12) week date from the birth of the
child.

b. Adoption of a child:

1. The parents of an adopted child shall receive Parental
Leave after the child(ren) has been placed in their home.

2. Parental Leave, if taken, shall be used anytime during the
first twelve (12) weeks after the placement of the child(ren).
Parental Leave shall not extend beyond the end of the
twelve (12) week date from the placement of the child(ren).

3. To qualify for Parental Leave the adopted child(ren) shall be
under eighteen (18) years of age.

C. All leave dates shall be approved and coordinated with the employee’s
Supervisor.
d. Parental Leave shall run concurrently with FMLA.
% Parental Leave will be paid at 100 percent of an Eligible Employee's
straight- time, regular pay for the specified amount of time outlined in this
policy.

a. PTOSickleave-and-vacatien accrual shall be allowed in
accordance with the District's FMLA policy.

6. The fact that a multiple birth or adoption occurs (for example, the birth or
adoption of twins) does not increase the length of Parental Leave granted
for that event.

7. If both parents are employed by the DistrictCeunty, each parent shall
receive up to four (4) weeks Parental Leave.

MN. Military Leave
Leave shall be granted for a period of active military service. Extended military
leave is six (6) months or more, not to exceed five (5) years unless approved by
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the District. Short-term military leave is any leave of less than six (6) months in
duration, normally not longer than 120 hours.

1.

Short-term_Military Leave is authorized for employees pursuant to the

following conditions:

Employees are entitled to one hundred and twenty (120) hours of
military leave per year without loss of regular pay or other fringe
benefits. The employee shall take military leave when activated.
After the employee has exhausted their one hundred and twenty
hours of military leave they may take unpaid leave.

Whenever possible, employees who are members of reserve units
of the military shall notify the General Manager within one week of
receipt of an activation notice, and shall indicate in writing their
intention and anticipation with regard to participating in periods of
active duty. Such written notification shall be made a part of the
individual employee's personnel file.

Employees requesting short term military leave may go on leave
without pay status prior to using accrued PTOvaecation and comp-
time.

While on short term military leave, none of the employee's benefits
shall accrue, except that health, dental and life insurance benefits
will remain in force.

If the employee does not return to District employment after six (6)
months, the General Manager may declare the position vacant.

Extended Military Leave Without Pay shall be granted to employees who

enlist, are drafted, or are recalled to active service in the armed forces of
the United States in accordance with the provision of the Universal Military
Training and Service Act. Former employees shall be permitted to return
to District employment without loss of benefits pursuant to the provisions
of the Utah Code §39-3-1. The following conditions shall apply:

a.

USERRA provides that an individual may serve up to 5 years in the
uniformed services, in a single period of service or in cumulative
periods totaling 5 years and retain the right to re-employment by
their pre-service employer (38 USC 4312(c)).

The employee must have satisfactorily completed the period of
active duty and furnish a certificate to that effect.

The District shall follow USERRA regulations regarding the
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reinstatement of an employee returning from active military duty. If
the employee declines an offer for position vacancy, reinstatement
rights may be canceled by the General Manager.

If, due to a service connected disability or for some other reason,
an employee is not qualified to perform all the duties of their former
position, they will be placed in the closest comparable position for
which they are qualified or the employee will be placed on a list of
eligible's for consideration for future openings. Under the
American's With Disabilities Act, reasonable accommodation shall
be provided unless to do so would prove to be an undue hardship.

Administrative Leave

In cases of training, special educational pursuits, hardships, or other cases not
provided for in these policies, upon recommendation of the Supervisor, the
General Manager may grant short-term leaves for Qualifying Employees at full
pay, partial pay, or without pay. The approval or denial of such requests is at the
discretion of the General Manager and is not subject to appeal. In the event the
General Manager is requesting the leave, the approval shall be by the Board.

Family & Medical Leave Without Pay

The District will comply with all applicable requirements of the Family &
Medical Leave Act of 1993 (FMLA).

Eligibility: All employees who have worked for the District for at least 12
months (which need not be a consecutive 12 month period) and have
worked for the District at least 1250 hours in the previous consecutive 12
month period qualify for family & medical leave without pay.

Eligible employees may receive up to 12 weeks of unpaid, job protected,

leave in any 12-month period for the following reasons:

a.

To care for a child upon birth or upon placement for adoption or
foster care;

To care for a parent, spouse, or child with a serious health
condition, or,

When an employee is unable to work because of a serious health
condition. A serious health condition is defined as "any illness,
injury, impairment, or physical or mental condition that involves
either inpatient care or continuing treatment by a health care
provider™ (i.e. doctors, podiatrists, dentists, clinical psychologists,
optometrists, chiropractors, nurse practitioners, nurse midwives,
and Christian Scientist practitioners). In addition, a single event or
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occasion, which results in a regimen of continuing treatment under
the supervision of the health care provider, such as a regimen of
medication or physical therapy, qualifies. Excluded from coverage
are voluntary or cosmetic treatments, which are not medically
necessary and preventive physical examinations. An employee
returning to work after FMLA leave for their own serious health
conditions shall provide a return to work release from their physician
listing accommodations, if any. The District may restrict the
employee’s return to work if the accommodations preclude the
employee from fully participating in their job responsibilities.

d. When a family member is called on active military duty or called to
active military duty

Eligible employees may receive up to 26 weeks of unpaid, job protected,
leave in any 12-month period to care for a family member who sustained
an injury or illness in the line of active military duty.

Notice & Verification: Employees who want to take FMLA leave ordinarily
must provide the District with at least 30 days’ notice of the need for leave,
if the need for leave is foreseeable. If the need is not foreseeable, the
employee should give as much notice as is practicable. The employee
notice shall contain the reason for the leave, the anticipated timing of the
leave and the expected duration of the leave. In addition, employees who
need leave for their own or a family member's serious health condition
must provide medical certification of the serious health condition within 15
days after the request or as soon thereafter as is rseasonably possible.

a. The District may also require a second or third opinion (at the District's
expense), periodic recertification of the serious health condition (as
frequently as every 30 days), and, when the leave is a result of the
employee's own serious health condition, a fitness for duty report to

return to work.

b. The District may deny leave to employees who do not provide proper
advance leave notice or medical certification within established time
frame.

c. Absent any extenuating circumstances or information, if an employee
does not explicitly request FMLA protection following the use of more
than three (3) consecutive days of PTOsick leave, the District may
provisionally designate all subsequent leave as FMLA-qualifying until
such time the employee’s FMLA status changes.

1) The District will notify the employee if leave is being
provisionally designated as FMLA leave within five (5) business
days of determining whether the leave is FMLA-qualifying.

2) The District may designate leave as FMLA-qualifying even if
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the employee requests otherwise, as long as the District has
sufficient information or evidence to determine that the leave
qualifies for FMLA protection.

District Communication Requirements: Upon receiving notice of an
employee need for FMLA leave or determining extended PTOsick leave of
four (4) days or more is FMLA-qualifying, the District must provide the
employee with a detailed notice specifying the employee's rights and
obligations in connection with the law and District policy and explain any
consequences of a failure to meet these obligations. The District notice
shall include:

a. A statement that the leave will be counted against the employee's
annual FMLA leave entitlement;

b. Requirements for the employee to furnish medical certification of a
serious health condition and the consequences for failing to do so;

C. The requirement for the employee to use accrued paid leave,

d. Any requirements for the employee to make or participate in the
payment of insurance premiums, and the methods for doing so;

e. Any requirement of the employee to present a fitness for duty
certificate in order to return to work;

f. The employee reinstatement rights to the same or equivalent job;

o} The employee's status as a "key employee" and the conditions
under which reinstatement may be denied, and

h. The employee's potential liability for health insurance premiums
paid by the District during the leave if the employee does not return to
work.

Method of Leave Usage: The leave may be taken intermittently or on a
reduced leave schedule without the District's approval when medically
necessary; therefore department heads anelected-officials-shall take an
active role in verifying medical necessity, especially in the case of
emergencies and short notice situations. FMLA leave may be taken in half-
hour, hourly, daily or weekly blocks of time.

Employee Entitlements: Employees taking qualified FMLA leave are
entitled to receive health benefits during the leave at the same level and
terms of coverage as if they had been working throughout the leave. In
addition, the District shall reinstate an employee returning from FMLA
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leave to the same or equivalent position with equivalent pay, benefits, and
other employment terms as previously provided. The District's obligation
under FMLA to reinstate an employee returning from leave ceases once
the employee has used up their 12/26 week entitlement and continues on
another form of leave, paid or unpaid. Also, the District may deny
reinstatement if it can be demonstrated that the employee would not
otherwise have been employed at the time the reinstatement request is
made, such as when an employee's position is eliminated due to a layoff.

8. Accrued Benefit Impact: Employees use of FMLA leave will not result in
the loss of any employment benefit that accrued prior to the start of the
employee's leave. However, while on FMLA-qualifying leave, the
employee must concurrently exhaust any accrued paid leave before
transitioning to leave-without-pay. The concurrent use of accrued paid
leave shall be taken in the order outlined in the schedule below:

a. PTOSiek leave

b. Compensatory time
ndrrini - I

c. Personal holiday

d. Earned holiday leave
—\Vacation

Exceptions to this schedule _may be allowed at the General Manager’'s
discretion, including but not limited to circumstances surrounding the use of
paternal leave or in other extenuating circumstances. All exceptions will be
documented in writing, signed by the employee and General Manager, and
included along with all other required FMLA documentation.

I. .| ” .|| I ”l .| ||

9. Short-term Disability: The District makes elective short-term disability

insurance coverage available to employees. Short-term Disability may
provide income protection frefor employees who are unable to work due to
a covered illness or injury (i.e., serious health condition).
a. Depending on the nature of the serious health condition, Short-
term Disability and FMLA may run concurrently.
b. Short-term Disability benefits are for temporary impairments and
do not imply a long-term or permanent disability as defined by the
Americans with Disabilities Act (ADA).
c. The ADA defines disability as a physical or mental impairment
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that substantially limits one or more major life activities such as
blindness, deafness, mobility limitations, and chronic pain, as well
as mental impairments such as depression, anxiety, schizophrenia,
or intellectual disabilities.

A short-term or temporary condition does not usually meet the ADA’s
definition of disability. If the employee believes their condition does meet
the definition of a disability as outlined by the ADA, the District may request
a_medical certification as part of the serious health condition certification
stipulated under FMLA if Short-term Disability and FMLA may run
concurrently, and to ensure that requested accommodation is necessary
and reasonable.

In the event an employee has opted for elective Short-term Disability
coverage and submitted medical certification that demonstrates their short-
term or temporary condition meets the ADA’s definition of disability, that
employee will not be required to use accrued leave to supplement or offset
any income replacement not covered by the Short-term Disability policy.
a. However, employees may submit a written request to the
General Manager to use any accrued leave to supplement lost
income not covered by the Short-term Disability policy.
b. Employees shall not earn_more than 100% of their full weekly
salary as a result of disability coverage.

If an employee has opted for elective Short-term Disability coverage but has
not submitted medical certification demonstrating their short-term or
temporary condition meets the ADA’s definition of disability, the employee
must use any accrued leave (according to the schedule above) to supplement
or offset any income replacement not covered by the Short-term Disability

policy.

a. For example, if the short-term disability coverage provides for
66.67% income replacement (as determined by the policy), the
remaining 33.33% will be covered by any accrued leave
available to the employee.

b. Employees shall not earn more than 100% of their full weekly
salary as a result of disability coverage.

Defining 12 month period: The District shall measure the twelve (12)
month period from the initial date of an employee’s qualifying FMLA leave

and rolling forward for the proceedlnq twelve (12) month period thereafter.
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1108. Return to Work

124

132.

a. Upon returning to work, an employee whose FMLA leave was due
to the employee’s own serious health condition shall provide a
release to return to work from his health care provider. In addition,
an employee who has been absent due to illness or injury will also
be required to undergo a Return to Work / Fitness for Duty
Evaluation through a District-appointed physician. In such event,
the district shall cover the cost of such examination.

b. The employee shall be restored to the same position held before
the FMLA leave or to an equivalent position with equivalent pay and
benefits, unless the employee has been identified as a “key
employee,”

C.- Job restoration may be denied in very limited circumstances:

1) If the District can prove that an employee would not still be
employed even if the FMLA leave had not been taken (i.e.,
layoff or completion of a specific project the employee was
hired to work), or,

2) e. If the employee is a “key employee,” defined as a
salaried employee amongst the highest paid ten-percent of
all employees, provided that the denial is necessary to
prevent substantial and grievous economic injury to the
District.

Temporary Work Assignments: Where medical necessity dictates the need
to use scheduled intermittent leave or a reduced work schedule, the
District may require the employee to transfer temporarily to an alternative
position that better accommodates recurring periods of leave than the
employee's regular position. In addition, the District may transfer an
employee to a part-time job with the same hourly rate of pay and benefits
as long as the employee is not required to take more leave than is
medically necessary.

Record Keeping Requirements: Records retention for FMLA purposes
must be maintained in accord with record keeping requirements of the Fair
Labor Standards Act (FLSA). Records must be kept for a minimum of three
years, which includes the following information:

a. Basic payroll records;
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b. Dates that FMLA leave is taken;

C. Hours of FMLA leave;

d. Copies of employee notification given to employer;

e. Copies of employer notices regarding employee rights and
obligations;

f. Copies of District policies and procedures describing benefits and

leave provisions;
g. Premium payments of employee benefits;
h. Documents pertaining to disputes regarding designation of FMLA

leave. All records relating to medical information must be kept in
separate, confidential medical files.

Retirement
URS: The District is a participant in the public employee retirement

programs of the Utah Retirement Systems (URS). The District endorses the
concept that performance, not age should be the standard for retaining qualified
employees. There shall be no set retirement age from District employment.
Contributions into the retirement system shall be made for all Qualifying
Employees.

a.

Employees, at their discretion, may choose to retire any time after they are
eligible under provisions of the Utah Retirement Act.

Employees over retirement age, as defined by the Social Security
Administration, can be retained or hired as long as they are physically and
mentally able to satisfactorily discharge the duties of the position.

The retirement system provides a number of benefits to the employee,
including retirement benefits, death benefits, and survivor's allowances.
Contributions are made by the employer. All new hires are enrolled into
the new non-contributory plan.

All employees who have previously participated with URS prior to July 1,
2011 shall be enrolled in the Tier 1 retirement.

Effective July 1, 2011, all existing employees who have not participated
and all newly hired employees shall be enrolled with the URS Tier 2
retirement unless previously enrolled within a URS retirement system.

Tier 2 employees must choose between a defined contribution or hybrid



ADOPTED: December 16, 2016
Amended: July 1Mareh29, 20263

plan which are described below. Employees have one year after
employment begins to make this irrevocable choice of plans.

Defined Contribution Plan: The District contribution of 10% will be put into
a 401(k) account administered by the URS. Employees in this plan
become vested after four years of service.

Hybrid Plan: This plan is a combination defined benefit (pension) and
defined contribution.

i. As long as the defined benefit rate remains below 10 percent,
employees will receive the difference between the 10 percent and the
required contribution rate into a 401(k) account administered by the
URS.

ii. If the defined benefit rate reaches or exceeds 10 percent, employees
will no longer receive any of this excess amount into a 401(k) account.
In addition, if the defined benefit rate exceeds 10 percent employees
will be required to pay the portion of the contribution rate above these
rates.

Benefits Paid:

a. The amount of benefit paid is determine by your
i. Hire date,
ii. Age,
iii. Years of service credit,
iv. Final average salary, and
v. A benefit formula designed by the URS

Benefit Protection: The District participates in a Benefit Protection program
with URS which allows service credit to continue accruing for both Tier 1
and Tier 2 employees as follows:

i. During periods of short-term disability (up to 90 days) credit
for service in the URS system will continue while the
employee is on short-term disability leave.

ii. During periods of long-term disability (90-180 days) credit
for service in the URS system will continue while the
employee is on long-term disability.

iii. Worker's Compensation injury. In the event an employee
is involved in an industrial accident and eligible for Worker’s
Compensation coverage consistent with Section 16 of these
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Policies, URS service credit will continue for the employee
for the duration of the coverage up to 180 days.

District Board members are considered part-time appointive officers and
therefore ineligible for Tier 2 URS benefits.

403(b) Program:  The District provides a 403(b) plan to Qualifying
Employees to provide them with the opportunity to save for retirement on
a tax-advantaged basis and to provide additional income for retirement.
This Plan is a type of retirement plan commonly referred to as a 403(b)
plan or Tax Sheltered Annuity (TSA). Any Qualified Employee wishing to
participate in the 403(b) program after January 1, 2017 must forego the
Cost Of Living (COLA) increase given to employees in the first year of their
election. If there is no COLA granted in the 15t year, then the first COLA
for which the employee is entitled must be waived to qualify for the District
403(b) contribution. The District shall contribute 3% of the employee’s
gross wages (excluding allowances and reimbursements) into the 403(b)
plan. In an effort to encourage retirement savings by the employees, the
District will increase their contribution to 4% of the gross wages if the
employee contributes 5% or more of their own wages to the Plan.

QR. Housing/Transportation Allowance:

The District’'s primary work area is in a high cost of living area which requires
employees to either pay a premium for housing or commute longer distances to
reside in affordable housing areas. In order to help offset this hardship, the District
provides this benefit.

1

Qualifying Employees as defined above, who are NOT assigned a vehicle
for emergency purposes shall receive a monthly housing allowance of
$300250 per month payable in installments each bi-weekly pay period.

The housing allowance shall be considered an employee benefit;
accordingly the amount of the benefit shall be considered as income and
reported to the Internal Revenue as such.

To ensure employees maintain a professional appearance and are able to meet

all safety standards required by their job, an annual clothing allowance is

R. Employee Clothing Allowance
provided by the District.
S Unemployment Insurance

The District participates in the State Unemployment Insurance Program as a
self- insured employer; and each person that terminates will be eligible for
unemployment benefits in accordance with the rules and provisions as
provided by the State. Employees terminated for cause shall not be eligible for
unemployment benefits from the District.
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Education Assistance

When determined by the General Manager that additional training or education
is required for the proper performance of a job, the District shall allow
rescheduling of work time together with compensation for time spent in training
plus associated expenses.

If a Qualifying Employee desires to enhance their own job skills through training
or academic pursuits which are viewed by the General Manager as being directly
related to the job or a position to which one may wish to become promoted, and
the employee initiates such a request; the District may give consideration in work
schedule accommodations and tuition expenses.

Tuition expenses must be budgeted during the District’s regular budget process.
Employees requesting tuition reimbursement must be employed by the District
for a minimum of 2 years. The District may choose to participate at a rate of 50%
of education expenses. Education expenses may be taxable by the IRS.
Employees with approved educational assistance must enter into a written
agreement that upon termination (voluntary or involuntary, except for reduction
in force) they will refund to the District monies received for educational
assistance based upon the following schedule:

Time Period Between Date Of Termination Portion Of Expenses
& Conclusion of Educational Course(s) Refunded To District
Less Than One Year 100%
One Year, But Less than Two Years 75%
Two Years, But Less Than Three Years 50%
Three Years, But Less Than Four Years 25%
Greater Than Four Years 0%

Qualifying Employees who participate in this benefit shall maintain a 3.0 grade
or better in all classes at the end of each term or semester.

Adult Designee

If an adult designee of a Qualifying Employee requests benefits under the
District’'s group insurance programs an affidavit will be required stating the
following:

1. Qualifying Employee is not currently married. The Adult Designee is
not currently married.

2. Employee has shared the same permanent residence with the Adult
Designee for not less than 12 continuous months immediately
preceding the signing of the Affidavit.

3. Qualifying Employee is 18 years of age or older. The Adult Designee
is 18 year of age or older.

4. Qualifying Employee and Adult Designee are not related by blood in a
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manner that would prohibit legal marriage.

The Affidavit shall be accompanied by two of the following forms of

documentation as to the financial dependence or interdependence between the
Qualifying Employee and the Adult Designee:
1. Common ownership of real property or a common leasehold interest in
such property;
2. Designation as a beneficiary for life insurance or retirement benefits
under the Qualifying Employee’s Last Will and Testament; or
3. Assignment of Durable Power of Attorney.

A Qualifying Employee who is afforded this benefit shall immediately file a
Declaration of Termination when the Adult Designee is no longer a financially
dependent or interdependent of the Qualifying Employee.

A Qualifying Employee who is afforded this benefit shall file a new Affidavit
and proof of financial dependence or interdependence of the Adult Designee
annually with the General Manager during open enrollment.

False or misleading Affidavits or documentation, as required by this policy,
shall subject the Qualifying Employee to disciplinary action up to and including
termination of employment and financial responsibility for any benefits paid on
behalf of the non-qualified Adult Designee. Cases shall be referred to the Summit
County Attorney for consideration of criminal prosecution for fraud.

Benefit Limitation

The benefits described in this section constitute the total and complete benefit
package offered and available to all District employees who qualify for
participation according to eligibility requirements established by this policy
manual.




