MEMORANDUM
To:

Summit County Council

From:

Lisa Hoffman, Assistant General Manager

Date:

May 25, 2022

Subject:

Personnel Policy Revisions; Sections 8 & 9

Recommended Action
The District’s Administrative Control Board recommends the Summit County Council approve the revised District
Administrative Policies, Sections 8 & 9, summarized below and detailed behind this memo.
Upon approval by the Summit County Council, District management will hold a staff meeting to review changes.
Background
Summit County approved several updates to their Personnel Policies over the past year, which prompted the
District to review and incorporate applicable updates to District Personnel Policies. The detailed red-line
changes to Sections 8 & 9 of the Personnel Policies are included behind this memo and below you will find a
summary of the significant changes.
David Warnock has reviewed and approves of these changes.
Personnel Policy Revisions
•

Section 8.G: Holiday/Weekend Pay
o A Summit County update which more clearly defines pay for those hourly employees who are
called in to work on a holiday or a weekend.

•

Section 8.P.3: Meritorious Bonus
o Increase from $1,000 to $3,000 to match Summit County policy.
o Added a category for extraordinary work during a declared emergency to match Summit County
policy.

•

Section 8.R: Payroll Corrections
o A Summit County update clarifying how payroll corrections are handled.

•

Section 9.G.11: Vacation
o A Summit County update clarifying that the District will not advance vacation days. This has
never been a practice at MRW.

•

Section 9.J: Holiday Leave
o Adding Juneteenth as a holiday to match Summit County holidays.

•

Section 9.P.9: Family & Medical Leave Without Pay
o A Summit County change defining the 12-month period. The District would also like to use the
same methodology.

•

Section 9.Q: Retirement
o A Summit County update to more clearly define the Utah Retirement Systems (URS).

•

Section 9.R.1: Housing/Transportation Allowance
o Provides an increase to the District’s Housing/Transportation Allowance from $200/month to
$250/month. The allowance has not increased for seven years and will continue to help with
employee retention and recruiting.

ADOPTED: December 16, 2016
Amended: April 29, 2020
Amended: June __, 2022

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 General
Manager 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
General Manager. This shall be communicated to department managers as a
percentage of the departmental salary budget for the ensuing year. Where
general, across the board raises are awarded, the raise will be effective on a
date determined and approved by the General Manager.

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 "LK" following- Salary
Adjustments & Red Line Rates), shall receive the benefits of such general
adjustments to the pay plan. In the event the market establishes a Cost of
Living increase, but no increase in wages is budgeted or authorized, the
wage and salary ranges shall nevertheless be increased by the Cost of
Living increase percentage.

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.
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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
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.

Overtime
Employees covered under the overtime pay provisions of the Fair Labor
Standards Act (29 U.S.C. chapter 8 and P.L. 99-150, 1985 as amended), will be
credited with overtime for all hours worked over forty (40) in a work week. Two 7
day periods will correspond to the District's pay period. Time taken as vacation
leave, sick leave, funeral leave, compensation time, holiday leave, etc., shall not
be counted as hours worked for the purpose of calculating overtime.
It is the District's policy to discourage the accumulation of overtime. Supervisory
personnel should organize their department workload to avoid the need for
overtime. Overtime will be permitted where circumstances allow no other
alternative and should be kept to a minimum. Overtime work must have the prior
approval of the General Manager, department manager or immediate supervisor
who shall keep complete records concerning overtime and any compensation
thereof. Any time worked over forty (40) hours in any defined work week by an
FLSA covered employee, 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.
1.

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

2.

For all non-exempt, FLSA covered employees, overtime shall be paid
and/or all comp-time accrued at the rate of time and one half (1.5) 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 General Manager, an employee may be allowed to accumulate up
to a maximum of forty (40) hours compensatory time annually. Unused
comp time shall be paid out on or before December 31st of each year.
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G.

3.

Every department shall be required to request overtime and comp time,
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.

4.

When call-out occurs, as in the case of emergencies, the District shall pay
a minimum of one (1) hour when called out to work other than their regular
work schedule.

5.

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.

6.

All comp time shall only be paid out in the final pay period of the year it
was accrued.

7.

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

8.

"Compensatory time" and "Compensatory time off" are defined as hours
when an employee is not working and which are paid at the employee's
regular rate of pay. These hours are not counted as hours worked in the
week in which they are paid.

9.

Vacation, sick leave, comp time, holiday leave, and funeral leave shall not
be used to obtain overtime. Overtime shall only be paid for actual hours
worked.

Holiday/Weekend Pay
Hourly
employees in departments not regularly scheduled to work weekends and
holidays, when called out to work on a holiday or weekend shall receive the
overtime rate indicated in Section 8.F above for excess hours worked and
holiday pay as set forth in Section 9.J of these policies.
9.

G.H.

Separation Pay
When employees separate their employment, they shall be required to return all
District property and to clear all financial obligations prior to receiving their final
pay check. Any obligations not cleared shall be deducted from their final pay
check. The employee shall have the option of:
1.

Either extending their separation date to a time when all vacation, sick
leave, and all comp time will be used;
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2.

Request a final check, which will include all vacation, sick leave and all
comp time earned, when they actually work their last day for the District;
or

3.

Request a final check for all vacation and comp time earned, and request
that in lieu of payment or use, sick time may be used to pay for COBRA
or other health insurance coverage in an amount or for a time equivalent
to the earned sick leave, up to but not exceeding eighteen (18) months
after the separation date.

In the event the separation date is extended, as outlined in option 1 above, all
benefits, will continue through the final check. If a lump sum check is requested,
as outlined in options 2 and 3, only F.I.C.A. tax and 403(b) benefits will be paid
on that check. The General Manager shall determine the amount of separation
pay to which the employee is entitled. In the event of the death of an employee,
final payment under option 2 or 3 shall be made to the employee's beneficiary.
H.I.

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

I.J.

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.K.

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 General Manager
or designee and Personnel Director on a program by program basis.

K.L.

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. 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, 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.M.

Out Of Classification Assignments
Employees required to perform in higher level positions due to illness, vacation
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schedules or under-staffing of their offices may, at the discretion of the District
General Manager, and upon recommendation of the department managerhead,
receive a temporary increase in compensation which is consistent with the level
of the temporary assignment. The out of class assignments must exceed a thirtyday period in order to be considered for a temporary increase. Normally, out of
class duties shall not be allowed to continue beyond a six-month period. If the
need continues beyond six-months the department managerhead shall treat the
situation as a job vacancy and utilize the promotion or transfer policies to remedy
the situation. If no internal remedy is achievable, an outside recruitment shall be
undertaken.
NM.

Additional Assignment
Employees assigned to perform an additional assignment which cannot be
considered “other duties” assigned by their supervisor, beyond the scope of their
job description and requires them to report, conduct business, or perform duties
outside of their assigned department, may, at the discretion of the General
Manger, receive a temporary increase to their base pay between 2% and 5% for
the duration of the additional assignment which shall not exceed six (6) months.
This additional pay increase shall not change or alter the employee’s assigned pay
scale, but shall be a temporary increase during the additional assignment period.
The additional assignment must exceed a thirty-day period in order to be
considered for this temporary increase, shall not exceed six months, and may be
granted only by the General Manager. This is not to be confused with Out of
Classification Assignments (Paragraph ML above).

ON.

Pay Progression
Progression through the various pay grades within the salary and wage scale
shall be based upon the recommendation of the department manager and
General Manager, with the approval of the Personnel Manager. In making
recommendations for pay progression, the department manager and General
Manager 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, 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.

PO.

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;
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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.
Instant Bonus Program: A District employee, supervisor, manager, or
member of the general public may nominate a District employee for a
bonus of up to $500 for actions which bring favorable attention or
recognition to the District.

1.

2.

a.

The nomination shall be written in memo or bonus nomination
form. Nominations must involve a detailed description of the project
or act and the nominated employee’s involvement in the act. If
money is awarded to the District employee, the award shall run
through the payroll process.

b.

The nomination shall be forwarded to the employee’s supervisor for
approval. If the employee’s supervisor or the General Manager does
not approve the nomination, the nominating individual may appeal
the decision to the Personnel Committee.

c.

The Personnel Committee decision shall stand.

d.

The bonus money/gift certificate will be given to the nominating
individual so they can present the award to the recognized
employee.

e.

In lieu of money, the nominating employee may choose to award
the employee a $50 gift certificate.

Cost Savings Bonus: A department manager or the General Manager may
nominate one of their employees for a Cost Savings Bonus. These may
include:
a.

Ways to increase efficiencies. If there is a process in the normal
routine of the work place that is time consuming, repetitive, a burden
on the budget, there may be a means for improvement. This is a
criterion where creative ideas improve District efficiency or
effectiveness or eliminate difficulties.

b.

Cost Savings. An employee may suggest a procedure that will save
costs to the District. Similarly, an employee may suggest a procedure
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for generating revenue.

3.

1)

The Supervisor or shall submit a written letter detailing the
actions of the District employee and the recommended amount
of the award to the General Manager. The employee may be
nominated to receive up to 10% of the amount saved. Savings
would be based on an annual basis. Savings in subsequent
years shall not be taken into consideration. The maximum
amount allowed shall be $1,000.

2)

The General Manager after consulting with the Chief Financial
OfficerDistrict Accounting Manager, to verify the cost of the
actual savings, will either approve or deny the request.
a)

If the Supervisor disagrees with the award or if the Chief
Financial OfficerAccounting Manager disputes the
amount saved, the supervisor may appeal to the
Personnel Committee.

b)

The Personnel Committee=s decision shall stand.

Meritorious Bonus: A Supervisor may nominate one of their employees for
a meritorious bonus of up to $3,0001,000.
a.

These bonuses may include:
1.

Exemplary performance on special projects. An employee may
be given a special project. A great deal of effort and research
may go into the project. The project shall benefit the District in
some way.

2.

The exercise of leadership and/or initiative beyond that
normally expected in the individual’s regular assignments. An
employee may be required to meet unusual deadlines or
perform in emergency situations. An employee may
demonstrate a willingness to accept and perform new
assignments on a short- term basis.

3.

Actions which avert legal actions by or against the District.

4.

Independent research and analysis initiated by an employee
resulting in a contribution to the specific objectives or improved
methods for delivering District services or conducting District
operations.
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4.5.

4.

Extraordinary work during declared emergencies.
An
employee may be recognized for extraordinary work done
either within their own department or in duties outside of their
job description which demonstrate a willingness to go above
and beyond their regular work during a declared emergency.

b.

The Supervisor shall submit a written letter detailing the actions of the
District employee to the General Manager.

c.

The General Manager shall either approve or deny the request.
1.

The General Manager’s decision may be appealed to the
Personnel Committee.

2.

The Personnel Committee’s decision shall stand.

Other Bonus Programs:
a.
Safety Bonus: The General Manager may approve annual safety
incentives not to exceed $500 if, in his or her opinion, the District
employees utilized good safety practices and measures during the
year, and avoided serious injury.
b.

Test Bonus: Any employee passing a new certification level test
which is not required for their current job, may be entitled to receive a
$100 bonus for the first and second levels passed and a bonus of up
to $200 for all additional levels beyond level two passed.

c.

Annual Bonus Program: The Board has established an annual
bonus program, in which it may approve a bonus not to exceed
$1,500.00, based on its evaluation of the District's accomplishment of
its goals for the year and available funding at year-end.

5.

All Performance/Incentive awards detailed in this Section are discretionary,
not an entitlement, and are subject to the availability of funds.

6.

Award Restrictions:
a.
In order for the employee to be considered for a nomination, they must
not be undergoing a corrective action plan.
b.

More than one incentive award of different sizes may be given to the
same employee, providing that the performance qualifies.

c.

No more than one incentive award may be given for the same or
substantially similar act. However, case by case consideration shall be
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given.

QP.

R.

d.

Awards may be shared by a team of employees, provided all of the
employees contribute to the project or act.

e.

Employees shall not be considered for an incentive award for
performance which is routinely expected for any duty or responsibility.

Pay Day
District employees will be paid biweekly on Thursday. Pay stubs shall be
delivered electronically. If a pay day falls on a weekend or holiday, employees
will be paid on the previous workday.
Payroll Corrections
It is the responsibility of each employee to verify that any pay increase, change,
deduction, or any other pay change is accurately reflected on their pay stub as
soon as such pay action should take place.
1.

A request to make a non-monetary (other than voluntary payroll
deductions) correction(s) to an employee's payroll record shall be initiated
by the employee and coordinated through the payroll administrator within
one (1) year of the date in which the error occurred.

2.

A request to make a monetary correction(s) affecting an employee's pay,
rate of pay or other compensation, shall be made within six (6) months
from the date the employee's payroll advice (pay stub) for the period of
employment in which the payroll error occurred. The request shall be
initiated by the employee and coordinated through the Assistant General
Manager.

3.

The Assistant General Manager will coordinate with the Personnel
Director regarding any changes. Pay rate changes resulting from
monetary corrections to an employee’s payroll record may be carried
forward, affecting future pay or compensation.

4.

Retroactive monetary corrections to an employee's pay or other monetary
compensation shall be made according to the following procedure:
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5.

a.

Corrections not affecting an employee's retirement contributions
account with the Utah Public Employees' Retirement System
(“URS”) must be made within six (6) months from the date the pay
error occurred.

b.

Corrections affecting an employee's retirement contributions
account with URS will only be made if they otherwise qualify and
are not prohibited under the provisions of sub-section 5 below. If a
URS correction is accepted according to the requirements herein,
the District shall be responsible for their portion of the retirement
contribution, plus interest that would have been made if no error
had occurred.

URS corrections occurring in the following circumstances will not be
considered:
a.

Claims for contributions for persons who were classified as contract
workers or temporary employees during the time for which
contributions are claimed and for whom it is determined they were
entitled to participate in URS plans unless:
(i).

the claimant asserts his/her claim within one year of the last
date of the period of service for which the employee claims
entitlement to contributions; or,

(ii).

if more than six (6) months has passed from the last date of
service for which contributions are claimed, the claimant can
establish by credible evidence, other than his/her assertion,
that (1) he/she could not reasonably discover his/her
entitlement prior to the date of discovery, and (2) the claim is
asserted within six (6) months of the date of discovery.

b.

Claims for contributions for an employee who was exempt from the
URS during the time for which the contributions are claimed.

c.

Claims for contributions for periods of service for employees who
were participants in any of the URS plans during the time for which
contributions are claimed, unless:
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d.

(i)

the claim is asserted within six (6) months from the last date
of service for which contributions are claimed; or

(ii)

if more than six (6) months has passed since the last date of
service for which contributions are claimed, the employee
can establish by credible evidence, other than his/her own
assertion,
(A)

that he/she had no reasonable notice from payroll
advice (pay stub) or from any of the URS's "Members
Annual Statement" sent to him/her subsequent to the
last date of the period of service for which
contributions are claimed; and

(B)

the error upon which the claim is based could not
have reasonably been discovered by him/her within
six (6) months of the date of its occurrence, and

(C)

the claim is asserted within six (6) months of the date
of its discovery by the employee.

Claims for retired employees who have been receiving retirement
benefits from the URS.

5.

Corrections to URS contributions shall be resolved in accordance with
Utah law and rules established by the Utah Public Employees Retirement
Board.

6.

A request for correction of an error to an employee's URS retirement
account shall be verified and processed through the Assistant General
Manager and the Personnel Director, as appropriate.
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SECTION 9 - FRINGE BENEFITS
The Benefits Described in this section are for Employees as determined below.
Temporary and Seasonal employees, contractors and volunteers are not eligible
for any benefits, except those that may be required by law.
A.

Qualifying Employees
As used in this Section, Qualifying Employees are defined as:
1.
All Full-Time and Part-Time Benefited employees working for the District
prior to January 1, 2017 that have as of that date, worked for the District
for six (6) or more months; and
2.

B.

After January 1, 2017 all Full-Time employees.

Group Health Insurance
The District may pay a premium for health, dental, life insurance and accidental
death and dismemberment, up to a maximum amount designated by the General
Manager for Qualifying Employees and their dependents, as well as other
federally mandated employees and dependents.
Qualifying Employees as defined above, working more than 1040 hours
annually, but less than 2080 hours, and federally mandated employees working
between 1560 and 2080 hours annually, may participate in health insurance
benefits upon paying a pro-rated share of the monthly premium.
Qualifying Employees who have other health care coverage and choose not to
participate in the District health insurance may receive a fee in lieu contribution
proportionate to their participation of up to $350.00 per month.

C.

Continuation of Benefits
The District recognizes and follows COBRA regulations for insurance coverage
after employment by the District for all employees. Qualifying Employees
separating from District employment who are participating in health care prior to
the qualifying event will be allowed to continue group medical and dental
insurance coverage at cost to the employee for up to eighteen (18) months from
the date of separation (except when terminated for cause). The separated
employee will be responsible for the costs of that insurance and administrative
fee. The District assesses up to a minimum of 2% of the premium as an
administrative fee. (see Utah Code §31A-22-714, or Consolidated Omnibus
Budget Reconciliation Act, 1985 (COBRA)). Employees and/or dependents shall
be notified within thirty (30) days from date of separation regarding extension
and conversion privileges and must reply in writing within sixty (60) days of notice
or forfeit their extension right. Payment must be made within forty-five (45) days
of acceptance of COBRA benefits or benefits will be canceled.
1.

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

D.

a.

Upon legal separation or divorce from the covered employee;

b.

The death of the covered employee;

c.

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

d.

When Medicare eligible employees cease participation in employer
sponsored plans;

2.

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

3.

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

The person has not been continuously insured and eligible under
the group policy, or its predecessor;

ab.

The date the premium is not paid;

bc.

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

cd.

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

de.

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.

General Group Insurance Programs
In addition to Health Insurance, the District has committed to providing other
insurance benefits to Qualifying Employees.
1.

Disability insurance: The District provides both Short and Long Term
Disability coverage for benefit eligible employees.
a. Upon approval by the District, Short Term disability benefits are paid at
66.67% of the employee’s salary beginning on the eighth day when an
employee is unable to do the essential functions of their job due to
accident or illness.
b. Short Term disability coverage may continue for up to 90 days provided
Section 9 Page 2

ADOPTED: December 16, 2016
Amended: June __,2022April 29, 2020

the employees continues to meet the requirements for disability benefits.
In the event the employees is unable to return to work after 90 days, the
employee may apply for Long Term Disability benefits through
URS/PEHP.
c. Upon approval from our Long Term disability provider, employees
continue to receive 66.67% of their salary as long as they continue to
meet the eligibility requirements of our plan.
d. Post retirees and employees eligible for pension benefits through URS
are not eligible for Long Term Disability benefits.
e. Family & Medical Leave without pay shall run concurrently during short
term disability but shall begin the first day the employee is not able to
work.
i. In the event of long-term disability, health, dental and life insurance
premium payments will be paid by the District for a period of six (6)
months from date of inception of the disability.
ii. An employee returning to work after disability leave shall provide a
return to work release from their physician listing accommodations,
if any. The District may restrict the employee’s return to work if the
accommodations preclude the employee from fully participating in
their job responsibilities or are unreasonable.
iii. An employee who cannot return to their regular work responsibilities
after this six-month period shall be separated from employment with
the District. Eligible employees receiving Short and/or Long Term
Disability benefits may continue to receive service credit through the
Utah Retirement System provided by the District’s Benefit Protection
contract with URS as discussed in paragraph Q.1 of this Section.
2.

Dental insurance is available for all Qualifying Employees. There shall be
no compensation in lieu of coverage. Qualifying Employees as defined
above, working more than 1040 hours annually, but less than 2080 hours,
may participate in dental insurance benefits upon paying a pro-rated share
of the monthly premium

3.

Additional District approved insurances are available options for Qualifying
Employees participating in the District’s benefit program They include:
a.
Term Life insurance
b.
Accidental Death & Disability Insurance
c.
Flex spending
d.
A 403(b) plan
e.
Participation in the Utah Retirement Program
f.
Housing/Transportation allowance.
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E.

Employee Assistance Program
A.
The Employee Assistance Program (EAP) offers free, confidential
services designed to help qualifying employees prevent or resolve
personal, family and workplace problems affecting that employee's wellbeing and job performance.
a.

Use of EAP is voluntary.

b.

Typical problems include:
i.

job stress,

ii.

communication problems with a family member, coworker or supervisor,

iii.

depression,

iv.

substance abuse, and

v.

marital/family problems.

B.
EAP provides problem assessment, education, short-term counseling,
and/or referral to community resources.
F.

Leave Status
Vacation, sick, comp time, holiday or funeral leave shall not be used to create
overtime. The purpose of leave is to supplement the employee’s forty (40) hour
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 certain categories of employees.
2.

All Full-time Employees are eligible for vacation as accrued upon
completion of their orientation period. Qualifying Employees as defined
above, working more than 1040 hours annually, but less than 2080 hours,
may participate in vacation benefits on a pro-rata basis. Years of District
service, for establishing vacation accrual rates, shall be January 1st of each
year. Effective July 1, 2020, years of District service, for establishing
vacation accrual rates, shall be the employee’s full time hire date.
Accumulation of vacation shall be based upon the following schedule:
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DISTRICT SERVICE

MONTHLY/ANNUAL
ACCRUAL

0 – 5 years

8 hours/96 hours

6 - 10 years

10 hours/120 hours

11 - 15 years

12 hours/144 hours

16 – 20 years

14 hours/168 hours

21 year or more

16 hours/192 hours

Prorated rates shall be:
a.
30 – 40 hours per week
b.
20 – 29 hours per week

75%
50%

3.

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.

4.

Employees may accrue up to a maximum of 12 months of their annual
vacation leave accrual. Any accrued vacation leave in excess of the
maximum shall be forfeited in the payroll period in which the maximum is
earned.

5.

Vacation leave may not be accrued during a period of time when leave of
absence without pay is being granted for reasons other than personal or
family related illness or condition as defined by the federal Family &
Medical Leave Act (FMLA) and when an employee has announced their
resignation or retirement from the District.

6.

Utilization: The employee’s Supervisor or the General Manager must
approve in advance all vacation leave. The Supervisor may schedule
vacation leave so that District operations are not disrupted.

7.

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

8.

Currently, the District front loads vacation leave on January 1st for the
calendar year. If separation of employment occurs during a calendar year,
the employee shall owe the District for the pro rata balance of vacation
leave. Effective July 1, 2020, the District will begin accruing vacation
leave per bi-weekly pay period (at the annual rates listed in paragraph 2
above divided by 26), based on the employee’s full time hire date. At this
time, vacation leave may be accrued up to 15 months, however once an
employee’s leave balance drops below 12 months, the maximum 12 month
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accrual (as noted in paragraph 4 above) shall apply.
9.

Effective April 1, 2020, for purposes of leave accrual, at the General
Manager’s discretion, and in consultation with and approval of the
Personnel Director, the General Manager may recognize and establish an
eligible employee’s vacation service date at hire, based upon prior relevant
experience in a comparable position.
a. Employees hired after October 2014 and prior to the adoption of this
policy, may receive 1 year of vacation accrual credit for 2 years prior
experience, not to exceed the amounts awarded for current employees
in the second tier (6–10 year) period. This shall be based upon prior
relevant experience in a comparable position at the General Manager’s
discretion.

H.

10.

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

11.

The District will not advance vacation days. No department manager shall
authorize the use of un-accrued vacation time.

121.

Resignation: Upon resignation or retirement, an employee may take the
cash value of earned vacation leave (carried over and earned), or time off
with pay equal to the number of leave hours earned. Vacation leave shall
not accrue when an employee has announced their resignation or
retirement from the District and are using the time off with pay option.
Payments made pursuant to this section shall be at the rate of pay current
upon termination. 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.

132.

Record Keeping: The official record of accrued and used vacation is to be
kept by the District through a formal leave accounting system. Supervisors
shall be provided with leave accounting reports periodically for
departmental and employee review. Any discrepancies shall be reconciled
directly through the District Accountant. If discrepancies are not reported
within sixty (60) days, all reports shall be deemed correct.

Sick Leave
Sick leave is allowed for Qualifying Employees as a benefit and may be used for
personal illness or illness in the immediate family. Sick leave taken in excess of
three (3) working days may require a statement from an attending physician. The
General Manager 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. Accrual begins on
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the first date of employment.
1.

Sick leave shall be earned at the rate of 3.7 hours per pay period of full
time employment and may be used as earned. Sick leave shall not be
granted beyond that earned by any employee. Qualifying Employees as
defined above, working more than 1040 hours annually, but less than 2080
hours, may participate in sick leave benefits on a pro-rated basis.

2.
a.

Full-time employees may accrue up to 400 hours of sick leave.
Employees who have 400 hours of sick leave may not accrue
additional sick leave until their sick leave bank drops below the 400
hour level.

b.

Effective January 1, 2017, employees, who have in excess of 400
hours of sick leave as of the effective date, shall retain those hours,
but shall not accrue any additional time until their sick leave balance
drops below 400 hours.

c.

Sick leave accrued shall be paid out at the time of separation of
employment, at 50% of the sick leave accrued as of the effective
date, under one of the options set forth in Section 8(G) of these
Policies.

3.

Upon separation from District employment (except when terminated for
cause), an employee may take the cash value of the accrued sick leave
(as described in paragraph H.2 above) under any one of the options
outlined in Section 8, paragraph HG of this policy. Payments made
pursuant to this section shall be at the rate of pay at the time of termination.

4.

a.

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).

b.

Sick leave shall accrue while an employee is on short-term
disability.

c.

Sick leave shall not accrue when an employee has announced their
resignation or retirement from the District and are using the time off
with pay option.

5.

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

6

District designated holidays occurring while an employee is ill shall be
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deducted from their compensated illness leave credit if the employee is
scheduled to work and elects to use sick leave.

I.

7

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

8

The official record of accrued and used sick leave is to be kept by the
District through a formal leave accounting system. Supervisors shall be
provided with leave accounting reports periodically for departmental and
employee review. Any discrepancies shall be reconciled directly through
the Assistant General ManagerDistrict Accounting Manager. If
discrepancies are not reported within sixty (60) days, all reports shall be
deemed correct.

9.

Workers Compensation: In the event an employee is injured on the job,
they must 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.

10.

Insurance benefits are provided for more serious or longer-term illness or
accidents. While insurance policies pay 66.677% of the normal wage, sick
leave time and vacation time may be used on a pro-rata basis to maintain
normal income. The employee may supplement the disability benefit with
accrued vacation and sick leave to receive the additional 33.33% of their
normal wage. If no sick leave or vacation time is available, normal
insurance proceeds only are payable.

Funeral Leave
1.

Funeral leave with pay, not to exceed 40 hours, may be allowed for
Qualifying Employees in the loss of the following:
a.

2.

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

Funeral leave with pay, not to exceed 8 hours, may be allowed for
Qualifying Employees in the loss of the following:
b.

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

3.

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

4.

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

Holiday Leave
1.

The following days have been designated by the District to be paid
holidays for Qualifying Employees:
New Year's Day
Martin Luther King Jr. Day
President's Day
Memorial Day
Juneteenth
Independence Day
Pioneer Day
Labor Day
Thanksgiving Day
Day after Thanksgiving
Christmas Day
Day before or after Christmas

K.

January 1st
3rd Monday in January
3rd Monday in February
Last Monday of May
June 19th
July 4th
July 24th
1st Monday in September
4th Thursday of November
Friday after Thanksgiving
December 25th
December 24th or 26th

2.

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

3.

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

4.

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

5.

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

Court or Jury Leave
Each Qualifying Employee entitled to paid leave under these rules shall, during
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regularly scheduled work time only, be entitled to leave of absence with full pay
for such period of required absence when, in obedience to a subpoena or
direction by proper authority, the employee is to appear as a witness in a case
involving the federal government, the State of Utah, or a political subdivision
thereof, to serve on a jury or as a witness in a grievance/hearing. Witness or
jurors fees paid to employees on leave with pay status shall be returned to the
District for deposit in the District’s operating cash account. Per diem and witness
or juror fees may be retained by an employee who elects to use 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.
L.

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.

M.

1.

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

4.

Employees who have exhausted all accumulated sick leave shall be
granted Family & Medical Leave without pay for maternity purposes,
except that Short Term Disability benefits shall be provided according to
policy. Family & Medical Leave with-out-pay shall run concurrently during
short-term disability but shall begin the first day the employee is not able
to work. Employees desiring extended leave due to "pregnancy disability"
shall receive it on the same basis as any other disability.

Parental Leave
Parental leave is leave associated with the birth of an employee's own child or
the placement of a child with the employee in connection with an adoption. The
amount of leave under this policy is four (4) weeks. This leave does not supersede
other laws that apply to the birth or adoption of a child.
Eligible employees may receive up to four (4) weeks of paid, job protected,
leave during the first twelve (12) weeks following birth or adoption.
a.
Employees working more than 30 hours per week are eligible for
Parental Leave. Employees working less than 40 hours per week, but more
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than 30, shall have their Parental Leave pro-rated.
b.

Notice & Verification: The employee must:
1.

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

2.

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

3.

File the documents with the General Manager.

2.
Parental Leave is a benefit of employment and its use will not be considered
as a negative factor in employment actions, such as hiring, promotions, or disciplinary
actions under attendance policies.
3.
Upon receiving notice of an employee’s need for Parental Leave, the District
shall provide the employee with a detailed notice specifying the employee's rights
under District policy and explain any consequences of a failure to meet these
obligations. The District notice shall include:

4.

a.

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

b.

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

Method of Leave Usage:
a.

Birth of the parent's own child:
Birthing parent

1.

b.

A.

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

B.

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

Adoption of a child:
1.

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

5.

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

3.

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

c.

All leave shall be coordinated with the employee’s Supervisor.

d.

Parental Leave shall run concurrently with FMLA.
Parental Leave will be paid at 100 percent of an Eligible Employee's
straight- time, regular pay for the specified amount of time outlined in this
policy.
a.

N.

2.

Sick leave and vacation accrual shall be allowed in accordance
with the District's FMLA policy.

6.

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

7.

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

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.

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

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

b.

Whenever possible, employees who are members of reserve units
of the military shall notify the General Manager within one week of
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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.

2.

O.

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, 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 General Manager may declare the position vacant.

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

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

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 General Manager.

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
eligible's for consideration for future openings. Under the
American's With Disabilities Act, reasonable accommodation shall
be provided unless to do so would prove to be an undue hardship.

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

3.

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,
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

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.
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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
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;
The employee reinstatement rights to the same or equivalent job;
The employee's status as a "key employee" and the conditions
under which reinstatement may be denied, and
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
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reduced leave schedule without the District's approval when medically
necessary; therefore department heads and elected officials shall take an
active role in verifying medical necessity, especially in the case of
emergencies and short notice situations. FMLA leave may be taken in halfhour, hourly, daily or weekly blocks of time.
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 5 paid sick
days 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 one of four methods as
defined by FMLA, and may change methods when determined to be in the
best interest of the District in terms of administration. However, 60 days’
notice must be given to employees of intent to change and employees
must retain the full benefit of 12/26 weeks of leave. The District shall use
a rolling 12-month period measured backward from the last date an
employee uses any FMLA leave. one of the following:
a.

The calendar year;

b.

Any fixed 12 month period, such as a fiscal year, an employee's
anniversary date, or a year which is or may be required by state
leave law;

c.

The 12 month period measured forward from the date an
employee's first FMLA leave begins; or
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d.

10.

A rolling 12 month period measured backward from the date an
employee uses any FMLA leave.

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 will also
be required to undergo a Return to Work / Fitness for Duty
Evaluation through a District-appointed physician. In such event,
the district shall cover the cost of such examination.
b.

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

c..

Job restoration may be denied in very limited circumstances:
1) If the District can prove that an employee would not still be
employed even if the FMLA leave had not been taken (i.e.,
layoff or completion of a specific project the employee was
hired to work), or,
2) e.
If the employee is a “key employee,” defined as a
salaried employee amongst the highest paid ten-percent of
all employees, provided that the denial is necessary to
prevent substantial and grievous economic injury to the
District.

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:
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Q.

a.

Basic payroll records;

b.

Dates that FMLA leave is taken;

c.

Hours of FMLA leave;

d.

Copies of employee notification given to employer;

e.

Copies of employer notices regarding employee rights and
obligations;

f.

Copies of District policies and procedures describing benefits and
leave provisions;

g.

Premium payments of employee benefits;

h.

Documents pertaining to disputes regarding designation of FMLA
leave. All records relating to medical information must be kept in
separate, confidential medical files.

Retirement
1.
URS: The District is a participant in the public employee retirement
programs of the Utah Retirement Systems (URS). The District endorses the
concept that performance, not age should be the standard for retaining qualified
employees. There shall be no set retirement age from District employment.
Contributions into the retirement system shall be made for all Qualifying
Employees.
a.

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

b.

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.

c.

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

d.

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

e.

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

Tier 2 employees must choose between a defined contribution or hybrid
plan which are described below. Employees have one year after
employment begins to make this irrevocable choice of plans.

g.

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

h.

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

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

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

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

jf.

Benefit Protection: The District participates in a Benefit Protection program
with URS which allows service credit to continue accruing for both Tier 1
and Tier 2 employees as follows:
i. During periods of short-term disability (up to 90 days) credit
for service in the URS system will continue while the
employee is on short-term disability leave.
ii. During periods of long-term disability (90-180 days) credit
for service in the URS system will continue while the
employee is on long-term disability.
iii. Worker’s Compensation injury. In the event an employee
is involved in an industrial accident and eligible for Worker’s
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Compensation coverage consistent with Section 16 of these
Policies, URS service credit will continue for the employee
for the duration of the coverage up to 180 days.
2.

R.

403(b) Program:
The District provides a 403(b) plan to Qualifying
Employees to provide them with the opportunity to save for retirement on
a tax-advantaged basis and to provide additional income for retirement.
This Plan is a type of retirement plan commonly referred to as a 403(b)
plan or Tax Sheltered Annuity (TSA). Any Qualified Employee wishing to
participate in the 403(b) program after January 1, 2017 must forego the
Cost Of Living (COLA) increase given to employees in the first year of their
election. If there is no COLA granted in the 1st year, then the first COLA
for which the employee is entitled must be waived to qualify for the District
403(b) contribution. The District shall contribute 3% of the employee’s
gross wages (excluding allowances and reimbursements) into the 403(b)
plan. In an effort to encourage retirement savings by the employees, the
District will increase their contribution to 4% of the gross wages if the
employee contributes 5% or more of their own wages to the Plan.

Housing/Transportation Allowance. The District’s primary work area is in a high
cost of living area which requires employees to either pay a premium for housing
or commute longer distances to reside in affordable housing areas. In order to
help offset this hardship, the District provides this benefit.
1.

Qualifying Employees as defined above, who are NOT assigned a vehicle
for emergency purposes shall receive a monthly housing allowance of
$2500 per month payable in installments each bi-weekly pay period.

2.

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

S.

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

T.

Education Assistance
When determined by the General Manager that additional training or education
is required for the proper performance of a job, the District shall allow
rescheduling of work time together with compensation for time spent in training
plus associated expenses.
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If a Qualifying Employee desires to enhance their own job skills through training
or academic pursuits which are viewed by the General Manager as being directly
related to the job or a position to which one may wish to become promoted, and
the employee initiates such a request; the District may give consideration in work
schedule accommodations and tuition expenses.
Tuition expenses must be budgeted during the District’s regular budget process.
Employees requesting tuition reimbursement must be employed by the District
for a minimum of 2 years. The District may choose to participate at a rate of 50%
of education expenses. Education expenses may be taxable by the IRS.
Employees with approved educational assistance must enter into a written
agreement that upon termination (voluntary or involuntary, except for reduction
in force) they will refund to the District monies received for educational
assistance based upon the following schedule:
Time Period Between Date Of Termination
Portion Of Expenses
& Conclusion of Educational Course(s)
Refunded To District
Less Than One Year
One Year, But Less than Two Years
Two Years, But Less Than Three Years
Three Years, But Less Than Four Years
Greater Than Four Years

100%
75%
50%
25%
0%

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