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CHAPTER 8 
PERSONNEL POLICIES  

Last Updated:  June 15, 2026 
 

8-1 INTENT 
 
1) The Board expects the GM to implement goals consistent with its desire: 
 

a) To provide each employee with a productive work environment, including the necessary 
policies, procedures, tools, equipment, and resources to perform that employee’s duties. 

 
b) To be committed to the safety of employees and others. 

 
c) To provide a work place which prohibits discrimination and harassment. 

 
d) To recruit, select, retain, advance, and pay employees on the basis of their relative ability, 

knowledge, and skills and without regard to race, color, religion, pregnancy, sex, sexual 
orientation, gender identity, national origin, age, disability, or any other class protected by 
applicable law.  

 
e) To provide each employee with a job description that describes their duties and 

responsibilities. 
 

f) To provide employees with a description of available benefits. 
 

g) To adopt and disseminate to employees the procedure for processing employee grievances 
and appeals. 

 
2) The Board’s goal is to provide to the GM the authority, support, and resources reasonable and 

necessary to implement the policies of this chapter consistent with applicable state and federal 
law and other instructions of the Board. 

 
3) The Management Advisory Committee shall cause the District’s Employee Manual to be 

reviewed annually by legal counsel to ensure that it conforms to state and federal law, this 
Chapter, and other instructions of the Board.  

 
8-2 ANNUAL EMPLOYEE BENEFIT REVIEW 
 
1) As a part of the annual budget process the GM will consult with the Management Advisory 

Committee regarding an appropriate employee benefits package. Health, dental and vision 
care, life insurance, a cafeteria plan, accident and disability insurance, retirement benefits, and 
District matching contributions (100% match up to a maximum of 3% of gross pay) to 401(k), 
as well as other benefits, should be considered. The District is interested in providing benefits 
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that will help the District attract and retain skilled and experienced employees. The District is 
interested in maintaining reasonable stability and predictability for its employees and their 
families, while also maximizing the District’s investment in an employee benefit package by 
reacting appropriately to changes in the insurance industry, insurance products, applicable state 
and federal laws, and economic conditions. The District is interested in providing benefits that 
are reasonably comparable to those offered by other local entities similar to the District. In 
providing these benefits the District shall comply with all applicable federal, state and local 
laws including but not limited to Consolidated Omnibus Budget Reconciliation Act 
(“COBRA”), Health Insurance Portability and Accountability Act (“HIPAA”), Fair Labor 
Standards Act (“FLSA”), and Affordable Care Act (“ACA”). Only regular full-time employees 
are eligible for benefits unless otherwise required by law. Trustees are considered part-time 
appointed officials for purposes of Utah Retirement System (“URS”) rules and are not eligible 
for URS benefits. 

 
8-3 COMPENSATION 
 
1) District employees are paid commensurate with the skills and abilities required of their 

position. The District strives to achieve equity with the external job market. The District strives 
to maintain internal equity among District positions and employees. Each District position has 
been evaluated and assigned a pay range. The District periodically will review job 
specifications, revise job descriptions, and evaluate and compare District positions against 
comparable positions in similar organizations. The midpoint of each District pay range is 
intended to reflect local or regional job market conditions, as applicable for the position. Pay 
ranges may be modified with approval from the Board to reflect job market influences for 
specific positions. 
 

2) Employee performance is continually evaluated throughout the year and is formally discussed 
with the employee at least annually. Wage increases within approved pay ranges may be 
awarded as the budget allows at the discretion of the Board and the General Manager and is 
based on aligning pay with performance. Length of service, in and of itself, is not a reason to 
merit an increase in pay. 
 

3) Total compensation provided to employees includes wages paid, various benefits such as group 
health and life insurance, the District’s retirement plan, and other benefits as described in the 
Employee Manual. 

 
8-4 EMPLOYEE EDUCATION ASSISTANCE 
 
1) Subject to available unencumbered appropriations in the budget, the District may assist regular 

full-time employees with the expense of qualifying educational courses. 
 
2) A course plan, which describes required classes, estimated time to complete program, and 

estimated cost to achieve degree, license or certification must be submitted and approved by 
the GM, prior to enrolling in program. Any changes to an approved course plan, need to be 
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reapproved by the GM. 
 
3) Courses must be approved in advance and must be part of a degree, licensing or certification 

program that the GM determines is related to the employee’s current job duties or a reasonably 
foreseeable future District position, considering the employee’s overall job performance and 
the employee’s potential for applying his or her educational experience to the job. A particular 
course being approved for one employee does not mean that the same course will be approved 
for other employees.  

 
4) The District may reimburse up to 100 percent of tuition, CLEP (College Level Examination 

Program) courses, online course fees, books, lab fees, and required fees (defined as “mandatory 
fees” (University of Utah), “student fees” (Salt Lake Community College), or similar fees from 
other institutions). Other miscellaneous expenses such as transportation, parking, school 
supplies, entrance exams, student loan fees, or other related items are not reimbursable. Any 
grants or other financial aid that does not have to be repaid (such as the GI Bill and 
scholarships) will be credited to the costs incurred by the employee prior to calculating the 
request for reimbursement. 

 
5) The employee is fully responsible for all other costs.   
 
6) Reimbursement is contingent upon the employee achieving a “B” grade or better or a “P” if a 

Pass/Fail is awarded. 
 
7) Reimbursement will be made to the employee only after completion of the semester or term 

and submission of a transcript. Employees must submit receipts showing proof of payment, 
grades, and reimbursement requests within 45 days from the end of the semester or term. 

 
8) Employees must remain on the active payroll and be performing their job satisfactorily through 

the completion of each course in order to be eligible for education assistance. 
 
9) Employees must sign a loan acknowledgment and authorization for payroll deduction for any 

repayment obligation specified herein to be eligible for education assistance. 
 
10) The District makes no promises of any kind that participation in qualifying courses will entitle 

the employee to any job advancement, any different job assignment, or any pay increase. 
Nothing in this policy should be construed as creating a contract of employment for any period 
of time. 

 
11) Typically, the pursuit of education under this policy will be done outside of a regular work 

schedule (on the employee’s own time). 
 
12) Subject to IRS guidelines, employees may be subject to tax consequences or imputed income 

due to participation in this program. 
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13) Newly hired regular, full-time employees who are currently enrolled in an eligible program 
may also qualify for assistance with the expense of educational courses that the GM determines 
is related to the employee’s current job duties or a reasonably foreseeable future District 
position. The employee’s overall job performance will be considered when determining 
eligibility.  

 
a) Newly hired employees must submit a request describing the remaining required classes, 

estimated time to complete program, and estimated cost to achieve degree, license or 
certification for approval by the GM. 
 

b) If approved, the newly hired employee is subject to the requirements as outlined above.  
 

14) Employees who leave District employment for any reason except layoff within one year of 
receiving tuition reimbursement are required to repay the total amount of tuition 
reimbursement received in the last 12 months of employment. If repayment is required under 
this policy, the amount of education assistance required to be repaid will be considered a loan 
payable upon the employee’s last day of employment and will be deducted from wages owed 
to the employee pursuant to a signed authorization. In the event the amount of education 
assistance required to be repaid exceeds wages owed as of the last day of employment, the 
employee must arrange in advance the repayment terms prior to the last day of employment. 
If not paid within the agreed upon repayment terms, the unpaid amount may be sent to a 
collection agency. If no arrangements were made prior to the last day of employment, the 
unpaid amount is due within 30 days and would be subject to a collection agency if not paid. 

 
8-5   OPERATOR CERTIFICATION PROGRAM 
 
1) The District encourages certain employees to become certified both in the area of treatment as 

well as distribution. Subject to available and unencumbered appropriation in the budget, each 
eligible employee who takes and passes the tests at various grade levels will be compensated 
as follows for unrestricted status:  
 
a) Grade   I  -  $0.12/hour 
b) Grade  II  -  $0.18/hour 
c) Grade III -  $0.24/hour 
d) Grade IV -  $0.30/hour 

 
2) Certification pay is not retroactive, but is effective as of the pay date following verification of 

passing the test. For each grade level, one-half of the compensation will be issued at the time 
proof is provided that the test was passed and the remaining one-half will be issued at the time 
the employee shows proof that they are unrestricted. The next pay period will reflect any pay 
increase. 

 
3) The compensation for each grade is cumulative. If an employee passes any test higher than 

Grade I, they will also receive compensation for any lower grade(s) for which they have not 
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already been compensated. For example, if an employee certifies at Grade IV, the employee 
will receive compensation for Grades I, II, III, and IV. 

 
4) Restricted status signifies that the employee has passed the test, but lacks the experience 

required by the Operator Certification Rules. Certain experience and education requirements 
must be met to obtain an unrestricted certificate. The number of years to be unrestricted is 
determined by certification grade level and education.  

 
5) The District, at its discretion, may pay for the employee to take tests in both areas. 
 
6) The District, at its discretion, may pay in advance for the employee to take the test for the first 

time at each grade. If an employee does not successfully pass the test, employee must pay for 
subsequent tests in advance, and request reimbursement from the District upon passing the test. 
Reimbursement will only be issued for the test that is passed successfully; not any prior tests. 

 
7) Although an employee may test for both treatment and distribution, they may be awarded each 

grade of compensation only once. If an employee changes pay grades during the course of their 
employment, they will not be compensated again for having completed prior tests. 

 
8) Employees must obtain the necessary Continuing Education Units to maintain their 

certification in order to continue receiving certification pay. 
 

8-6   EMPLOYEE TRAINING 
 
1) The District may request or require employees to enroll in various workshops, seminars, 

courses, or schools (training) so that both the employee and the District may benefit from added 
knowledge. In the event the District requests or requires the employee to train, the District will 
pay the costs associated with such training. This also applies to Continuing Education Units 
(“CEUs”) required for maintaining certification. The District will determine which courses are 
appropriate for fulfilling CEU requirements. Typically, training will take place as part of the 
employees’ regular work schedule (on District time). 

 
8-7   SICK LEAVE 
 
1) Only regular full-time employees are eligible for paid Sick Leave. 
 
2) Eligible employees will accrue 80 hours of Sick Leave per year. 
 
3) Accrual of Sick Leave starts upon the employee’s date of hire and is available for use after 

their first pay date. 
 
4) Eligible employees may carry over to the following calendar year a maximum of 980 hours 

of Sick Leave. The employee will forfeit any amount beyond the maximum allowed carry 
over. 
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5) The District will not grant advances on Sick Leave.  
 
6) Permissible Uses of Sick Leave: 
 

a) Office visits to doctors, dentists or other health practitioners for the employee or the 
employee’s dependents;  

 
b) Caring for the employee’s own health (physical or mental) or injury; and 

 
c) Caring for the employee’s immediate family member who is suffering an illness, injury, or 

serious health condition. Immediate family is defined for these purposes as spouse, 
domestic partner, child, or parent.  
 

d) For the purposes of this chapter, Personnel Policies, “Domestic Partner” means any 
individual, who is at least 18 years old, with whom an employee has a long-term committed 
relationship of mutual caring and support. The domestic partner must have resided in the 
same household with the eligible employee for the past 12 consecutive months, and must 
have common financial obligations with the employee. The domestic partner and the 
employee must be jointly responsible for each other’s welfare 

 
7) Upon their supervisor’s approval, Sick Leave or other accrued time off may be used for unsafe 

driving conditions due to inclement weather if the employee is unable to work from home and 
adequate coverage is available to fulfill the needs of the District. 

 
8) Employees should provide as much advance notice as practicable when using Sick Leave. 

Employees who are unable to report to work due to illness should notify their direct supervisor 
through phone call, text or email before the scheduled start of the workday, if practicable, and 
no later than two hours into the workday unless the employee is incapacitated. Generally, 
employees must also contact their direct supervisor on each additional day of absence no later 
than two hours into the workday. The District reserves the right to deny Sick Leave to 
employees who fail to follow these notification requirements. 

 
9) The District reserves the right to require a doctor’s note any time Sick Leave is used.  
 
10) The District reserves the right to require employees to provide a doctor’s medical release that 

they may safely return to work. 
 

11) Sick Leave must be used in minimum increments of one-quarter hour. 
 

12) Sick Leave benefits will be calculated based on the employee’s rate of pay at the time of 
absence and will not include any special forms of compensation such as incentives, overtime, 
bonuses or shift differentials. For exempt employees, an hourly equivalent of their salary, 
based upon a 40-hour workweek, will be used. 
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13) Sick Leave must be reported in the pay period it is used.   
 
14) If an employee has 800 or more hours of Sick Leave available for use as of the last pay period 

of each calendar year, Sick Leave will be converted to Vacation Leave in the following 
calendar year based on the employee’s calendar year-end available balance. One of the 
following conversions may take place: 

 
a) 800-889 Sick Leave hours: 20 Vacation Leave hours or; 

 
b) 890-979 Sick Leave hours: 30 Vacation Leave hours or; 

 
c) 980 Sick Leave hours or more: 40 Vacation Leave hours. 

 
d) Employees may opt out of converting Sick Leave to Vacation Leave if their balance is 

between 800 hours and 979 hours. If employees have 980 hours of Sick Leave or more, the 
conversion to Vacation Leave will occur automatically. 

 
15) Sick Leave is not counted as time worked for purposes of calculating overtime. 
 
16) Sick Leave may not be cashed out at any time except as described in the District’s Sick Leave 

Conversion Upon Retirement Policy.   
 
17) Abuse, misuse, or excessive use of Sick Leave, or misrepresentation or dishonesty regarding 

the use of Sick Leave may result in denial of Sick Leave and/or disciplinary action up to and 
including termination of employment. 

 
8-8   SICK LEAVE CONVERSION UPON RETIREMENT 
 
1) For employees who are eligible to retire, and do retire from the District: 

a) The employee may upon retirement elect to receive a one-time cash payment equal to 25 
percent of the employee’s accumulated Sick Leave at the employee’s rate of pay at the time 
of retirement, less any applicable taxes and withholdings. Accumulated Sick Leave 
received as a one-time cash payment is not included as compensation for purposes of 
retirement related earnings reported to the Utah Retirement System (“URS”). 

 
b) In the alternative, the employee may elect to convert 25 percent of the accumulated Sick 

Leave to continuing group health, dental and/or vision insurance coverage for the employee 
and any previously enrolled eligible dependents on a dollar-for-dollar basis. Under this 
option, the value of 25 percent of the employee’s accumulated Sick Leave at the 
employee’s rate of pay at the time of retirement will be held in reserve for the employee 
and applied to the applicable group insurance premium for the benefit of the employee and 
previously enrolled eligible dependents. This will continue until the employee’s reserve is 
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exhausted, coverage periods have exhausted as required by law, or the employee and all 
previously enrolled eligible dependents become eligible for Medicare or health insurance 
under another group plan. The District will cash out and pay to former employee any 
remaining converted Sick Leave that is not used to pay for insurance premiums. This option 
is subject to all limitations, terms and conditions of the group insurance policy, federal law, 
and state law.  

 
c) In the alternative, the employee may elect to convert 25 percent of the employee’s 

accumulated Sick Leave, at the employee’s rate of pay at the time of retirement, to purchase 
service credit in their 401(k) Plan or contribute to their Health Savings Account, subject to 
IRS guidelines, and only to the extent allowed under the law. Written notice of the 
employee’s intention to exercise this option must be given to the District no later than four 
weeks prior to the employee’s retirement date. 

 
d) Under any of the above options, the remaining accumulated Sick Leave is surrendered to 

the District. 

2) For Sick Leave accumulated through February 28, 2001 by District employees who are eligible 
to retire, and do retire, before reaching the age of Medicare eligibility: 

a) The employee may elect to receive a one-time cash payment equal to 25 percent of the Sick 
Leave accumulated through February 28, 2001, at the employee’s rate of pay at the time of 
retirement, less any applicable taxes and withholdings. Accumulated Sick Leave received 
as a one-time cash payment is not included as compensation for purposes of retirement 
related earnings reported to the URS. 

b) In the alternative, the employee may elect to convert 50 percent of the Sick Leave 
accumulated through February 28, 2001 to continuing group health, dental and/or vision 
insurance coverage for the employee and any previously enrolled eligible dependents on a 
dollar-for-dollar basis. Under this option, the value of 50 percent of the employee’s 
accumulated Sick Leave at the employee’s rate of pay at the time of retirement will be held 
in reserve for the employee and previously enrolled eligible dependents and applied to the 
applicable group insurance premium for the benefit of the employee and previously 
enrolled eligible dependents. This will continue until the employee’s reserve is exhausted, 
coverage periods have exhausted as required by law, or the employee and all previously 
enrolled eligible dependents become eligible for Medicare or health insurance under 
another group plan. The District will cash out and pay to former employee any remaining 
converted Sick Leave that is not used to pay for insurance premiums. This option is subject 
to all limitations, terms and conditions of the group insurance policy, federal law, and state 
law. 

c) The employee may elect to convert 50 percent of the Sick Leave accumulated through 
February 28, 2001, at the employee’s rate of pay at the time of retirement, to purchase 
service credit in their 401(k) Plan, subject to IRS guidelines, and only to the extent allowed 
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under the law. Written notice of the employee’s intention to exercise this option must be 
given to the District no later than four weeks prior to the employee’s retirement date. 

d) For items (b) and (c) above, the Sick Leave accumulated through February 28, 2001 will 
be reduced accordingly if the Sick Leave balance falls below the original accumulated 
balance at any time during the employee’s tenure at the District. 

e) Under any of the above options, the remaining accumulated Sick Leave is surrendered to 
the District. 

 
3) Any conversion of Sick Leave upon retirement is contingent upon an adequate unencumbered 

appropriation in an approved budget. 
 
8-9  VACATION LEAVE 
 
1) Only regular full-time employees are eligible for paid Vacation Leave. 
 
2) Vacation Leave accrual is as follows based on the number of years of service completed 

(whether continuous or intermittent) as a full-time employee: 
 

a) Date of hire thru year 4:  80 hours per year 
 

b) 5 year anniversary thru year 9:  120 hours per year 
 

c) 10 year anniversary and beyond:  160 hours per year 
 
3) A completed year is calculated from the date of hire. 

 
4) Upon hire, full-time employees shall receive an advancement of 40 hours of Vacation Leave. 

Accrual of additional Vacation Leave will begin after the thirteenth pay period of continual 
employment. 

 
5) Accrual of Vacation Leave starts upon the employee’s date of hire and is available for use after 

their first pay date. 
 
6) Eligible employees may carry over to the following calendar year a maximum of 320 hours. 

The employee will forfeit any amount beyond the maximum allowed carry over. 
 
7) Employees must receive prior approval from their supervisor before taking Vacation Leave. 

 
8) Employees may use their vacation time at their discretion. 

 
9) Employees are encouraged to use Vacation Leave in one-hour increments and to use at least 

80 hours per calendar year. 
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10) Vacation Leave benefits will be calculated based on the employee’s rate of pay at the time of 

the leave and will not include any special forms of compensation such as incentives, overtime, 
bonuses or shift differentials. For exempt employees, an hourly equivalent of their salary, 
based upon a 40-hour workweek, will be used. 

 
11) The District will not grant advances on Vacation Leave except as noted in Section 8-9(4) of 

this P&P. 
 
12) Any accrued, unused vacation will be cashed out at termination of employment at the 

employee’s rate of pay at the time of termination, less any applicable taxes and withholdings. 
If an employee terminates employment prior to the completion of six months of continual 
employment, any remaining amount of unused advanced Vacation Leave as outlined in Section 
8-9(4) of this P&P will not be paid out at termination. Accumulated Vacation Leave cashed 
out upon termination is not included as compensation for purposes of retirement related 
earnings reported to the URS. Upon retirement, any accrued, unused vacation will be cashed 
out or converted only as described in the District’s Vacation Conversion Upon Retirement 
Policy. 

 
13) Vacation Leave is not counted as time worked for purposes of calculating overtime. 
 
8-10 VACATION CONVERSION UPON RETIREMENT 
 
1) Upon retirement all employees who accumulate vacation time are entitled to a cash payout, at 

their rate of pay at the time of retirement, for accumulated vacation time, less any applicable 
taxes or withholdings. Accumulated Vacation Leave cashed out upon termination is not 
included as compensation for purposes of retirement related earnings reported to the URS. 

 
2) In the alternative the employee may elect to convert their accumulated Vacation Leave to 

continuing group health, dental, and/or vision insurance coverage for the employee and any 
previously enrolled eligible dependents on a dollar-for-dollar basis. Under this option, the 
value of the employee’s accumulated Vacation Leave at the employee’s rate of pay at the time 
of retirement will be held in reserve for the employee and applied to the applicable group 
insurance premium or Medicare supplement for the benefit of the employee and previously 
enrolled eligible dependents. This will continue until the employee’s reserve is exhausted, 
coverage period has exhausted as required by law, or the employee and all previously enrolled 
eligible dependents become eligible for Medicare or health insurance under another group plan. 
Conversion of Vacation Leave to insurance coverage ceases for the employee and previously 
enrolled eligible dependents as each becomes eligible for Medicare or health insurance under 
another group plan. The District will cash out and pay to employee any remaining converted 
Vacation Leave that is not used to pay for insurance premiums or Medicare supplement. This 
option is subject to all limitations, terms and conditions of the group insurance policy, federal 
law, and state law. 
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3) In the alternative the employee may elect to have the accumulated vacation time, at the rate of 
pay at the time of retirement, contributed to their 401(k) Plan or Health Savings Account, 
subject to IRS guidelines, and only to the extent allowed under the law.  Written notice of the 
employee’s intention to exercise this option must be given to the District no later than four 
weeks prior to the employee’s retirement date. 

 
4) Any conversion of Vacation Leave upon retirement is contingent upon an adequate 

unencumbered appropriation in an approved budget. 
 
8-11 PERSONAL LEAVE 
 
1) Only regular full-time employees are eligible for paid Personal Leave. 
 
2) Eligible employees receive 40 hours of paid Personal Leave at the beginning of each calendar 

year. 
 
3) Personal Leave for new employees will be prorated for the first calendar year as follows based 

on hire date: 
 

a) January 1-March 31:  40 hours 
 

b) April 1-June 30:  30 hours 
 

c) July 1-September 30:  20 hours 
 

d) October 1-December 31:  10 hours 
 
4) Personal Leave may be used at the employee’s discretion. 
 
5) Personal Leave does not carry over from year to year and cannot be converted or cashed out.  
 
6) Personal Leave must be used by the last full pay period of the calendar year to avoid forfeiting 

any paid leave. 
 
7) Personal Leave can be used in minimum increments of one-quarter hour. 
 
8) Employees must receive prior approval from their supervisor before taking Personal Leave. 
 
9) Personal Leave benefits will be calculated based on the employee’s rate of pay at the time of 

absence and will not include any special forms of compensation such as incentives, overtime, 
bonuses or shift differentials. For exempt employees, an hourly equivalent of their salary, 
based upon a 40-hour workweek, will be used. 
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10) Personal Leave is not counted as time worked for purposes of calculating overtime.  
 
11) The District will not grant advances on Personal Leave. 
 
8-12 LEAVE WITHOUT PAY 
 
1) Leave without pay requires prior authorization from the GM. Employees absent from their 

regularly scheduled work shift without authorization are subject to disciplinary action up to 
and including termination. 
 

2) Employees will not accrue Vacation or Sick Leave while on an unpaid leave of absence. Leave 
accruals are contingent upon active employment and the receipt of regular wages. Accordingly, 
any period during which an employee is not receiving pay (excluding paid leave such as 
vacation, sick, personal, holiday pay, or any other leave described in this chapter) will not 
count toward the accrual of Vacation or Sick Leave benefits. This applies to all types of unpaid 
leave, including but not limited to unpaid medical leave and leaves of absence under the Family 
and Medical Leave Act (FMLA) when such leave is unpaid. 

 
8-13 EMERGENCY LEAVE ASSISTANCE PROGRAM 
 
1) Employees may voluntarily donate hours of accrued vacation leave to another regular full-time 

employee if the recipient meets all of the following qualifications: 
 

a) Recipient, their spouse, child, or parent have a serious health condition, as that term is 
defined by FMLA or the recipient has a family emergency, as subject to approval by GM. 
 

b) Recipient has exhausted all accrued sick, vacation, and personal leave hours. 
 

c) Receipt of donated leave must comply with applicable income protection insurance 
requirements (i.e., short term disability). 

 
2) Employee’s donations may not exceed 120 hours in a calendar year (January 1 through 

December 31). 
 
3) Donating employee’s remaining vacation leave balance shall not be less than 80 hours. 
 
4) Donations must be made in full hour increments. 
 
5) Based on the request, donated time off will be provided to the recipient on a pay period basis 

to a maximum of 12 calendar weeks. Any unused donated time off will remain with the 
donating employee. 

 
6) Employees will be paid at their current rate of pay, not the rate of the donor. 
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7) Donated hours cannot be converted to cash. 
 
8) Donated vacation leave is not counted as time worked by the recipient for purposes of 

calculating overtime. 
 
9) The District will not grant advances on donated vacation leave. 
 
10) All requests must be approved by the department manager and the GM. 
 
8-14 HOLIDAYS 
 
1) Only regular full-time employees are eligible for paid holidays.  
 
2) Employees receive eight hours of holiday leave per holiday. 
 
3) The GM will announce 13 paid holidays annually.  
 
4) Holiday leave benefits will be calculated based on the employee’s rate of pay at the time of the 

leave and will not include any special forms of compensation such as incentives, overtime, 
bonuses or shift differentials. For exempt employees, an hourly equivalent of their salary, 
based upon a 40-hour workweek, will be used. 

 
5) Holiday leave is counted as time worked for purposes of calculating overtime. 
 
6) Non-Exempt employees working the holiday (the actual date of the holiday not the observed 

date of the holiday) will be paid at two and one-half times their hourly rate. Non-exempt 
employees scheduled to fill scheduled shifts to facilitate 24-hour shift work will be 
compensated for the scheduled shift that has a majority of its hours on the actual date of the 
holiday (i.e., the night shift employee on the evening prior to the holiday and the day shift 
employee on the day of the holiday will get pay at two and one-half times their hourly rate; the 
night shift employee on the night of the actual holiday will be paid at the regular hourly rate). 

 
8-15 BEREAVEMENT LEAVE 
 
1) Only regular full-time employees are eligible for paid Bereavement Leave. 
 
2) In the event of the death of a spouse, domestic partner, or child, the employee will be paid for 

scheduled work time from the date of death through the day of the funeral or memorial service, 
not to exceed five working days. The employee will be permitted one additional day of 
Bereavement Leave on the day following the funeral or memorial service if all of the following 
apply: (1) such service is held more than 150 miles distance from the employee’s residence; 
(2) the employee attends the service; and (3) the day following the service is a regular work 
shift. 
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3) In the event of the death of a parent or an individual acting in loco parentis, sibling, current 
stepmother or stepfather, father-in-law, mother-in-law, brother-in-law, sister-in-law, son-in-
law, daughter-in-law, grandchild; or domestic partner’s relative as if the domestic partner were 
the employee’s spouse; or death of an individual with whom an employee shares minor 
child(ren), the employee will be paid for scheduled work time from the date of death through 
the day of the funeral or memorial service, not to exceed three working days. The employee 
will be permitted one additional day of funeral leave on the day following the funeral or 
memorial service if all of the following apply: (1) such service is held more than 150 miles 
distance from the employee’s residence; (2) the employee attends the service; and (3) the day 
following the service is a regular work shift.  

 
4) In the event of a miscarriage or stillbirth, i.e., spontaneous or accidental loss of a fetus 

regardless of gestational age or duration of the pregnancy, where (1) the employee would have 
been a biological parent of a child born as a result of the pregnancy; (2) the employee provides 
documentation establishing that the employee was intended to be an adoptive parent of a baby 
born as a result of the pregnancy; or (3) the employee provides documentation establishing a 
valid gestational agreement through which the employee would have been a parent of a child 
born as a result of the pregnancy, the employee will be paid for scheduled work time not to 
exceed three working days immediately following the date of miscarriage or stillbirth.  

 
5) In the event of the death of a relative other than those identified in paragraphs 2 and 3, eligible 

employees will be paid for scheduled work time, not to exceed one day, to attend funeral 
services. The employee will be permitted one additional day of Bereavement Leave on the day 
following the funeral or memorial service if all of the following apply: (1) such service is held 
more than 150 miles distance from the employee’s residence; (2) the employee attends the 
service; and (3) the day following the service is a regular work shift.  

 
6) In the event of a non-bloodline relative or friend, eligible employee will receive up to four 

hours of paid leave to attend funeral services. 
 
7) Upon their supervisor’s approval, employees may use any accrued leave to obtain additional 

paid time off. 
 
8) The District will make reasonable efforts to provide unpaid time off determined by the GM to 

be appropriate for the situation. 
 
9) While exceptions will be made as warranted in the case of a death of an immediate family 

member, employees are required to get advance approval from their supervisor or manager 
prior to taking Bereavement Leave. Failure to do so may result in denial of leave. 

 
10) Bereavement Leave benefits will be calculated based on the employee’s rate of pay at the time 

of the leave and will not include any special forms of compensation such as incentives, 
overtime, bonuses or shift differentials. For exempt employees, an hourly equivalent of their 
salary, based upon a 40-hour workweek, will be used. 
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11) New employees are immediately eligible for Bereavement Leave. 
 
12) Bereavement Leave is not counted as time worked for purposes of calculating overtime. 
 
13) The District may require a copy of an obituary or other information to confirm attendance at 

funeral services. 
 
8-16 JURY DUTY AND WITNESS LEAVE  
 
1) Regular full-time employees will receive paid leave for jury duty. 
 
2) Except as excused by their immediate supervisor, employees on Jury Duty Leave should return 

to work if released by the court prior to the end of the regular working day in time to make it 
practicable to return to work. 

 
3) Employees may retain any compensation received for jury duty or witness fees. 
 
4) While temporary employees do not receive paid leave for jury duty, the District will provide 

unpaid time off so they can attend to their civic responsibilities. 
 
5) Regular full-time employees who are serving as witnesses in litigation in which the District is 

a party will receive their regular wage or salary while attending court or serving as a witness. 
 
6) Employees who are subpoenaed to serve as witnesses in court actions that do not involve the 

District will receive their regular wage or salary. 
 
7) Jury Duty and Witness Leave will be calculated based on the employee’s rate of pay at the 

time of the leave and will not include any special forms of compensation such as incentives, 
overtime, bonuses or shift differentials. For exempt employees, an hourly equivalent of their 
salary, based upon a 40-hour workweek, will be used. 

 
8) Jury Duty and Witness Leave is not counted as time worked for purposes of calculating 

overtime. 
 
8-17 MILITARY SERVICE 
 
1) The District will not deny initial employment, reemployment, retention in employment, 

promotion, or any benefit of employment by the District on the basis of military service, 
performance of service, application for service, or obligation. The District will comply with all 
applicable statutes, including Employment and Reemployment Rights of Members of the 
Unified Services Act, 38 U.S.C. § 4301 et seq., and Utah Code Ann. §§ 71-10-1 et seq and any 
amendments thereto. 
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8-18 MATERNITY LEAVE  
 
1) Regular full-time employees are eligible to receive up to six weeks of paid Maternity Leave 

for physical recovery following the delivery of a child. Thereafter, the District may require 
eligible employees to use other accrued paid leave (Sick Leave, Personal Leave and Vacation 
Leave) before going on unpaid leave status. This leave will run concurrently with the Family 
and Medical Leave Act (“FMLA”). Receipt of donated leave must comply with applicable 
income protection insurance requirements (i.e., short-term disability). FMLA requires 30 days 
advance note for foreseeable events. If a District holiday occurs while the employee is on paid 
maternity leave, such day will be shown on the employee’s pay stub as holiday pay, but will 
be charged against paid maternity leave and will not extend the total paid maternity leave 
entitlement. 

 
8-19 PARENTAL LEAVE  
 
1) Regular full-time employees who become parents through birth, adoption or foster care may 

take up to two weeks of paid leave to care for and bond with the child. Parental Leave will start 
on the date of the child’s birth or, in the case of adoption or foster care, the date the child is 
placed in the employee’s home. Parental Leave will run concurrently (during the same period 
of time) with FMLA (if applicable). FMLA requires 30 days advance note for foreseeable 
events. If a District holiday occurs while the employee is on paid parental leave, such day will 
be shown on the employee’s pay stub as holiday pay, but will be charged against paid parental 
leave and will not extend the total paid parental leave entitlement. 
 

2) An employee who is eligible for Maternity Leave will also be eligible for Parental Leave. 
 
8-20 FAMILY AND MEDICAL LEAVE ACT LEAVE 
 
1) The District will comply with the requirements of FMLA. The following generally describes 

FMLA leave; however, if there is any discrepancy between this policy and FMLA, the 
provisions of FMLA apply. 

 
2) Eligible employees are entitled to up to 12 weeks of unpaid FMLA leave within the calculated 

leave year for the following reasons: 
 

a) For incapacity due to pregnancy, prenatal medical care, or child birth 
 

b) To care for the employee’s child within one year after birth or placement for adoption or 
foster care within one year of placement 

 
c) To care for the employee’s spouse, child or parent who has a serious health condition 

 
d) For the employee’s own serious health condition that makes the employee unable to 

perform their job 
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3) Military Family Leave Entitlements: 
 

a) Eligible employees whose spouse, son, daughter or parent is on covered active duty or call 
to covered active duty status may use their 12 week leave entitlement to address certain 
qualifying exigencies. Qualifying exigencies may include attending certain military events, 
arranging for alternative childcare, addressing certain financial and legal arrangements, 
attending certain counseling sessions, and attending post-deployment reintegration 
briefings. 

 
b) FMLA also includes a special leave entitlement that permits eligible employees to take up 

to 26 weeks of leave to care for a covered service member who is a spouse, son, daughter, 
parent or next of kin (nearest blood relative other than the covered service member’s 
spouse, parent, son or daughter) of the eligible employee, during a single 12-month period. 
Covered service member means (1) a current member of the Armed Forces, including a 
member of the National Guard or Reserves, who is undergoing medical treatment, 
recuperation, or therapy, is otherwise in outpatient status, or is otherwise on the temporary 
disability retired list, for a serious injury or illness, or (2) a covered veteran who is 
undergoing medical treatment, recuperation, or therapy for a serious injury or illness.  

 
c) During the single 12-month period for service member care leave, an eligible employee is 

entitled to a combined total of 26 weeks of service member care leave and leave for any 
other FMLA-qualifying reason, provided that the eligible employee may not take more 
than 12 weeks for any other FMLA-qualifying reason during this period.  For example, in 
the single 12-month period an employee could take 12 weeks of FMLA leave to care for a 
newborn child and 14 weeks of service member care leave, but could not take 16 weeks of 
leave to care for a newborn child and 10 weeks of service member care leave. 

 
4) A serious health condition means an illness, injury, impairment, or physical or mental 

condition that involves inpatient care or continuing treatment by a health care provider. 
 
5) Subject to the terms, conditions and limitations of the applicable plan, benefits will be provided 

by the District for the length of time on leave.  The employee must continue to pay any portion 
of the premiums that the employee would typically pay if not on leave. 

 
6) If employees do not return to District service after the expiration of FMLA leave, they may be 

required to repay the District for any paid benefit contributions made for employees during 
any qualified unpaid leave period unless the reason they do not return to work is: 

 
a) the continuation, reoccurrence, or onset of a serious health condition that entitles the 

employee to leave to care for a child, parent or spouse with a serious health condition, or 
 

b) if the employee is unable to perform the functions of his or her position due to his/her own 
serious health condition, or 
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c) other conditions beyond his or her control that prevent them from returning. 

 
7) Eligible employees are those who have worked for the District for at least one year and who 

have worked 1,250 hours within the previous 12-month period. 
 
8) To the extent practicable, employees must give the District 30 days advance notice of needed 

FMLA leave. 
 
9) Eligible employees may request up to a maximum of 12 weeks of FMLA leave (or 26 weeks 

as explained above) within a 12-month period. Any FMLA leave may not exceed this 
maximum limit. 

 
10) The District uses the 12-month period measured forward from the date the employee first uses 

FMLA leave. 
 
11) Eligible employees will be required to first use any accrued paid leave time (Sick Leave, 

Personal Leave, Vacation Leave) before taking unpaid FMLA leave. This accrued paid leave 
time will be included as part of the maximum 12 weeks leave. 

 
12) Leave time benefit accruals (Vacation Leave and Sick Leave) will continue during any unpaid 

leave. 
 
13) Employees requesting FMLA leave must submit sufficient information for the District to 

determine if the leave qualifies for FMLA protection and the anticipated timing and duration 
of leave. Employees must also inform the District if the requested leave is for a reason for 
which FMLA leave was taken or previously certified. Employees also may be required to 
provide a certification and periodic recertification supporting the need for leave. 

 
14) If the employee fails to timely return a requested certification, FMLA leave may be denied. 
 
15) So that an employee’s return to work can be properly scheduled, an employee on FMLA leave 

should provide the District with at least two days advance notice of the date the employee 
intends to return to work. 

 
16) When FMLA leave ends, the employee will be reinstated to the same position, if it is available, 

or to an equivalent position for which the employee is qualified. 
 
17) If an employee fails to report to work at the end of the approved leave period, the District will 

assume that the employee has resigned. 
 
8-21 REASONABLE ACCOMMODATIONS FOR PREGNANT WORKERS 
 
1) As required by the Pregnant Workers Fairness Act (“PWFA”) and the Utah Antidiscrimination 
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Act (“UADA"), the District will provide reasonable accommodations to employees and 
qualified applicants with known limitations related to pregnancy, childbirth or related medical 
conditions, unless the accommodation will cause undue hardship to the District’s operations. 

 
2) An employee or qualified applicant may request an accommodation due to pregnancy, 

childbirth or a related medical condition by submitting the request in writing to the District’s 
HR Manager. The accommodation request should include an explanation of the pregnancy-
related limitations, the accommodation needed and any alternative accommodation(s) that 
might be reasonable. Depending on the nature of the accommodation, the individual may be 
requested to submit a statement from a health care provider substantiating the need for the 
accommodation. 

 
3) Upon receipt of a request for accommodation, HR will contact the employee or qualified 

applicant to discuss the request and determine if an accommodation is reasonable and can be 
provided without significant difficulty or expense, i.e., undue hardship.  

 
4) While the reasonableness of each accommodation request will be individually assessed, 

possible accommodations include allowing the individual to: 
 

a) Sit while working. 
b) Drink water during the workday. 
c) Receive closer-in parking. 
d) Have flexible hours. 
e) Receive appropriately sized uniforms and safety apparel. 
f) Receive additional break time to use the bathroom, eat and rest. 
g) Take time off to recover from childbirth. 
h) Be excused from strenuous activities and/or activities that involve exposure to compounds 

deemed unsafe during pregnancy. 
 

5) An employee may request paid or unpaid leave as a reasonable accommodation under this 
policy; however, the District will not require an employee to take time off if another reasonable 
accommodation can be provided that will allow the employee to continue to work. 

 
6) For up to one year after an employee gives birth, any employee who is breastfeeding will be 

provided reasonable break times to express breast milk. The District has designated the 
Mothers Lounge for this purpose. 

 
a) Employees must schedule time through their supervisor to use the Mothers Lounge. 

Employees who work offsite or in other locations will be accommodated with a private 
area as necessary. 

 
b) A small refrigerator reserved for the specific storage of breast milk is available. Any breast 

milk stored in the refrigerator must be labeled with the name of the employee and the date 
of expressing the breast milk. Any nonconforming products stored in the refrigerator may 
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be disposed of. Employees storing milk in the refrigerator assume all responsibility for the 
safety of the milk and the risk of harm for any reason, including improper storage, 
refrigeration, and tampering. 

 
c) Breaks of more than 20 minutes in length will be unpaid, and recorded on timesheets where 

appropriate. 
 
7) The District prohibits any retaliation, harassment or adverse action due to an individual’s 

request for an accommodation under this policy or for reporting or participating in an 
investigation of unlawful discrimination under this policy. 

 
8-22 FAIR LABOR STANDARDS ACT COMPLIANCE 
 
1) Exempt employees will be paid for their performance on a salary basis in accordance with the 

Fair Labor Standards Act (“FLSA”). Deductions from exempt employees’ pay that are barred 
by the FLSA are prohibited. 

 
8-23 REPORTING WORK HOURS 
 
1) Non-exempt employees are required to accurately and completely report all of their work time 

on approved District time keeping systems. At the conclusion of each pay period, employees 
must review and approve their reported hours prior to their supervisor’s approval. Exempt 
employees are not required to report their work hours, but are required to report any leave time 
that is used during a pay period.  

  
8-24 EMPLOYEE CLASSIFICATIONS 
 
1) Regular full-time employees: an employee who works in a designated full-time position and 

who is normally scheduled to work at least a 40-hour workweek. 
 
2) Temporary employees: an employee hired directly by the District (not through a temporary 

agency) for an unspecified period, for a specific task, on a seasonal basis, and/or who is 
assigned to work on an intermittent and/or irregular basis. Temporary employee status does 
not change to “regular” employee status simply by length of service, but requires a formal 
change of status by the District.  

 
8-25 EMPLOYEE NOTIFICATION OF CHANGES TO PERSONAL INFORMATION 
 
1) Employees are expected to help the District keep their personnel records current by 

immediately reporting to the HR Manager any changes to their: 
 

a) Address 
b) Telephone number 
c) Marital status 
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d) Number of dependents 
e) Emergency contact information 
f) Educational achievements 
g) Change in W-4 information 
h) Any change that would affect eligibility to work in the United States (I-9 form) 
i) Driver’s license 
j) Professional certifications 

 
2) Changes to some of the items noted above may also be submitted directly by the employee 

through the online payroll management system for approval by the HR Manager.  
 
8-26 NEPOTISM 
 
1) Due to the potential for perceived or actual conflicts, the District will not hire relatives of 

persons currently employed by the District. 
 
2) “Relative” means a father, mother, husband, wife, son, daughter, sister, brother, grandfather, 

grandmother, uncle, aunt, nephew, niece, grandson, granddaughter, first cousin, mother-in-
law, father-in-law, brother-in-law, sister-in-law, son-in-law, or daughter-in-law (Utah Code 
Ann.§ 52-3(1)(e). 

 
3) Department managers are responsible for monitoring changes in employee relationships after 

initial hire to ensure compliance with this policy. Employees are responsible for immediately 
reporting any changes to their supervisor. 

 
4) If any employee, after initial hire or change in employment, becomes a relative of an immediate 

supervisor or of another person currently employed by the District who is in the same line of 
authority in which that employee can initiate or participate in decisions involved a direct 
benefit to the relative, one of the affected individuals must seek a transfer or a change in the 
reporting relationship. Such changes must be approved by the department manager. If a 
decision cannot be made by the affected employees within 14 days of reporting, reassignment 
will be made on direction of the department manager and the HR Manager. 

 
5) The District realizes that there may be existing employment relationships that run counter to 

this policy. It is the purpose of this policy to encourage the reduction of these relationships and 
to avoid creating any new situations where relatives are employed in “sphere of influence” 
relationships. In these existing situations, employees will be expected to fulfill this policy by 
excluding themselves from participation in personnel decisions/actions in which a relative is 
involved. 

 
6) “Personnel decisions/actions” are defined as decisions related to hiring, retention, transfer, 

promotion, discipline, wages, and leave requests. 
 
7) This policy applies to all current employees and candidates for regular, full-time employment. 
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This policy does not apply to temporary employees. 
 
8-27 EQUAL EMPLOYMENT OPPORTUNITY 
 
1) The District is an equal employment opportunity employer. The law prohibits employment 

discrimination and harassment due to: 
 

a) Race 
b) Color 
c) National origin 
d) Sex (including pregnancy) 
e) Age (forty and older) 
f) Religion 
g) Disability as defined by law 
h) Veteran or military status 
i) Sexual orientation or gender identity 
j) Any other class protected under federal, state or local laws. 

 
2) Illegal discrimination, harassment, and retaliatory conduct are prohibited in all aspects of 

employment, including hiring, compensation, training, promotions, performance evaluations, 
benefits, etc. 

 
3) Any employee found to have engaged in discriminatory, harassing or retaliatory conduct is 

subject to immediate disciplinary action, up to and including termination. 
 
4) The District will not tolerate any form of illegal harassment, or other abusive conduct, 

including verbal, visual and physical conduct that demeans or shows hostility toward an 
individual based on a protected class. 

 
5) Employees who believe they have been subjected to illegal discrimination, harassment or 

retaliatory conduct in the workplace should immediately notify their Department Manager or 
the District’s HR Manager. Management will initiate a prompt, thorough investigation and will 
take remedial action, as appropriate. Reports of discrimination, harassment and/or retaliatory 
conduct are treated as discreetly and confidentially as practical. 

 
6) Retaliatory conduct is defined as taking adverse action against an employee because the 

employee has made a discrimination, harassment or retaliation complaint, or because the 
employee has testified, assisted or participated in any manner in an investigation, proceeding, 
or hearing relating to violation of this policy.  

 
8-28 APPEAL FROM DISCIPLINARY ACTIONS 
 
1) Employee disciplinary actions are final and effective when made or managers or GM, subject 

to the appeal process described here. Although there is an appeal process, the employment 
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relationship is still “at-will.” 
 
2) Any such disciplinary action which involves termination, suspension for more than two days 

without pay, or involuntary transfer to a position with less remuneration for a disciplinary 
reason may be appealed to the GM, except when the termination or involuntary transfer is as a 
result of a layoff or reorganization. Such appeal shall be initiated by written notice received by 
the GM detailing briefly the date and nature of the disciplinary action appealed from and a 
summary of the grounds for the appeal. Such written notice must be received by the GM within 
10 calendar days after the disciplinary action. 

 
3) If an appeal is timely filed, the GM shall schedule a hearing within 30 calendar days of 

receiving a request for an appeal hearing. 
 

a) The GM has discretion to set, on a hearing-by-hearing basis, all necessary requirements for 
the hearing to provide a fair, efficient and professional process. 
 

b) The employee who is the subject of the termination, suspension, or transfer may examine 
the evidence received and provide additional evidence to be considered by the GM.  
 

c) At the conclusion of the hearing, or within 15 calendar days thereafter, the GM shall make 
written findings determining whether there is just cause for the disciplinary action taken 
against the employee.  
 

d) If the GM finds that adverse action was taken in violation of the District’s policies, the GM 
may order (a) reinstatement of the employee at the same level as before the adverse action; 
(b) the payment of back wages; (c) full reinstatement of fringe benefits; or d) other action 
as deemed appropriate by the GM.  
 

4) Those employees under the direct supervisory authority of the GM subject to the disciplinary 
procedures outlined in this section, may appeal the decision by the GM to the Management 
Advisory Committee (MAC) as outlined above. Decisions of the MAC shall be made by 
majority vote and are final. 

 
5) If the employee wishes to appeal the decision of the GM, a further appeal may be taken to the 

MAC. Such appeal shall be initiated by written notice received by the MAC via the GM or HR 
Manager detailing briefly the date and nature of the disciplinary action appealed from and a 
summary of the grounds for the appeal. Such written notice must be received by the GM or 
HR Manager within 10 calendar days after the GM decision. No additional evidence will be 
received by the MAC. 

 
a) If an appeal is timely filed, the MAC shall schedule a hearing within 30 calendar days of 

receiving a request for an appeal hearing. 
 

b) The MAC has discretion to set, on a hearing-by-hearing basis, all necessary requirements 
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for the hearing to provide a fair, efficient and professional process. 
 

c) The employee who is the subject of the termination, suspension, or transfer may appear in 
person and be represented by legal counsel, challenge the witnesses whose testimony is to 
be considered, and examine the evidence to be considered by the MAC as previously 
received by the GM.  
 

d) The employee and the District management may call witnesses and offer evidence which 
bears upon the issues presented by the disciplinary action. If the employee intends to call 
a witness who is an employee of the District, the employee shall file a written request with 
the GM or GM’s designee at least 10 days before the hearing, and the GM or GM’s 
designee shall arrange for the appearance of the witness(es).  
 

e) At the conclusion of the hearing, or within 15 calendar days thereafter, the MAC shall 
make written findings determining whether there is just cause for the disciplinary action 
taken against the employee. 
 

f) If the MAC finds that adverse action was taken in violation of the District’s policies, the 
MAC may order (a) reinstatement of the employee at the same level as before the adverse 
action; (b) the payment of back wages; (c) full reinstatement of fringe benefits; or d) other 
action as deemed appropriate by the MAC. 

 
g) The decision of the MAC shall be made by majority vote and are final. Any appeal must 

be taken in accordance with applicable law. 
 

8-29 DELEGATION OF EMPLOYMENT MATTERS TO GM 
 
1) The GM is delegated authority to determine employment and discipline guidelines that are 

consistent with the P&P, instructions of the Board, budget appropriations, and applicable law. 
 
2) The GM should from time to time consider appropriate, consistent guidelines regarding 

compensation, health, dental, vision, life, accident, disability, long-term care and retirement 
benefits, COBRA compliance, workers compensation, telecommuting, education, recruiting, 
leave benefits, FMLA compliance, FLSA compliance, contract employees, new hires, 
standards of conduct, drug and alcohol testing, security, safety, equal opportunity compliance 
and public relations. To the extent appropriate, these should be summarized in the Employee 
Manual or in other written form. Substantive changes to the Employee Manual and/or other 
written guidelines shall be brought to the Management Advisory Committee’s attention 
promptly. 

 
8-30  EMPLOYEE AUTHORIZATION STATUS 
 
1) The District is, and shall remain, registered with the federal “status verification system” (E-

verify or current equivalent). The District will use this “status verification system” to verify 
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the federal employment authorization status of new employees in keeping with state and 
federal law. 

 
8-31 ENROLLMENT IN MEDICARE 
 
1) At the time an employee reaches the age of Medicare eligibility and anytime thereafter, the 

employee has the option to voluntarily drop the District’s group health insurance coverage and 
enroll in Medicare. If the employee elects to enroll in Medicare, the District will reimburse the 
employee to cover the costs of Medicare and Medicare Supplements, subject to available 
appropriations in the budget. Reimbursement of Medicare premiums and Medicare 
supplements will not exceed the amount the District pays for group health insurance coverage 
and Health Savings Account contributions. 

 
2) In preparation for an employee’s enrollment in Medicare, the employee has the option to cease 

contributions from the District to their Health Savings Account and instead receive those 
contributions as monthly earnings or a lump sum payment until retirement. These earnings 
may be subject to taxation. 

 
8-32 CRIMINAL BACKGROUND CHECKS 
 
1) The District may require an applicant for a position as a regular full-time employe or an 

applicant for a position as a temporary employee to submit to a criminal background check as 
a condition of employment if, in the judgment of the Board or the GM, the individual may be 
in a position to affect the safety or security of District works and waters or affect the safety or 
well-being of patrons, visitors, and employees of the District. Criminal background checks will 
comply with applicable law, including Utah Code § 34-52-201.  

 
2) As a condition of continued employment, the District may require existing employees to 

consent to and complete a criminal background check on a periodic basis.  
 
3) Criminal background check procedure: 
 

a) If requested by the GM, each individual will consent to a criminal background check 
conducted by a third party provider.  

 
b) The criminal background check may include county criminal search; national sex offender, 

SSN, alias, OFAC, nationwide criminal history system, and motor vehicle records.: 
 
4) The District will then evaluate the result of the criminal background check in accordance with 

the criteria described below, to the extent allowed by law: 
 

a) If a criminal background check reveals that an individual failed to accurately disclose a 
criminal history, the District may reject the application for employment, terminate 
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employment, restrict or deny access to District works and/or waters, or take other security 
measures. 
 

b) If the District reasonably believes the record is accurate, the GM shall determine the 
candidate’s suitability for the position at issue. Unless otherwise provided by law, factors 
considered in determining suitability may include, but are not limited to the following: 
 
i) relevance of the crime to the position sought; 
ii) the nature of the work to be performed; 
iii) time since the conviction; 
iv) age of the candidate at the time of the offense; 
v) seriousness and specific circumstances of the offense; 
vi) the number of offenses; 
vii) any relevant evidence of rehabilitation or lack thereof; and 
viii)  any other relevant information, including information submitted by the candidate or 

requested by the District 
 
5) The District shall provide written notice to the individual who is the subject of the criminal 

background check that a criminal background check has been requested. Such notice shall be 
given to this person within three business days of the request for the background check.   

 
6) If the District rejects an application for employment based on information obtained through a 

criminal background check, the District shall: 
 

a) Notify the individual in writing; and 
 

b) Give the individual an opportunity to respond by filing a written request for review which 
identifies the reason(s) for review with the MAC as outlined in Section 8-28(5) of the P&P. 
The MAC will consider whether the information supplied by the individual warrants an 
exception to the policy. 

 
7) Information obtained through criminal background checks under this Chapter shall be 

classified and protected from disclosure as “private and protected records,” as described in 
Sections 7-10 and 7-12 of the P&P. 

 
8) The information obtained through a criminal background check under this Chapter shall be 

used only to determine employment. 
 
8-33 WHISTLEBLOWER POLICY 
 
1) Pursuant to the Utah Protection of Public Employees Act, Utah Code Ann. Title 67, Chap. 

21. (the “Act”): 
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a) The District will not take adverse action against an employee because the employee, or a 
person authorized to act on behalf of the employee, communicates in good faith (1) the 
waste or misuse of public funds, property or manpower; or (2) a violation or suspected 
violation of a law, rule or regulation adopted under the law of Utah, a political subdivision 
of Utah, or a recognized entity of the United States. The District encourages employees to 
report such issues either to their immediate supervisor, the HR Manager, or anonymously 
through the employee suggestion box located in the Administration building copy room. 
The employee reporting such issues is not responsible for investigating the activity or for 
determining fault or corrective measures. The GM or GM’s designee is responsible for 
investigating and coordinating corrective action. 

b) The District will also not take adverse action against an employee because the employee 
participates or gives information in an investigation, hearing, court proceeding, legislative 
or other inquiry, or other form of administrative review held by the District. 

c) The District will not take adverse action against an employee because the employee has 
objected to or refused to carry out a directive that the employee reasonably believes violates 
a law of Utah, a political subdivision of Utah, or the United States, or a rule or regulation 
adopted under the authority of the laws of Utah, a political subdivision of Utah, or the 
United States. 

2) Employees who believes they are being retaliated against (i.e., termination, compensation, 
work assignments, threats, etc.) in violation of this policy or the Act must file a 
complaint/grievance with the independent personnel board, by delivering the 
complaint/grievance to the HR Manager, within 10 calendar days of the adverse action that 
was taken. The independent personnel board consists of the Executive Committee or its 
designee. The independent personnel board will conduct a hearing within 30 calendar days of 
the receipt of the complaint/grievance by the HR Manager, unless otherwise mutually agreed 
upon by the District and the employee. At the hearing, the District has the burden of proof, by 
a preponderance of the evidence, to establish by substantial evidence that the District’s action 
was justified by reasons unrelated to the employee’s good faith actions set forth in section (1) 
above. The employee may appear in person and be represented by legal counsel and examine 
the evidence to be considered by the independent personnel board. The District may represent 
itself or it may be represented by legal counsel. The independent personnel board has discretion 
to set, on a hearing-by-hearing basis, all necessary requirements for the hearing to provide a 
fair, efficient and professional process. 

3) The independent personnel board shall render its decision and enter its order within 10 calendar 
days of the hearing. Decisions of the independent personnel board are final. Any appeal must 
be taken in accordance with applicable law. 

4) If the independent personnel board finds that adverse action was taken in violation of this 
policy or the District’s regulations, the independent personnel board may order (a) 
reinstatement of the employee at the same level as before the adverse action; (b) the payment 
of back wages; (c) full reinstatement of fringe benefits; (d) full reinstatement of seniority 
rights; or (e) if the adverse action includes failure to promote, if the employee would otherwise 
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have been promoted, a pay raise that results in the employee receiving the pay that the 
employee would have received if the employee had been promoted. The independent personnel 
board may also order an employee who violated the Act to pay a civil fine of not more than 
$500. 

5) The District will post notices and use appropriate measures to keep employees informed of 
their rights and obligations under the Act. Employees will be provided a copy of the Act when 
they are hired, when they request a copy, and when they file a complaint/grievance under this 
policy or the Act. 

6) The District will comply with the Act as it is revised and amended by the Utah Legislature 
from time to time.   
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