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A.

Background

As part of an on-going policy review, several Personnel Policies were reviewed and revised to reflect
several clean-up and clarifying changes. All policies were submitted to and reviewed by Helen
Strachan and Lynda Viti.
On March 1, 2022, in a regular scheduled meeting of the Park City Fire District Administrative
Control Board, Sections 4, 6, 7, 8 9, 10, and 11 were reviewed and unanimously approved for
recommendation to the Governing Board for final approval.
All policies are attached in redline.
A brief description of recommended changes to each of the sections is listed below.
Section 4- Position Management – Prior to the proposed change, there was some
confusion as to the definitions of and the appropriate application of reassignments vs.
reclassifications. This policy recommendation clarifies each definition and how it is applied.
Several of the following policies were adjusted to reflect these changes.
Section 6 – Employment Status – Previously, this section contained a definition for
Temporary Employees. The District does not use temporary employees. We do, however,
use seasonal employees. The paragraphs defining each have been adjusted to reflect current
operations. The definition of Full-Time EMS employee was added to this section. Further
clarifications were made to Section 6 to reflect the appropriate use of reclassification and
reassignment as defined in Section 4.
Section 7 – Personnel Actions – Prior to this review and revision, employees that are
unable to perform their duties due to disability could have their job held for up to 9 months.
Most employees are able to return to work from a disability within 6 months. The
recommended revisions in this policy would change the current length of time we will hold
a job from 270 days to 180 days. This change will better help facilitate staffing needs of the
District. The paragraph titled Transfer was deleted as Reassignment or Reclassification is
more appropriate terminology. Other clean-up and clarifying changes were made.
Paragraph I. Reassignment was reworded to match the definition in Section 4. The last two

sections regarding final pay was deleted as it has been defined in Section 8 G. Separation
Pay.
Section 8 – Compensation – Previously, the district’s practice is was to take advantage of
the FLSA 7k partial overtime exemption for firefighters regarding sleep time. Generally, the
designated sleep time was not counted as hours worked towards overtime calculations. This
revision discontinues the sleep time exemption. Paragraph F. Overtime has been revised
to reflect this change. Paragraph G. Separation Pay clarifies that employees may have
payment withheld from their final pay check for any District property not returned upon
leaving employment. Paragraph L. Out of Classification Assignments defines when an
employee will receive additional pay and the requirements for acting in a different rank. The
paragraph defining the Instant Bonus Program was deleted as we do not utilize this option.
Section 9 – Fringe Benefits – Paragraph D. General Group Insurance Programs has
been revised that the District will pay the insurance premiums of a disabled employee for 6
months instead of 9 months to match the length of time a disabled employee’s job will be
held.
At the end of 2021, the District revised the process for suppression employees to request
vacation leave. Previously, an employee could request vacation at almost any time and the
availability was on a first-come basis. Due to operational demands, this practice was
changed to a seniority-based vacation draw, which is more standard in the industry. Due to
this change, several of the leave policies needed to be revised. The recommended revisions
to this policy reflect the changes necessary to support this and other operational changes.
In addition, Paragraph H. Sick Leave has been revised to remove the option payment of
sick leave to be contributed to the post-employment health plan upon termination of
employment. The recommended changes indicate that eligible employees will receive a cash
benefit equal to 50% of the employee’s unused sick leave on their final pay check.
Paragraph J. Funeral Leave has been revised to indicate that this leave will now be charged
to the employee’s vacation leave accrual. Paragraph K. Holiday Leave was updated to
include Juneteenth as a holiday observed by Administrative Employees. This is not an
additional holiday as it was traded for July 24th.
With the rising cost of education and the increasing number of employees wishing to take
advantage of the education assistance program, revisions were made to the timeline that an
employee is obligated to refund the District for assistance received.
Section 10 – Reimbursement for Expenses - Minimal clarifying edits were made.
Section 11 – Work Hours - Work hours for EMS employees as added to Paragraph A.
Normal Work Day. The section defining Rest Periods was deleted as we do not have
defined rest periods.
B.
The Administrative Control Board of the Park City Fire Service District voted to recommend
approval of the presented Personnel Policies as amended.
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SECTION 4 - POSITION MANAGEMENT
A.

B.

Position Allocation:
It is District policy, as much as possible, to initiate proposed changes in the
number of personnel or reclassification of personnel during the process of
budget approvals for the ensuing year. This allows for the most thorough
consideration of personnel expenditures and available revenues. The
establishment of a position by the District cannot take place without the
appropriate budget approval of the Governing Body. No person shall be hired or
appointed and no regular employee promoted to any position (exceptions may
occur for the occasional emergency/temporary, contractual or part-time
professional work needs), until it has been properly allocated as follows:
1.

The development or revision of a current job description.

2.

The proper classification of the position and assignment to an
established pay range.

3.

The presentation of justification as to the need for the position or for the
promotion and advancement of an employee.

4.

Verification that funds are available to support the position, promotion or
change in classification.

Job Description:
The initial content of all job descriptions shall be provided by subject matter
experts such as the Fire Chief, Supervisors and incumbent workers through the
use of questionnaires, written documents and related materials. If needed,
verification shall be obtained through on-site job audits conducted or coordinated
by the Human Resource Officer. Based upon obtained information, the Human
Resource Officer shall prepare the description in approved format for finalizing.
All job descriptions shall be reviewed and approved by the Board. All employees
will be assigned to a position with an established job description and must be
able to meet the requirements for performing the "essential functions" of the
position to which assigned. Standard formats shall be established by the Human
Resource Officer to include essential and marginal duties and responsibilities and
minimum qualifications (training, education and experience). The description
shall be used by the District as the basis for:
1.

The classification of the position and determination of its rate of pay.

2.

Preparation of examinations and for determination as to whether an
applicant or employee meets minimum requirements for a particular
class of positions.

3.

For preparation of a position announcement soliciting applications from
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interested individuals for position vacancies.

C.

D.

E.

4.

The orienting of a new employee to the duties and responsibilities of a
position to which hired or promoted by their Supervisor

5.

The development
evaluations.

of

performance

management

objectives

and

Classification:
All District positions are evaluated on a set of common factors (i.e., difficulty of
work, complexity, judgment, responsibility, controls over the work, minimum
qualifications, education & training, physical environment, etc., such as
firefighter, engineer, inspector, etc.) and assigned a specific salary range on the
salary plan. All employees hired on a full-time or part-time basis will receive
compensation according to the classification of the position for which they are
hired. Recommendations for advancement shall be in writing, and must be
approved by the Human Resource Officer and reviewed by the Fire Chief with
notice to the Personnel Director.
Reclassification:
Reclassification occurs when 1) an employee is moved from one classification
to another based upon their ability or inability to perform in the current or
prospective class; and 2) when the duties and responsibilities of a position
change significantly warranting the creation of a new job description and
classification. To reclassify an employee, the Supervisor shall submit a request
for reclassification to the Fire Chief and Human Resource Officer with the basis
for the request and when needed, a new draft job description. The Human
Resource Officer shall give notice of the request to the Personnel Director. The
Human Resource Officer will perform an analysis of the job to determine
reclassification eligibility. Normally, the employee's pay shall be adjusted within
the new pay range reflecting years of service.
Reassignment:
The effective operation of the District requires periodic changes in work
assignments to match functional needs with capabilities of District personnel. An
employee may be reassigned from one position, station, apparatus, or division
to a different position, station, apparatus, or division within the District.
Reassignments may be temporary or permanent.
If the employee is reassigned to a position with a higher pay scale, the employee
may receive acting-in pay. If the District reassigns an employee to a position
with a lower salary range, and the employee’s current salary is higher than the
maximum, the employee shall have their pay frozen at their current rate for a
period not to exceed 1 year. Reassignment to a position with a lower pay range
shall not generally change an employee’s rank or salary. If the reassignment is
requested by the employee, that employee, shall suffer a loss of pay consistent
with the reduction of responsibility. Employees may request reassignments, but
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must do so in writing through their Supervisor and the Fire Chief.
Reassignments are NOT grievable under Section 14 of these Policies
F.

Reorganization:
Reclassification may be required from time to time as a result of reorganization.
Circumstances may arise from the reorganization or reclassification process
which require the abolition of a position, which shall be treated as a reductionin-force (see Section 7, paragraph C). Reorganization shall also be sufficient
cause for reclassification by way of reassignment (see Section 7, paragraph I).
In an effort to minimize the effects of a reduction-in-force brought about by
reassignment, reclassification or reorganization, the following options shall be
considered:
1.

Deleted: and J

The employee may be assigned to a lesser position.
OR

2.

The employee may be reassigned to another position within the District,
depending upon qualifications and available position.

3.

If the employee's pay is greater than the maximum for the position to
which assigned or transferred the employee shall be placed on a salary
freeze for a period not to exceed one (1) year. If during the one-year
period, the employee’s rate of pay falls back within the assigned pay
range, the freeze shall be lifted and the employee shall be placed at that
step (within the range). If at the end of one year, the employee's current
pay rate still falls above the maximum of the new pay range (step and
grade), that employee's pay rate shall be reduced to the maximum of the
new assigned position.
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SECTION 6 - EMPLOYMENT STATUS
A.

Applicability:
All full time employees, officers and other personnel not exempted herein, who
prior to the effective date of these policies and procedures, have successfully
completed the orientation period; (see item D below) are deemed to be fully
covered employees under these personnel policies and procedures.

B.

Merit Exempt Positions:
It shall be the policy of the District to comply with the provisions of Utah Code
Ann. §17D-1-106 and §17B-1-801 by adopting the merit system set forth in 1733-101 et. seq.. The following types of positions have been designated as being
exempt from the provisions of the personnel system. The Personnel Director will
specify, in writing, those positions which fall under the exempt categories listed
below. Exempt positions should be reviewed annually to determine whether or
not their exempt status should be withdrawn based on changes of duties and
related factors. Written agreements with the Fire Chief may include applicable
policies and procedures. Workers in such positions are “at will” and may be
separated from employment for reasons other than cause.
1.

Fire Chief.

2.

Each Deputy Chief, Assistant Chief, and Battalion Chief hired or
promoted after January 1, 2017 and charged by Fire Chief with the
responsibility of assisting to formulate and carry out policy matters.

3.

Members of policy, advisory, review, and appeal boards, or similar bodies
who do not perform administrative duties as individuals.

4.

Attorneys serving as outside legal counsel, special advisors, and any
person employed to make or conduct a temporary and special inquiry,
investigation, or examination on behalf of the District, Board or Governing
Body.

5.

Each employee appointed to perform:
a.

Work that does not exceed three (3) years in duration; or

b.

Work with limited funding.

6.

Bona fide independent contractors

7.

Temporary and seasonal employees as defined in paragraphs C and H
below.

8.

Contractual personnel hired to perform time limited services requiring
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specific professional skills and abilities. Employment contracts shall not
be valid until approved by the Fire Chief.
C.

D.

Full-time Employees:
1.
An administrative employee who has satisfactorily met the requirements
for employment, is generally working forty (40) hours per week (is
expected to work 2080 hours per year), and successfully completed the
appropriate orientation period is considered a full-time employee. Fulltime employees are eligible for all the benefits programs and rights and
privileges described in District policies and procedures.
2.

A fire suppression employee who has satisfactorily met the requirements
for employment, is generally working 2920 hours per year, and
successfully completed the appropriate orientation period is considered a
full-time employee. Full-time employees are eligible for all the benefits
programs and rights and privileges described in District policies and
procedures.

3.

A full-time EMS employee who has satisfactorily met the requirements for
employment, is generally working an average of forty-two (42) hours per
week (is expected to work 2184 hours per year), and successfully
completed the appropriate orientation period is considered a full-time
employee. Full-time employees are eligible for all the benefits programs
and rights and privileges described in District policies and procedures.

Deleted: <#>Temporary Employees:¶
<#>The Fire Chief may make temporary appointments to
carry out necessary District responsibilities as the budget
will permit. The District shall create a pool of eligible
temporary employees. When the Fire Chief needs to utilize
the services of a temporary employee, they shall select an
individual from the temporary employee pool. Supervisors
may request individuals of their choice be added to the
temporary employee pool.¶
<#>¶
<#>Temporary employees shall work not more than twentynine (29) hours per week and shall not qualify for regular
benefits, except that mandatory benefits shall be provided
as prescribed by law. These appointments shall not exceed
320 hours in succession. Temporary employees cannot
work more than 29 hours per week or 320 hours in
succession without a 90 day rest period (no employment
activity with any department of the District) before
additional work hours are permitted. In extenuating
circumstances a Supervisor may petition the Fire Chief to
extend a temporary employee’s term of service. Upon
review the Fire Chief may approve or deny the Supervisor’s
request. The temporary employee, on approval, will have
additional time allotted to their term of service. The
additional time shall not exceed an additional 320 hours
and no more than 29 hours per week for a total 640 hours.
Temporary employment does not count as credit toward
the completion of an orientation period.¶

Part-time Employees:
Employees expected and scheduled to work less than a yearly average of forty
(40) hours per week in any one position shall be considered part-time.
1.

Merit Status: Consistent with the provisions of Utah Code Ann. §17-338(1)(b)(ix), and paragraph B above, part time employees hired after
August 1, 2015 shall be considered Merit Exempt.

2.

FLSA Exempt: Part-time employees who are considered exempt under
the federal Fair Labor Standards Act (“FLSA”) and under paragraph G
below shall be compensated at a fixed rate, based upon the expected
hours of work per week for the part time position they hold. All other part
time employees shall be compensated at an hourly rate in accordance
with federal law.

3.

Benefits:
a. Part-time employees who work less than 29 hours per week shall
not qualify for benefits offered to full-time employees. Part-time
employees who work a yearly average of thirty (30) or more hours
per week, but less than forty (40), shall qualify for the following
Section 6 Page 2
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benefits only:
i.

Mandatory benefits as prescribed by law, i.e. social security
(if applicable), workers compensation, health care,
retirement (if applicable) and unemployment.

b.
E.

Conditional Employees:
All new and promoted employees shall be considered conditional employees
and are required to serve an orientation period. The orientation period shall be
six (6) months for all Administrative and Full-Time EMS employees and twelve
(12) months for Suppression employees. Conditional employees who are new
hires may be terminated with or without cause.
Conditional employees who are promoted or reclassified and are unable to
satisfactorily perform the requirements of the new position, during the orientation
period, may be reassigned to their former position, if available, reassigned to a
like position of similar pay grade, or reassigned to a position of lesser pay grade.
If a promoted or reclassified conditional employee violates District policy and
procedures, they may be terminated but shall have all rights of appeal and due
processes as defined by these Policies and Procedures (see Section 14).
This period is designed to acquaint the new employee with their position and
allow the supervisor to assess the employees’ performance (see Orientation
Period, Section 5, Paragraph M).

F.

FLSA Exempt:
There are two types of employment classes in the District relative to FLSA
minimum wage and maximum hour requirements, exempt and non-exempt.
1.

Exempt employees are those in an executive, administrative or
professional position and certain merit exempt employees. These
employees will normally be classified in category 1 and 2 according to the
EE04 definitions. These codes generally include: officials, administrators;
and professionals.

2.

Non-exempt employees are generally included in all other EE04
categories. Category 3 includes technicians, category 4 protective
service workers, category 5 office and clerical, category 6 craft workers,
category 7 operators (semi-skilled), laborers (unskilled), category 8
service workers.
a.

Part-time employees will not be paid for overtime unless the total
number of hours worked in a standard work week exceeds forty
(40) (for administrative personnel) or 212 hours in a 28 day
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overtime cycle for fire suppression personnel.

G.

H.

1

b.

Full-time, temporary and seasonal employees shall be paid
overtime if they are non-exempt and hours actually worked exceed
forty (40).

c.

Holidays, vacation, sick leave, trade time worked1, compensatory
time and other paid leave such as jury duty, military leave and
funeral leave shall not be counted as time worked for purposes of
overtime.

d.

Volunteers and Board Members are exempt from FLSA minimum
wage and overtime requirements and will not be considered an
employee of the District. They may receive a nominal stipend or
reimbursement for expenses.

Seasonal:
Due to the seasonal nature of the work demands which may be placed upon the
District, the Fire Chief may designate certain positions as seasonal hire. Seasonal
employees are hired for a specific portion of the year not to exceed forty (40)
hours per week or 640 hours total to meet the increased demands during that
period. Seasonal employees shall not qualify for benefits offered to full-time
employees. Upon the conclusion of the high demand period, employees shall be
terminated, or furloughed until they are recalled to meet the needs of a new "high
need period". A furlough does not create a vacancy or reduce the number of
approved positions. Such employees are not merit employees as described
above. All seasonal appointments must be determined through a competitive
recruitment process.
Task Performance Testing:
To ensure that prospective and current Suppression Employees meet and
maintain the minimum physical health and fitness standards for the position they
perform, a Task Performance Test (“TPT”) shall apply to all current or prospective
suppression operations employees, hereafter collectively referred to as employees
or firefighters. It is the policy of the District to require participation in the TPT prior
to employment and annually thereafter. Firefighters who have been absent for 20
or greater consecutive shifts for any reason will be required to take the TPT prior
to returning to duty. The expectation is that all applicable firefighters will
successfully pass this test. It is the firefighter’s responsibility to achieve and
maintain the job skills and physical conditioning necessary to meet the minimum
requirement represented by the TPT under direction of the Fire Chief, the
designated medical provider and the Training Officer. On‐site administration of the
TPT shall be the responsibility of the Lead Certified Fitness Coordinator (LCFC).
The Training Officer will assure that there are Certified Fitness Coordinators
(CFCs) available to work one‐on‐one with each incumbent firefighter who cannot

See 29 U.S.C. §207(p)(3)
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meet the minimum standard.
1.

2.

Test Administration:
a.

The TPT will be administered consistent with the Test Administration
Guide approved and adopted by the Training Officer and designated
medical provider. Prior to the administration of the TPT, the Lead
Certified Fitness Coordinator shall administer the policy and ensure
each firefighter is given information about the TPT and is able to have
his or her questions answered.

b.

Firefighters who have been absent for 20 or greater consecutive
shifts due to their own injury or illness, after receiving a medical,
return to duty release from their own physician, must be evaluated
by the District-appointed physician for medical readiness prior to
attempting the TPT.

Compliance Requirement:
a.

Each firefighter will test at least annually during the regularly
scheduled, District-wide testing period. This testing period will take
place in September of each year. Suppression Employees who fail
the annual test may retake the test when offered and available
throughout the year. These employees should work closely with the
Training Officer to schedule the re-tests.

b.

Firefighters who do not successfully complete the TPT on or
before October 1st annually, or when attempting the return to
duty TPT, will be deemed to be unable to perform the essential
functions of their job. Employees who cannot perform the
essential functions of their job shall either be reassigned to
another job for which they are qualified. Firefighters who do not
successfully complete the TPT within 90 days may be
reclassified or terminated.

c.

Firefighters missing their assigned TPT testing date/time will have
make-up opportunities during the designated testing period. If the
firefighter does not attempt the TPT during the testing period, they
will be considered to have failed the TPT and will be subject to the
conditions set forth in paragraph b. above.

d.
3.

Prospective firefighters that do not successfully complete the TPT
will not be considered for employment.

Intervention Support:
a.

If an incumbent firefighter does not successfully complete the TPT,
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the firefighter may request assistance to work with a CFC or may
seek assistance from the designated medical provider. Firefighters
who fail to successfully complete the TPT are solely responsible to
improve their skills or physical conditioning. Firefighters who need
additional time outside of scheduled duty hours for physical
conditioning or skill training shall not be paid for such activities.
b.

4.

Beginning January 1, 2017, all Suppression Employees shall be
required to pass the TPT as a condition of continued employment.
Because the TPT is designed to evidence a Suppression Employee’s
ability to satisfactorily perform the essential functions of their job,
successful completion of the TPT shall be required. If the
Suppression Employee cannot successfully complete the TPT on,
the employee will be subject to reassignment, reclassification, or
termination.

Medically Exempt Firefighters:
If a firefighter is determined to be medically unfit to perform the TPT, the
firefighter shall be placed on sick leave and be subject to the terms and
conditions of the sick leave policy.

5.

Support Division/Administrative Firefighters:
Administrative staff not required to wear a Self-Contained-BreathingApparatus (SCBA) for their position are not required to participate in the
TPT.

6.

Confidentiality:
The Training Officer shall maintain individual records relating to this policy
for each Firefighter. The Training Officer may disclose information from
these records, as necessary, to the subject firefighter, the Fire Chief, or to
anyone determined by the Fire Chief to have a need to know. The Training
Officer shall comply with all legal requirements for safeguarding any
medical, private, or protected information. All those who administer or
facilitate the TPT process shall maintain the confidentiality of actual test
times, any medical, private or protected information.
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SECTION 7 - PERSONNEL ACTIONS
A.

Promotion:
A promotion is defined as a change in job title and classification recognizing
increased capacity and responsibility of an employee from a position in one job
class to a position in another job class having a higher entrance salary.
Whenever a position comes open, whether a newly created position or a vacated
position, the Fire Chief will first look within the District to determine if the
promotion of a qualified, interested employee is possible and if it is a merit
position, should fill the position with a qualified employee if available. A notice of
the job opportunities shall be circulated among District employees describing the
position. Personnel promoted into a higher pay grade shall receive a pay
increase commensurate with their abilities and other employees holding the
same or similar position. The Fire Chief shall take into consideration; longevity,
performance evaluations and budget. The Fire Chief will work in conjunction with
the Human Resource Officer in establishing promotion criteria for various job
classifications. Employees who are full-time shall be entitled to continued
benefits notwithstanding the orientation period and conditional status associated
with such promotion.

B.

Career Ladder Adjustment:
A career ladder adjustment is defined as moving an employee from one position
in a job class to a similar position with a higher entrance salary in the same job
class. This change recognizes an employee’s increased capacity and
responsibility to perform their work to a higher standard. If budgeted, personnel
receiving a career ladder adjustment will be moved to the bottom of the new
range or receive a 6% increase, whichever is greater. The Fire Chief will work in
conjunction with the Human Resource Officer in establishing criteria for moving
employees into various job classifications. There is no orientation period required
for an employee receiving a career ladder adjustment.

C.

Layoff (Reduction-in-Force):
Should it become necessary to undergo a reduction of the work force, brought
about by a reduction of operating revenues, technological innovation, the
discontinuance or reduction of services, or other grounds consistent with
economic and efficient administration of the District; the Fire Chief shall lay off
the necessary number of employees considering such factors as, but not limited
to, longevity, performance, and organizational needs. The decision matrix shall
be filed with the Personnel Director. Individuals being separated by a reduction
in force do not have a right to prior notice. In determining which employees
should be laid off the Fire Chief shall utilize the following sequence to achieve
the required reduction:
1.

Temporary/Seasonal employees (shall be separated or reduced in work
hours).
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D.

E.

F.

G.

2.

Part-time employees (shall be separated or reduced in work hours).

3.

Full-time employees (may be separated or reduced in work hours).

Abolishment of Job:
If a circumstance should arise requiring the abolition of a certain position,
employment status may be maintained by one of the following:
1.

The employee may be returned to a previous position, if a position is open
or allocated by the Board at a salary appropriate for the position, which
may entail a reduction in pay.

2.

The employee may be promoted based upon performance, qualifications
and position availability.

3.

The affected employee may be reassigned to another division to fill an
open position, for which they are qualified, commanding equal or lesser
compensation.

4.

If none of the alternatives are available, the employee shall be separated.

Separation:
Full-time employees may be subject to separation for cause, reasons of
reduction-in-force, reduction of work, abolishment of a position, or lack of funds.
An employee placed on disability leave must provide a return-to-work clearance
from their physician within 180 days. Failure to provide such clearance shall
result in separation from the District. Otherwise, all employees will be retained
on the basis of their performance and separated if inadequate performance
cannot be corrected. Merit employees have the right to appeal as outlined in the
grievance procedures of Section 14 if they perceive the separation to be
unjustified. Part-time, temporary, seasonal, contract, and merit exempt
personnel may be terminated "at will" or according to terms of individual
employment agreements.
Resignation:
Employees who resign and desire to leave the District in good standing should
give a minimum of two (2) weeks’ notice if they are to be considered for reemployment at a future date. Resignations must be in writing and submitted to
the Fire Chief.
Defacto Resignation:
An employee who is absent from work for one shift and capable of giving proper
notifications but does not inform the supervisor, shall be deemed to have
resigned and shall be informed of the same in writing by the Fire Chief
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H.

I.

Reinstatement/Rehire:
Former employees, who left voluntarily, and in good standing, may be reinstated
to a vacant position only when their qualifications and ability indicate a potential
for performance which would clearly exceed expected performance of current,
and promotable employees. Previous District experience may be taken into
consideration in determining placement of the employee on the District’s salary
schedule and accrual of benefits if the rehire or reinstatement occurs within one
(1) year from the date of separation. The restatement/rehired employee shall be
required to observe the waiting period before being placed on the District’s offered
insurances. If a reinstated/rehired employee returns to District employment
within three (3) months of their separation date there shall be no change in their
vacation accrual rate. However, longevity seniority will be adjusted to reflect the
absence. If the employee returns to work after three (3) months they shall lose
at a minimum one year of accrual for vacation and longevity seniority.
Reassignment:
The effective operation of the District requires periodic changes in work
assignments to match functional needs with capabilities of District personnel. An
employee may be reassigned from one position, station, apparatus, or division
to a different position, station, apparatus, or division within the District.
Reassignments may be temporary or permanent.
If the employee is reassigned to a position with a higher pay scale, the employee
may receive acting-in pay. If the District reassigns an employee to a position
with a lower salary range, and the employee’s current salary is higher than the
maximum, the employee shall have their pay frozen at their current rate for a
period not to exceed 1 year. Reassignment to a position with a lower pay range
shall not generally change an employee’s rank or salary. If the reassignment is
requested by the employee, that employee, shall suffer a loss of pay consistent
with the reduction of responsibility. Employees may request reassignments, but
must do so in writing through their Supervisor and the Fire Chief.
Reassignments are NOT grievable under Section 14 of these Policies

J.

Performance Documentation:
The Fire Chief and Supervisors shall, in a timely manner, document noteworthy,
or significant incident behaviors of employees. Such records may be used to
support decisions which affect employee status related to job advancement,
rewards, discipline and discharge.
1.

Timing & Purpose Of Evaluations: Annual employee evaluations for all
full time and part-time employees shall be conducted by the Supervisors
or Fire Chief in the month of the employee’s hire date, and shall be used
as the basis for the following:
a.

To assure that employees are fully aware of performance
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such application. Transfers must be approved by the Fire
Chief. A transferring employee must qualify for the job to
which they are transferring. A transferred employee shall
retain all accumulated sick and annual leave. A transferring
employee may suffer a loss of base pay due to budget
constraints and if, in the opinion of the Fire Chief, the
transferring employee lacks job knowledge and/or
competency equal to employees in the same job
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If the District reassigns an employee to a position with a
lower salary range, and the employee’s current salary is
higher than the maximum, the employee shall have their
pay frozen at their current rate (see Section 4). If the
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employee, shall suffer a loss of pay consistent with the
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reassignments, but must do so in writing through their
Supervisor and the Fire Chief. Reassignments are NOT
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standards which apply to their jobs;
b.

To allow employees to express ambitions, desires and set goals;

c.

To determine training needs;

d.

To transfer and reassign employees for better use of skills and
abilities;

e.

To make appraisals for promotions;

f.

To discharge incompetent employees; and

g.

To identify employees to be separated for reduction-in-force.
Deleted: Upon separation from employment, the employee
shall be required to return to the Supervisor any property
belonging to the District. If any District property in the
employee’s possession has been lost or damaged, the cost
of replacing such property may be deducted from the
employee’s final paycheck. In such event, the amount shall
not reduce the employee’s earnings for the final pay period
below the current minimum wage. Employees shall be
responsible for making arrangements with the Human
Resource Officer and/or the Fire Chief for repayment of any
amounts that remain due.¶
¶
On the employee’s last day of work, the supervisor shall
collect all of the equipment/property/uniforms that have
been issued to the employee. In order to accomplish this,
the supervisor should review the Equipment Inventory
listing to verify what the employee has been issued. Any
items not returned shall be documented and submitted to
the Human Resource Officer.
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SECTION 8 - COMPENSATION
A.

Equability
Compensation for District employees shall be equitable and competitive with the
market place. The assignment of employees to positions and pay rates shall be
consistent with the formal classification plan.

B.

General Wage/Salary Adjustments:
It is the intent of the District to consider prevailing practices related to cost of
living and market trends in establishing wages and salaries. The Fire Chief shall
consider annually, during the budgeting process, the amount of cost of living
money available. All cost of living increases and salary adjustments are subject
to the sole discretion (and the availability of budgeted funds) of the Fire Chief.
Where general, across the board raises are awarded, the raise will be effective
on a date determined and approved by the Fire Chief.

C.

1.

Cost Of Living vs. Market: Adjustments to the salary schedule shall be
determined through analysis of market trends in comparison to cost of
living. This shall be done once per year and the District will utilize market
survey results and cost of living index data. All employees, regardless of
employment status (for exception, see paragraph L. below- Salary
Adjustments & Red Line Rates), shall receive the benefits of such
general adjustments to the pay plan.

2.

In determining the total compensation value of the position, benefits must
be considered. Base salary plus cost of benefits equals’ total
compensation. In comparing benefit packages provided in the labor
market, the District may evaluate both level and cost of benefits or other
factors as deemed appropriate.

Initial Appointment
All initial appointments to classes assigned to the wage scale in the
compensation plan should be at the first step unless:
1.

An employee cannot be recruited for the position at the beginning rate, or,

2.

The qualifications of the individual selected for the position exceed the
minimum requirements and the individual can be expected to perform at
a level equal to that of other individuals being paid at the same step.

D.

Hourly Rates
Temporary, part-time and seasonal employees shall be paid at an hourly rate no
higher than that which is established for the position through job classification.

E.

New Hire Increases
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Deleted: This shall be communicated to Supervisors as a
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New employees at the completion of their orientation period, shall be assigned
a merit review date which coincides with the established performance review
policies of the District. New employees who successfully complete their
orientation period and receive the orientation period increase shall not be eligible
for any other merit increase until they have reached their one (1) year
anniversary date of employment. All other merit increases shall be conducted
and evaluated as provided in this chapter.
F.

1

Overtime
1.
Administrative Employees covered under the overtime pay provisions of
the Fair Labor Standards Act, will be credited with overtime for all hours
worked over forty (40) in a 7 day work period. Two 7 day work periods
shall comprise a pay period (bi-weekly).
2.

Suppression Employees covered under the overtime pay provisions of the
Fair Labor Standards Act1, will be credited with overtime for all
compensable hours worked over two hundred twelve (212) in a 28-day
work period. The overtime cycle will begin at 07:00 on the first day and end
at 07:00 (the end of the shift) on the 28th day. Compensable hours will be
defined as mandatory hours and hours worked.

3.

Time taken as vacation leave, sick leave, funeral leave, trade time worked,
compensatory time off, holiday leave, etc., shall not be counted as hours
worked for the purpose of calculating overtime.

4.

It is the District's policy to discourage the accumulation of overtime. Any
time worked over two hundred twelve (212) in a 28-day work period by a
Suppression Employee, or 40 hours per week for Administrative and EMS
Employees, which the Supervisor has approved of, is aware, or "suffered"
to be worked, shall qualify as overtime. The following rules apply to the
accumulation and compensation of overtime.

5.

Positions defined as FLSA exempt as outlined in Section 6, paragraph G,
are not eligible for overtime.

6.

For all non-exempt, FLSA covered Administrative and Full-Time EMT
Employees, overtime shall be paid and/or all comp-time accrued at the rate
of time and one half (1 ½ ) the regular rate of pay for all hours worked in
excess of the forty (40) hour work week. It shall be the regular practice
of the District to pay overtime in the pay period in which it is earned.
However, if authorized by the Fire Chief, an Administrative Employee may
be allowed to accumulate up to a maximum of twenty four (24) hours
compensatory time.

29 U.S.C. §207(k)
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7.

For all non-exempt, FLSA covered Suppression Employees, overtime shall
be paid and/or all comp-time accrued at their regular rate plus half (½) time.
It shall be the regular practice of the District to pay overtime in the
first pay period after the close of the 28 consecutive day work period.

8.

Overtime and comp time must be requested, during the District’s budget
session. The District shall then be allowed to utilize overtime and comp time
up to the amount approved by the Governing Body in the budgeting
process. Records of overtime hours worked shall be maintained by the
District for all employees and shall be retained as required by law.

9.

When call-out occurs the District shall pay the employee a minimum of one
(1) hour when called out to work other than their regular work schedule.
(see Section 11.E)

10.

All time spent in training, in conferences, at workshops, meetings, etc.,
when such attendance is required by the District shall constitute hours
worked and shall be used to calculate overtime eligibility under the FLSA.

11.

An employee who has accrued comp time shall, upon termination of
employment, be paid for all unused comp time.

12.

The District has established the following as non-compensable hours:
a. Standby events.
b. Outside training offered but not required.
c. Voluntarily traded time WORKED for suppression personnel, and
voluntarily swapped time OFF for full-time EMS personnel.

G.

Separation Pay
When employees separate their employment, they shall be required to return all
District property to their supervisor and to clear all financial obligations prior to
receiving their final pay check. If any District property in the employee’s
possession has been lost or damaged, the cost of replacing such property, in
addition to any obligations not cleared, shall be deducted from the employee’s
final pay check. In such event, the amount shall not reduce the employee’s
earnings for the final pay period below the current minimum wage. Employees
shall be responsible for making arrangements with the Human Resource Officer
and/or the Fire Chief for repayment of any amounts that remain due.
The Human Resource Officer shall determine the amount of separation pay to
which the employee is entitled. In the event of the death of an employee, final
payment shall be made to the employee's beneficiary.
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b. Response time.¶
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¶
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H.

Pay advancement
The District will not make pay advances to employees.

I.

Severance Pay
When a full-time employee is separated from District employment due to a
reduction in force through no fault of the employee, and when such a separation
requires immediate action thereby not permitting a two week notice, the
employee shall be paid two weeks’ severance pay in lieu of the two weeks’
notice. Employees terminated for cause shall not be eligible for severance pay.

J.

Payroll Deductions/Withholdings
Payroll deductions other than FICA, State and Federal Income Tax Withholdings
and Garnishments, can only be made with the approval of the Fire Chief or
designee and Human Resource Officer on a program by program basis.

K.

Salary Adjustment & Red Line Rates
When the rate of pay of an employee is lower than the minimum prescribed for
their classification in the compensation plan, the wage shall be increased to that
minimum. In the case of a pay range adjustment, when an employee's pay rate
falls above the established pay range, that employee's pay shall be frozen for a
period not to exceed two (2) years. During the freeze period the employee shall
not be entitled to any general pay increases or cost of living increases until such
adjustments bring the individual pay back into the range. If after two (2) years,
the pay still falls above the established pay range or maximum step and grade
of the new range, the pay of the individual shall be reduced to the maximum of
the pay range of the job classification to which they are assigned.

L.

Deleted: W
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Out Of Classification Assignments
Employees required to perform in higher level positions due to illness, vacation
schedules or under-staffing of their offices may, at the discretion of the Fire
Chief, and upon recommendation of the Supervisor, receive a temporary
increase in compensation which is consistent with the level of the temporary
assignment.
a.
For Administrative Employees, the increased compensation, if any, shall
be determined by the Fire Chief.
b.

Qualified suppression employees required to act-in higher level positions
for a minimum of 24-hours shall be compensated in the following manner:
I.
Captains acting-in as Battalion Chiefs shall receive $50 per 24-hour
shift.
II.
Firefighters acting-in as Captains shall receive $30 per 24-hour
shift.
III.
Other Firefighters acting-in as Engineers must have PCFD
Engineer 1 certification or five years of full-time employment with
PCFD; Rescue Technicians with all required certifications; or
Paramedics shall receive $20 per 24-hour shift.
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M.

Pay Progression
Progression through the various pay grades within the salary and wage scale
shall be based upon the recommendation of the Supervisor and Human
Resource Officer, with the approval of the Fire Chief. In making
recommendations for pay progression, the Supervisor and Fire Chief shall
adhere to District policies and procedures, performance, level of competence
and job knowledge. Such pay progression shall be accomplished within the
current budget as approved by the Governing Body.
Salary increases shall be limited to cost of living, merit, market adjustments,
steps and progression from one District position to another. Salary increases are
not a vested right of any employee.
Upon achieving the maximum of the pay range, the employee shall still be
eligible for Cost of Living increases, market adjustments to the pay plan and
consideration for performance incentives.

N.

Performance/Incentive Awards & Bonuses
In order to promote exceptional or outstanding services and recognize those
occasions where services are rendered, emergencies responded to, or
proficiencies demonstrated which are beyond the normal expectation of the job;
it is the position of the District to reward such individual or group contributions.
These awards shall be a one-time recognition, in that they are not added to the
regular pay of the recipient.
No performance/incentive award or bonus shall be given for job expectations,
i.e., coming to work on time, not using sick leave, keeping a clean environment
or returning telephone calls.

O.

Pay Day

District employees will be paid bi-weekly on Fridays. Pay stubs shall be delivered
electronically. If a pay day falls on a bank holiday, employees will be paid on the
previous workday.
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¶
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¶
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nominating individual so they can present the award to the
recognized employee.¶
¶
In lieu of money, the nominating employee may choose to
award the employee a $50 gift certificate.¶
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SECTION 9 - FRINGE BENEFITS
A.

EMPLOYEE CATEGORIES
As used in this Section:
1. Administrative Division employees working 40 hours per week (2080 hours
annually) are defined as Full-Time Administrative Employees.
2. EMS Division employees working an average of 42 hours per week (2184
hours annually) are defined as Full-Time EMS Employees.
3. Suppression Division employees working an equivalent of 56 hours per week
( 2920 hours annually) are defined as Full-Time Suppression Employees.
4. Qualifying Part-time Employees are defined as employees working the
equivalent of 30 hours per week (1560 hours annually) or more.

B.

Group Health Insurance
The District may pay a premium for health, dental, life insurance, accidental death
and dismemberment, and disability insurance up to a maximum amount
designated by the Fire Chief for Full-Time Employees and their dependents.
The District may pay a premium for health insurance for Qualifying Part-Time
Employees.
Part time, temporary and seasonal employees, contractors and volunteers are
not eligible for any benefits, except those as required by law.
Dental insurance is available for all full-time employees. There shall be no
compensation in lieu of coverage if an employee does not elect dental coverage.

C.

Continuation of Benefits
The District recognizes and follows COBRA regulations for insurance coverage
after employment by the District for all employees. 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 District assesses 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:
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2.

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;

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 benefits;
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.

D.

E.

General Group Insurance Programs
Disability coverage beginning on 31st day for accidents and illness is also provided
for full-time employees. Family & Medical Leave shall run concurrently during
disability but shall begin the first day the employee is not able to work. In the event
of 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. 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. An employee who
cannot return to their regular work responsibilities or perform the essential
functions of the job after the six-month period following the inception of the
disability shall be separated from employment with the District.

Social Security
Employees are required by law to have a valid Social Security number and to
contribute to the Social Security system, unless otherwise covered through a
qualified public retirement system. The District is covered by the Utah Retirement
Systems and has opted out of Social Security, only the Medicare portion of the
FICA deduction is withheld from the employees and matched by the District.
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F.

Leave Status
Vacation, sick, comp time, holidays, trade time worked, or funeral leave shall not
be used to create overtime. The purpose of leave is to supplement the employee’s
full time workweek.

G.

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 vacations to full-time employees.
2.

3.

All full-time employees are eligible to accrue vacation. To establish
vacation accrual rates, years of service with the District using the
employee’s full-time hire date or adjusted accrual date, in the case where
employees had leave without pay or are a reinstated employee, shall be
used.
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Years of Service
Hire date through the end of the 1 st year
Beginning of the 2nd year through the end of the 5 th year
Beginning of the 6th year through the end of the 10 th year
Beginning of the 11th year through the end of the 15 th year
Beginning of the 16th year through the end of the 20 th year
Beginning of the 21st year and over

8.30 Hours
10.15 Hours
12.00 Hours
13.85 Hours
16.62 Hours
17.54 Hours
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Full-time non-exempt Administrative Employees
Hire date through the end of the 1 year
Beginning of the 2nd year through the end of the 5 th year
Beginning of the 6th year through the end of the 10 th year
Beginning of the 11th year through the end of the 15 th year
Beginning of the 16th year through the end of the 20 th year
Beginning of the 21st year and over
st

2.08 Hours
3.46 Hours
5.08 Hours
6.46 Hours
8.08 Hours
8.77 Hours
Deleted: shall accrue vacation leave according to
the following schedule:

Full-time EMS Employees
Hire date through the end of the 1 st year
Beginning of the 2nd year through the end of the 5 th year
Beginning of the 6th year through the end of the 10 th year
Beginning of the 11th year through the end of the 15 th year
Beginning of the 16th year through the end of the 20th year
Beginning of the 21st year and over

6.08 Hours
7.46 Hours
9.08 Hours
10.46 Hours
12.08 Hours
12.77 Hours
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Full-time FLSA-Exempt Administrative
Hire date through the end of the 1 st year
Beginning of the 2nd year through the end of the 5 th year
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Beginning of the 6th year through the end of the 10 th year
Beginning of the 11th year through the end of the 15 th year
Beginning of the 16th year through the end of the 20 th year
Beginning of the 21st year and over

4.

6.55 Hours
7.99 Hours
9.61 Hours
10.30 Hours

Vacation leave shall not be accrued during a period of time when an
employee is receiving long-term disability pay or is on extended leavewithout pay and has exhausted all FMLA entitlement.

5.

Vacation leave shall not accrue during a period where a leave of absence
without pay is being granted for reasons other than personal or family
related illness or condition as defined by the Family & Medical Leave Act
(FMLA).

6.

Former employees who are re-hired with reinstatement rights following
military service shall be entitled to assume the same eligibility for vacation
as enjoyed as outlined in Section 7, Paragraph H.

7.

Employees may accrue and/or carry unused vacation leave over to the
next year at a maximum of 456 hours for Suppression Employees, 260
hours for Administrative Employees, and 332 hours for Full-Time EMS
Employees. At the end of the calendar year, any accrued vacation leave
in excess of the maximum hours shall be converted to sick leave at 100%.
Once an employee accrues the maximum accruable hours, vacation
accruals will stop until the employee reduces the number of accrued hours.

8.

Utilization: Any accrued compensatory time must be used before using
accrued vacation leave. Vacation leave shall be scheduled through the
scheduling program. The Fire Chief may set the rules of vacation use so
that District operations are not disrupted.

9.

An authorized holiday which falls within the time period of an administrative
employee's scheduled vacation shall not be charged as used vacation.

10.

The District will not advance vacation days.

11.

Vacations are to be taken as time off and there will be no pay in lieu of
time off.

12.

Scheduled vacation leave and traded time off may not exceed 30
consecutive calendar days unless approved by the Fire Chief, or when
taken in conjunction with FMLA.

13.

Suppression personnel must use vacation in full shift (24 hour)
increments.

14.

Resignation: Upon resignation or retirement, an employee will be paid the
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cash value of 100% of the earned vacation leave (carried over and
earned). Deductions from termination pay may be made where the
terminating employee has outstanding obligations to the District. The
District may withhold the payment of termination pay if the employee fails
to return District property in their possession.
15.

H.

Record Keeping: The official record of accrued and used vacation is to be
kept by the District through a formal leave accounting system. Any
discrepancies shall be reconciled directly through the Human Resource
Officer. If discrepancies are not reported within thirty (30) days, all
information shall be deemed correct.

Sick Leave
Sick leave is allowed for full-time employees as a benefit and may be used for the
employee’s own injury or illness. Sick leave taken in excess of two (2) calendar
days may require a statement from an attending physician. The Fire Chief and/or
Supervisors must use discretion in approving sick leave, while insisting that
seriously ill employees stay off the job. Accrued sick leave is a District-owned
benefit afforded to those District employees who become ill or injured and
cannot perform their normal duties.
1.

Sick leave shall be earned at the rate of 3.08 hours per pay period of full
time employment for Administrative and Full-Time EMS Employees and
the rate of 4.6 hours per pay period for Suppression Employees, and may
be used as earned. Sick leave shall not be granted beyond that earned by
any employee.

2.

Full-time employees may carry unused sick leave over to the next year at
a maximum of 680 hours of sick leave for Administrative and Full-Time
EMS Employees and 960 hours for Suppression Employees pursuant to
paragraph H.1. above.

3.

Sick leave shall not accrue during a period where a leave of absence
without pay is being granted for reasons other than personal or family
related illness or condition as defined by the Family & Medical Leave Act
(FMLA).

4.

Sick leave may not be accrued during a period of time when an employee
is on long-term disability insurance or is on extended leave-without pay
and has exhausted all FMLA entitlement.

5.

Sick Leave Cash Benefit :
a.
Upon an eligible employee’s termination of employment, the
employee will receive a cash benefit equal to 50% of the cash
value of the employee’s accumulated, unused sick leave in
accordance with paragraphs b. and c. below.
b.
If an individual’s employment terminates before the employee
meets ten years of full-time employment with the District, all
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c.

I.

accrued sick leave will be forfeited.
If the employee qualifies for retirement through the Utah
Retirement Systems and has less than ten years of full-time
employment, the employee is eligible for sick leave cash benefit
as defined in sections a. above.

6.

District designated holidays occurring while an administrative employee is
on sick leave shall not be charged as used sick leave.

7.

Notification to the employee’s Supervisor for the use of sick leave shall be
made no later than one (1) hour prior to employee's regular reporting time.

8.

Supervisors are charged with the responsibility to approve or disapprove
sick leave requests, and may require the employee to provide evidence of
illness or injury.

9.

The official record of accrued and used sick leave is to be kept by the
District through a formal leave accounting system. Any discrepancies shall
be reconciled directly through the Human Resource Officer. If
discrepancies are not reported within thirty (30) days, all information shall
be deemed correct.

10.

Workers Compensation: In the event an employee is injured on the job,
they must immediately report the injury to the Human Resource Officer,
and submit to any necessary drug testing (see Section 12) and apply for
workers compensation. The employee may additionally utilize
compensated sick leave in accordance with the following formula: "Gross
monthly compensation minus industrial compensation equals total
compensation subject to sick leave utilization. The number of hours to be
charged shall be determined by dividing the total amount subject to use by
the appropriate hourly compensation rate." This shall not be construed as
allowing a gross income, inclusive of industrial compensation, in excess of
the employee's regular monthly salary or earnings.

11.

Short-term disability insurance benefits are provided for more serious
illness or accidents. While insurance policies pay 60% of the normal wage,
sick leave time then vacation time will be used on a pro-rata basis to
maintain normal income. During the duration of an employee
supplementing their disability benefit, sick leave and vacation accruals will
continue. If no sick leave or vacation time is available, normal insurance
proceeds only are payable and sick leave and vacation will not accrue
when FMLA benefits have been exhausted.

Dependent Care Leave
An eligible employee may request up to 24 hours per year of Dependent Care
Leave to care for the eligible employee’s child, spouse, or parent who is ill or
injured but may not have a serious health condition (non-FMLA qualifying event).
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J.

1.

PCFD may require an eligible employee to provide information about the
need for Dependent Care Leave.

2.

An eligible employee’s sick leave accrual shall be reduced by the number
of hours taken by an employee as Dependent Care Leave under this
paragraph.

Funeral Leave
Full-time employees may use funeral leave in accordance with the following. An
employee’s Vacation leave accrual shall be reduced by the number of hours
taken.
1.
Funeral leave with pay, not to exceed one (1) week, may be allowed in the
loss of the following:
a.

2.

Funeral leave with pay, not to exceed one shift, may be allowed in the loss
of the following:
a.

3.

4.
K.

Spouses, Adult Designee (as noted for health insurance) Son,
Daughter, Mother, Father, Grandson, Granddaughter, Stepmother,
Stepfather, Stepson, Stepdaughter, Son-in-law, and Daughter-inlaw.

Grandparents, Sister, Brother, Father-in-law, Mother-in-law, Sisterin-law, and Brother-in-law.

Employees desiring extended funeral leave may request to use additional
vacation leave, comp time, sick leave, or leave without pay. Leave without
pay may be used only if the employee has no accrued leave.
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.
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Holiday Leave
1.
The following days have been designated by the District to be paid
holidays for Administrative Employees1:
New Year's Day
Martin Luther King Jr. Day
President's Day
Memorial Day
Juneteenth
Independence Day
Labor Day
Columbus Day
Veteran's Day

1

January 1st
3rd Monday in January
3rd Monday in February
Last Monday of May
June 19th
July 4th
1st Monday in September
2nd Monday in October
November 11th

Suppression and Full-time EMS Employees accrue vacation time at higher rates to compensate for lack of any
designated paid holidays (see paragraph G above.)
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Thanksgiving Day
Christmas Day
2.

4th Thursday of November
December 25th

When any of the above holidays fall on a non-working day, the closest
workday shall be observed as the holiday. The exception is New Year’s
Day. The holiday will be taken on the first working day of the new year.

3.

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

4.

Holiday Pay: Administrative Employees who are required to work on a
designated holiday will receive compensation at the regular rate for the
holiday plus compensation at the regular rate for all hours actually worked
on the holiday.

L.

Court or Jury Leave
Each full time 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 general fund. Per diem and witness or juror fees may be retained
by an employee who elects to use vacation 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 vacation leave, comp time, or leave without
pay.

M.

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.
2.

Paid sick leave 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. Such leave may
also be eligible for short-term disability compensation according to District
insurance program guidelines.

4.

Employees who have exhausted all accumulated sick leave but have not
exhausted their FMLA leave, shall be granted Family & Medical Leave
without pay for maternity and other allowed purposes. Family & Medical
Leave without-pay shall run concurrently with the use of sick time and shall
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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.
N.

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
the District. Short-term military leave is any leave of less than six (6) months in
duration, normally not longer than 120 hours.
1.

2.

Short-term Military Leave is authorized for full-time employees pursuant to
the following conditions:
a.

Administrative and EMS Employees are entitled to one hundred and
twenty (120) hours and Suppression Employees are entitled to onehundred and sixty-eight (168) hours of military leave per year
without loss of regular pay or other fringe benefits. The employee
may take military leave when activated. After the employee has
exhausted their hours of military leave they may take unpaid leave
or substitute vacation or trades.

b.

Whenever possible, employees who are members of reserve units
of the military shall notify the Fire Chief and Human Resource
Officer 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.

c.

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

d.

While on short term military leave without pay, none of the
employee's benefits shall accrue, except that health, dental and life
insurance benefits will remain in force.

e.

If the employee does not return to District employment after six (6)
months, the Fire Chief 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
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periods totaling 5 years and retain the right to re-employment by
their pre-service employer (38 USC 4312(c)).
b.

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

c.

The District shall follow USERRA regulations regarding the
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 Fire Chief.

d.

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
eligibles 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.

O.

Administrative Leave
In cases of training, special educational pursuits, hardships, or other cases not
provided for in these policies, the Fire Chief, may grant short-term leaves at full
pay, partial pay, or without pay. The approval or denial of such requests is at the
discretion of the Fire Chief and is not subject to appeal.

P.

Family & Medical Leave Without Pay
The District will comply with all applicable requirements of the Family & Medical
Leave Act of 1993 (FMLA).
1.

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.

2.

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;

b.

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

c.

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,
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optometrists, chiropractors, nurse practitioners, nurse midwives,
and Christian Scientist practitioners). In addition, a single event or
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

3.

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.

4.

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

5.

District Communication Requirements: Upon receiving notice of an
employee need for FMLA leave 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
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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;

g.

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.

6.

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 Supervisors shall take an active role in verifying
medical necessity, especially in the case of emergencies and short notice
situations. Medically necessary FMLA leave may be taken in half-hour,
hourly, daily or weekly blocks of time, but may not be taken intermittently
for any other non-medical purpose.

7.

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
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, the employee must first use any accrued paid
vacation, compensatory time, and sick leave during a FMLA leave for the
employee's own serious health condition or for a seriously ill family
member. In addition, the employee must first use any accrued paid
vacation or compensatory time, but not sick leave, during FMLA leave to
care for a newborn or newly placed child, and no more than 2 paid sick
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days for suppression personnel and 4 paid sick days for administrative and
EMS personnel may be included in FMLA leave taken to care for a
seriously ill family member (see sick leave policy). In calculating the
number of leave days used as part of the 12/26 week FMLA limit, all paid
leave shall be included.
9.

Defining 12 month period: The District shall use a rolling 12-month period
measured backward from the date an employee uses any FMLA leave.

10.

Return to Work
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 may 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.

If the employee has not exhausted their FMLA or other leave, 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.”

11.

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.

12.

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;

b.

Dates that FMLA leave is taken;

c.

Hours of FMLA leave;

d.

Copies of employee notification given to employer;
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Q.

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
The District is a participant in the Public Employee and Fire Fighters’ retirement
programs of the Utah Retirement Systems (URS) and does not contribute to
Social Security. In lieu of Social Security payments, part-time employees are
enrolled in a qualified 457 retirement program through the District. The district will
contribute a percentage of the employee’s gross wages based on the current
social Security rate; part-time employees will contribute a minimum of 5% of their
gross wages to their 457 account. Full-time, post retired, employees will receive
a contribution to a 401(k) retirement plan in lieu of Social Security at the current
Social Security as per IRS regulations.
Qualifying suppression personnel participate in the URS Tier I or Tier II, Division
“B”, Firefighters Retirement System. Qualifying Administrative and EMS
personnel participate in the Tier I or Tier II Public Employees Noncontributory
Retirement System.
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 employees working full time.
1.

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

2.

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.

3.

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 as allowed by the retirement
system.

4.

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

5.

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

6.

Employees working less than full time but at least 20 hours per week and
receiving any other non-mandated benefit from the District will also be
enrolled in the District Retirement program.

7.

Retirement credit will continue to accrue while an employee is receiving
short-term disability.

8.

Retirement credit will not accrue while an employee is receiving long-term
disability or when an employee is on unpaid leave and has exhausted all
FMLA entitlement.

HOUSING ALLOWANCE
1.
Full-time personnel who reside within the jurisdictional boundaries of the
PCFD shall receive a monthly housing allowance.
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2.

The housing allowance shall be considered a taxable benefit.
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3.

In order for an employee to qualify for the housing allowance, employee
must provide proof of primary residency within the District boundaries. This
proof may consist of a Summit County tax notice, mortgage statement or
voter registration card. A local mailing address must be provided for proof
and use for all District correspondence.

4.

In the event the employee moves outside of the District, Human Resources
shall be notified immediately of the address change.

5.

The status of employees' residency within the District may be reviewed by
the District at any time. If it is determined that the employee has lived
outside the District boundaries while receiving the housing allowance, the
employee shall be required to reimburse the District and may be subject to
disciplinary action.

S.

Unemployment Insurance
The District participates in the State Unemployment Insurance Program; 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.

T.

Education Assistance
When determined by the Fire Chief that additional training or education is required
for the proper performance of a job, the District shall allow rescheduling of work
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time together with compensation for time spent in training plus associated
expenses.
If a full-time employee desires to enhance their own job skills through training or
academic pursuits which are viewed by the Fire Chief 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.
Generally, employees requesting tuition reimbursement must be employed, full
time, by the District for a minimum of 2 years. The District may choose to
participate at a rate of 100% of tuition 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
& Conclusion of Educational Course(s)
Less than Two Years
Two Years, But Less than Three Years
Three Years, But Less than Four Years
Greater than Four Years

Portion Of Expenses
Refunded To District
100%
75%
50%
0%

Employees who participate in this benefit shall maintain a 3.0 grade or better (on
a 4.0 scale) in all classes at the end of each term or semester.
U.

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.
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SECTION 10 - REIMBURSEMENT FOR EXPENSE
A.

Travel
Travel expenses associated with authorized trips on District business, for
attendance at conventions, conferences, field trips, seminars, educational
courses or meetings etc., will be paid by the District. It is the District’s policy that
the most cost effective travel and training shall be pursued to accomplish the
training goals of the District. Actual costs for materials required for the seminar,
training courses, etc., will be paid for or reimbursed by the District.
If the employee expends personal funds required for travel, for reasonable
expenses, the employee will provide receipts/ledger of expenses to the District
upon completion of the trip, but not later than one week after return to normal
duties. For specific policies regarding meal reimbursement please see
paragraph 6 of this section.
An employee may be accompanied by a spouse or family member on approved
District business trips with the understanding that the District will not pay any of
the costs incurred by the spouse or be responsible for any liability associated
therewith.
The Fire Chief shall have approval authority for all travel when travel coincides
with the employee’s professional associations and/or training and has been preapproved by the Governing Body in the budgeting process. All travel and mileage
vouchers shall be signed by the Fire Chief.
To accomplish the District’s goals the following guidelines and procedures shall
be followed for expenditure and reimbursement of travel associated expenses:
1. Public Transportation or Car Rental: The most economical available means

of transportation shall be used, considering travel time, fares, convenience
and liability. Receipts will be required in the event reimbursement is
necessary.

2. Miscellaneous Transportation: Toll charges, parking fees, non-receiptable

fares for taxi, buses, etc., shall be reimbursed at actual cost. Fuel, emergency
repairs, towing charges, storage fees, etc., for District vehicles will be
reimbursed with receipts.

3. If more than one employee from the District is traveling to the same event

and/or location by automobile, carpooling in a District vehicle is strongly
recommended. If personal transportation is used only one mileage
reimbursement per event/location shall be allowed.

4. Lodging: Reservations shall be made through the Fire Chief’s administrative
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assistant when possible.
Receipts will be required in the event
reimbursement is necessary. If an employee travels and stays with friends or
relatives rather than in a hotel/motel the employee may be reimbursed at the
rate of $40.00 per day without receipts, with prior approval of the Fire Chief.
5. Personal Transportation: Personal vehicles may be used if District vehicles

are not available. For travel out-of-state, District vehicles will not be used,
unless authorization is obtained from the Fire Chief. Reimbursement for
personal car use shall be at the rate as published in I.R.S. Publication 463
and adjusted yearly.

a.

When two or more employees travel in a private car, only one employee
will be reimbursed for vehicle costs.

b.

Damage to a traveler's personal vehicle occurring during the course of
conducting official business is the responsibility of the individual.

c.

Mileage will be computed using either the state mileage chart, or an
online mapping program using the most direct route.

d.

Reimbursement will not be allowed for commuting between the
traveler's place of residence and the office considered the principal
place of assignment or for miles traveled for purposes other than
official business.

e.

Computation of mileage should commence from the office considered
the principal place of assignment to the point of destination unless the
distance from the point of origin other than the principal office to the
destination is less.

6. Meals: Meals are allowable on a reimbursable basis for department approved

travel outside the District. Use of the per diem rates is the preferred method
for meal reimbursement. Meals shall be reimbursed either at actual cost, or
at the per diem schedule presented in the most recent edition of the IRS
publication 463, whichever is less.

a.

A traveler is entitled to meals when not staying overnight when:
1)

Breakfast - round trip travel is out of District and commences
prior to 6:00 a.m.

2)

Lunch - when the trip meets one of the following conditions:
i) The traveler is on an officially approved trip of such duration
as to warrant entitlement to breakfast and dinner.
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ii) The traveler leaves their "home base" before 11:00 a.m.
and returns after 2:00 p.m.
3)

Dinner - round trip travel is out of District and arrival back home
is later than 7:00 p.m. If meals are provided by a hotel, motel,
and/or association, no reimbursement will be made for that
meal.

7. Miscellaneous Expense: Registration fees, incidental supplies, publications,

etc., shall be purchased in advance through the District if possible. Receipts
will be required for reimbursement of authorized expenses.

8. To be reimbursed for expenses, employee must submit completed Travel

Reimbursement Form (located on CompanyWeb) to the Chief Finance
Officer within one week of travel.
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SECTION 11 - WORK HOURS
A.

Normal Work Day
1.
Administrative Employees: District administrative offices may be open to
the public from 7:00 a.m. through 6:00 p.m., but shall be open to the public
from 8:00 a.m. through 5:00 p.m. Monday through Thursday. The normal
work day for Administrative Employees will consist of 10 hours of work, 4
days per week. A work period consists of 7 consecutive days.
2.

EMS Employees: EMS AM shifts begin at 7:00 a.m. through 7:00 p.m,
EMS PM shifts begin at 7:00 PM through 7:00 a.m. the following day.

3.

Suppression Employees: Suppression shifts begin at 7:00 a.m. through
7:00 a.m. the following day. A regular work schedule consists of two (2)
consecutive suppression shifts followed by four (4) consecutive days off. A
work period consists of 28 consecutive days.

B.

Attendance
An employee unable to report for duty due to injury, illness or an emergency on
an assigned work day shall notify their immediate supervisor of the fact no later
than one (1) hour before the beginning of work or as soon as practicable.

C.

Show up Pay
An employee who during a normal work day shows up for work and is sent home
before any time is earned, will receive a minimum of one (1) hour straight time
pay.

D.

On Call
A District employee who is required to remain on call on the District's premises,
within the District boundaries, or so close thereto that they cannot use the time
effectively for their own purposes is working while "on call'' and shall be
considered hours worked. An employee who carries a pager or cell phone and
is not required to remain on the District's premises but is merely required to leave
word at their home, with the Supervisor or Fire Chief, where they may be reached
is not working while “on call”. These hours are not considered “hours worked” for
purposes of FLSA.

E.

Call Out
Any employee who is called to work on a day off will receive a minimum of one
(1) hour pay at their regular rate (see Section 8.F.9).

F.

Time Keeping
1.

To assure accurate time-keeping records of all services performed for the
benefit of the District for financial compensation and FLSA purposes. This
policy applies to all employees of the District. This means all persons
employed on a full-time, part-time, temporary, seasonal, or contract basis.
It shall be the policy of the District to maintain records of hours worked and
all leave requests for each employee.
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Adopted: _________

a.

Time-keeping records, in the form of time cards, shall be maintained
for all FLSA – Covered Employees (all employees not classified as
FLSA Exempt). Timecards may be either a paper record, electronic,
or other means, approved by the Fire Chief, for tracking employee
hours worked and leave time taken.
i. All extra time worked including extra shifts, support, standby
events, training, etc., must be pre-approved and recorded on the
employee’s electronic calendar, using the proper codes.
ii. Hours worked must reflect the actual time worked rounded to the
nearest 15-minutes.
iii. All leave requests shall be recorded and tracked through the
District’s scheduling program.

b.
2.

a.

FLSA Exempt employees shall record all leave requests through the
District’s scheduling program.
It is the responsibility of each employee to verify their own hours
worked on their own electronic calendar. This must be done in a
timely manner; the same day work is performed. When it is not
possible for the employee to enter their own time, employees may
contact a Battalion Chief or Human Resources to enter the
appropriate work hours and codes. EMS division employees may
also contact their Division Manager.

b.

Each employee must ensure that the information on their time card
is accurate; that the time entered is true and correct and the proper
work code has been used.

c.

Falsification of time records will result in disciplinary action, up to
and including termination.
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