
 
 

VAIL PARK AND RECREATION DISTRICT 
d/b/a VAIL RECREATION DISTRICT 

BOARD OF DIRECTORS 
 

5:00 P.M. 
Thursday, September 30, 2021 

Town of Vail, Council Chambers 
AGENDA 

SPECIAL MEETING 
 

 
Agenda 

 
1. Call to Order 

 
2. Changes to Agenda; 

 
3. Approval of Minutes; 

a. August 19, 2021 
 

4. Public Input (for matters not otherwise on Agenda/3-minute time limit/no disrupting, 
pursuant to § 18-9-108, C.R.S.); 

 
5. New Business and Special Orders; 

a. Vail Golf Club-Winter Preparation & Phase II Greens Renovation-Mr. Jacob 
Tilmann 

b. Resolution to Accept Updates to Employee Handbook-Mr. Mike Ortiz 
c. Registration Software (Amelia) Update-Ms. Jessie Klehfoth 

 
6. Unfinished Business; 

a. Vail Golf Club Season Passes Update-Mr. Mike Ortiz 
 

7. Officers, Committees, Staff, and Professional Consultants; 
a. Executive Director Report- Mr. Mike Ortiz 
b. August 2021 Financials- Mr. Mike Ortiz 
c. Board Member Input 

 
8. Adjournment  

 
 

I:/ Agenda & Notices/9-30-21 
 agenda.doc 
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Minutes of the Special Meeting 
Of the Board of Directors 

 
Vail Park and Recreation District 

dba Vail Recreation District 
August 19, 2021 

 
A Special Meeting of the Board of Directors of the Vail Recreation District, Town of 
Vail, Eagle County, Colorado, was held on August 19, 2021 at 5:00 p.m. via virtual 
meeting, in accordance with the applicable statutes of the State of Colorado. 
 

1. MEMBERS PRESENT 
1.1. Tom Saalfeld, Jason Plante, Kim Rediker, Roland Kjesbo, Kirk Hansen 

 
2. MEMBERS ABSENT AND EXCUSED 

2.1. None 
 

3. STAFF PRESENT 
3.1. Mike Ortiz, Jessie Klehfoth, Alice Plain, Jacob Tilmann, Nell Davis 

 
4. OTHERS PRESENT  

4.1. None 
 

5. CONSULTANTS PRESENT 
5.1. Eric Weaver 
 

6. CALL TO ORDER 
6.1. Director Saalfeld called the meeting to order at 5:00 p.m. 
 

7. CHANGES TO AGENDA 
7.1. None 

 
8. APPROVAL OF MEETING MINUTES 

8.1. By motion duly made and seconded it was unanimously RESOLVED to 
approve the minutes of the July 22 regular meeting. 

 
9. PUBLIC INPUT FOR MATTERS NOT OTHERWISE ON AGENDA 

9.1. None 
 

10. GAME BALLS 
10.1. Mr. Ortiz presented Ms. Nell Davis and Ms. Alice Plain game ball awards for 

their outstanding work this year. Ms. Davis took on new responsibilities 
while Mrs. Klehfoth was out on maternity leave and did a great job leading 
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the marketing department in Mrs. Klehfoth’s absence. Ms. Plain was 
recognized for her leadership in the golf department and for recently winning 
the Colorado PGA Chapter’s Professional of the Year award. 
 

11. RECOMMENDATIONS FOR DISCOUNTED GOLF PASS FEES 
11.1. Ms. Plain and Mr. Ortiz explained how they met with a group of passholders 

to discuss feedback regarding the summer operations and course conditions. 
The Vail Golf Club is currently in a greens replacement program and has 
been challenged with golf course conditions throughout the summer. Ms. 
Plain and Mr. Ortiz recommended the Board consider a 30% partial refund to 
passholders and a 25% partial refund on punch passes. A 15% partial refund 
on the after 1 p.m. pass was also recommended. They also discussed the 
challenge of passholders not being able to book preferred tee times and that 
Mr. Nathan Mead, head golf professional, has been doing a lot of research on 
how to better accommodate tee times for passholders. Golf staff 
recommended extending the booking window for passholders from seven to 
14 days in advance. This year they started charging an advance booking fee 
as well, which cut down on no shows. Staff recommended that the discounted 
pass price be applied to 2022 pass rates, for current passholders only. 

11.2. After some discussion, and by motion duly made and seconded it was 
unanimously RESOLVED to accept the recommendation of staff to issue 
partial refunds on season passes and punch cards. 
 

12. UPDATE GOLF COURSE CONDITIONS 
12.1. Mr. Jacob Tilmann, interim Vail Golf Club Superintendent, gave the Board 

an overview of the current golf course conditions and the great progress 
made over the past few months to recover and regrow the greens. Mr. 
Tilmann also talked about some smaller future projects and the aerification 
work coming up on select holes on August 25. The greens renovation project 
will continue this fall starting on October 3.  

12.2. After some discussion, the Board requested that staff look at if other project 
schedules could be accelerated in the future and avoid future construction on 
the course. Staff will see if it’s possible to do more greens this year, and/or 
improve the bunkers. The Board commended Mr. Tilmann and his staff on all 
their hard work. 
 

13. EXECUTIVE DIRECTOR INPUT 
13.1. Mr. Ortiz gave highlights from the directors reports as presented in the Board 

packet. 
 

14. BOARD MEMBER INPUT  
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14.1. Director Rediker thanked the maintenance team for returning her lost phone 
on the golf course.  

14.2. Director Hansen talked about the senior golf banquet with 60+ members in 
attendance. He said the food and beverage was super. He asked how VRD 
participates with the Vail Civic Area Plan planners. He also expressed a 
desire to want to start to understand from the directors what they want to see 
their programs look like in 10 to 20 years. What will Vail look like in terms 
of those needs?  
14.2.1. Mr. Ortiz suggested that discussion should take place with the 

Town, and asked Director Hansen to request that from them via the next 
recreation subcommittee meeting. 

14.3. Director Plante reiterated the wonderful job that Mr. Tilmann and staff have 
been doing at the golf course, he especially likes the enthusiasm around 
youth golf and growing the next generation. 

14.4. Director Saalfeld talked about the pickleball program and asked Mr. Ortiz to 
look at some scheduling changes.   
 

15. ADJOURNMENT 
15.1. Upon a motion duly made and seconded it was unanimously RESOLVED to 

adjourn the Special Meeting of the Vail Recreation District Board of 
Directors.  

 
 Respectfully Submitted, 
 Jessie Klehfoth 
 Secretary to the Meeting 
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VAIL PARK AND RECREATION DISTRICT 

A RESOLUTION ADOPTING EMPLOYEE HANDBOOK 

WHEREAS, the Vail Park and Recreation District (“District”) is a quasi-

municipal corporation and political subdivision of the State of Colorado and a duly 

organized and existing special district pursuant to Title 32, Colorado Revised Statutes; 

and 

WHEREAS, the Board of Directors of the District (“Board”) has ultimate 

authority and responsibility over all operations, personnel and affairs of the District, with 

all rights, duties and powers specifically granted to the Board by Title 32, Article 1 of the 

Colorado Revised Statutes; and 

WHEREAS, the Board previously adopted an Employee Handbook and a 

Seasonal Employee Handbook (together, the “2018 Handbooks”) for the District’s use in 

providing information, policies, and guidelines to District personnel; and 

WHEREAS, the Board desires to repeal the 2018 Handbooks and adopt and 

implement a new Employee Handbook.   

NOW, THEREFORE, be it resolved by the Board of Directors of the Vail Park 

and Recreation District as follows: 

1. Adoption of New Employee Handbook.  The Employee Handbook attached 

hereto as Exhibit A and incorporated herein by this reference is hereby adopted in its 

entirety. 

2. Repeal of 2018 Handbooks.  The 2018 Handbooks are hereby repealed in 

their entirety.  

3. Severability.  If any section, subsection, paragraph, clause, or provision of 

this Resolution is for any reason be held to be invalid or unenforceable, the invalidity or 

unenforceability of such section, subsection, paragraph, clause, or provision shall in no 

manner affect any remaining provisions of this resolution, the intent being that the same 

are severable. 

4. Effective Date.  This Resolution and the attached Employee Handbook 

shall take effect and be enforced immediately upon their approval by the Board. 
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ADOPTED this 30th day of September, 2021. 

VAIL PARK AND RECREATION DISTRICT 

 

By:  

 Tom Saalfeld, Chairman 

 

Attest: 

 

 

Kim Newbury-Redike, Secretary 
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EXHIBIT A 

EMPLOYEE HANDBOOK 

[Attached] 
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VAIL RECREATION DISTRICT

2021 Employee Handbook
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WHO WE ARE AND HANDBOOK GUIDELINES

Who We Are

The Vail Park & Recreation District (“VRD” or “District”) is a quasi-municipal
corporation and political subdivision of the State of Colorado organized under the
Colorado Special District Act with powers to provide park and recreation services to
inhabitants and visitors of the District. The VRD strives to provide first-rate, professional
and courteous service to those using VRD facilities while fostering the advancement of its
paid staff consistent with this overall commitment to service.

Mission Statement

VRD is dedicated to offering diverse and exceptional recreation opportunities that
enhance the physical, social and emotional well-being of Vail’s residents and guests.

Purpose and Scope of This Handbook

This Handbook is intended to inform employees of the VRD’s general policies on
several of the basic, employment-related subjects. They are not all inclusive, but are an
overall view of those general topics most likely to be of interest or concern to employees
in the course of ordinary, day-to-day operations of the VRD.

Important -This Handbook is Not A Contract

This handbook does not represent a contract. The policies described are basic
parameters and summaries of how VRD may deal with matters involving its personnel.
The VRD reserves the right to change or rescind these policies at any time, as well as the
right to determine their meaning, purpose and effect. The VRD also reserves the right, at
its sole discretion, to determine whether and to what extent these policies should be
applied in any given circumstances.

Employment-At-Will

Employment with the VRD is “at will.” Any employee may resign at any time for
any reason, just as any employee may be terminated with or without cause, a statement of
reasons, a hearing, or a right to an appeal. Nothing in the Handbook is intended to modify
the District’s at-will employment policy.

Authority of the Executive Director

The VRD Board of Directors has delegated the final responsibility and authority for
implementation and administration of the policies set forth in this Handbook to the
Executive Director. As such, employment and personnel concerns should be addressed to
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the Executive Director and not the Board of Directors, except as specifically provided in
this Handbook.

Acknowledgment of the Employee Handbook

Copies of the Employee Handbook will be distributed to all supervisors and
employees. All employees must turn in a signed copy of the Employee Handbook
Acknowledgement Form upon request.

Board of Directors

The Vail Recreation District Board of Directors (the “Board”), a five-member panel,
sets the policies for the District. Ultimate responsibility for operation of the District is
vested in the Board. The Board retains the right to operate consistent with its legal
authority, including, but not limited to, the right to set policy, procedures and to direct the
work of employees; hire, promote, classify, evaluate, train, and retain employees in
positions with the District; demote, suspend, terminate, or otherwise discipline employees;
transfer, assign and schedule employees; lay off employees; determine and implement the
methods, equipment, facilities, personnel, and other means by which District operations
are to be conducted; take steps it deems necessary to maintain the efficiency and safety of
operations; determine the budget of the District; determine the level of any activity or
service provided by the District; and determine planning or staffing levels.

The Board may exercise its authority through subordinate managerial employees,
such as the Executive Director, as directed or designated by the Board.

The Board reserves the right to interpret, adopt, amend, or rescind any policy,
procedure, or benefit at any time without notice to employees.
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VRD FACILITIES

Vail Golf Club
1775 Sunburst Drive
Vail, Colorado 81657
479-2260

* 18-hole course, Open to Public
* Driving Range
* Pro Shop
* Golf Course Restaurant

Vail Tennis Center
700 South Frontage Road East
Vail, Colorado 81657
479-2294

* 12 total courts
* 8 clay courts at Ford Park
* 2 hard courts at Gold Peak
* 2 hard courts at Booth Falls

Sports Branch
700 South Frontage Road East
Vail, Colorado 81657
479-2280

* Softball: 3 fields at Ford Park
* Football/Soccer: 1 field at Ford Park and 1

field at Red Sandstone
* Volleyball: outdoor sand courts at Ford Park
* Red Sandstone Gym located at Red Sandstone

Elementary – 479-2288
Gymnastics Center
545 South Frontage Road West
Vail, Colorado 81657
479-2287

* Gymnastic Center: Located next to Red
Sandstone Elementary

Vail Golf Club/Nordic
Center
1775 Sunburst Drive
Vail, Colorado 81657
479-2260

* Summer: Vail Nature Center
* Winter: Vail Nordic Center

Community Programming
395 East Lionshead
Vail, Colorado 81657
479-2292

* Community Programming/Imagination Station
* Camp Vail, Kidzone Unlimited: Red

Sandstone Elementary School Gym – 479-2288
* Camp Eco Fun: Golden Peak

Dobson Ice Arena
321 E. Lionshead Circle
Vail, Colorado 81657

* Dobson Ice Arena
* Special Events

Administrative Offices
700 South Frontage Road East
Vail, Colorado 81657

* Director, Finance, Sports, Marketing Facilities,
and Park Maintenance
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EMPLOYMENT POLICIES

Equal Employment Opportunity Policy

The VRD is an Equal Opportunity Employer. These policies are to be applied
without regard to race, creed, sex, sexual orientation, gender identity or expression,
national origin, disability status, pregnancy, childbirth and related medical conditions,
religion, age, genetic information, marital status, military or veteran status, political
affiliation or any other status protected by federal, state or local law, subject to such
reasonable requirements of the District as may be permitted by law.

Accommodations for Disabilities and Religious Beliefs

In accordance with the Americans with Disabilities Act (ADA) and the Americans
with Disabilities Amendments Act, the VRD will provide reasonable accommodations to
qualified individuals with a disability so they can perform the essential functions of the
job, provided that such accommodation does not create an undue hardship to the VRD or
cause a direct threat to the health and safety of the individual or other employees.

The VRD will also provide reasonable accommodations for employees whose work
requirements interfere with a religious belief or practice, unless doing so would create an
undue hardship to the District or cause a direct threat to the health and safety of the
individual or other employees.

Employees who believe they may need a reasonable accommodation pursuant to
this policy should contact the Accounting Director, or his or her designee (the
“Accounting Director”).

Violence, Threats and Intimidation in the Workplace

The District strongly believes that all employees should be treated with dignity and
respect, and provided with a safe workplace. Violence, threats, harassment, intimidation,
and other disruptive behavior in our workplace will not be tolerated. All reports of such
behavior will be taken seriously and will be dealt with appropriately.

Examples of violent, threatening or intimidating behavior include: infliction of
bodily injury; harmful psychological contact; destruction or abuse of property;
intimidation, threatening, or hostile behaviors; violence-related jokes or threatening
comments which are veiled, direct, conditional, written, or verbal; physical abuse;
vandalism; arson; unauthorized carrying or use of weapons; and/or any other hostile,
threatening, or abusive act which the District determines to be detrimental to the
workplace. Individuals who commit such acts may be removed from the premises.
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We need employee cooperation to implement this policy effectively and maintain a
safe working environment. Do not ignore violent, threatening, harassing, intimidating, or
other disruptive behavior. If you observe or experience such behavior by anyone on
District premises, whether or not the person is a District employee, report it immediately
to a supervisor or manager. Threats or assaults that require immediate attention by
security or police should be reported to your supervisor or to police at 911.

Violation of this policy will result in disciplinary action, up to and including
immediate discharge.

Definitions of Employment Status

 Non-exempt: Employees whose positions do not meet FLSA and state exemption
tests and who are paid for overtime worked at one and one-half times their regular
rate of pay for hours worked in excess of forty per week and/or twelve hours in
one day.

 Full-time: Employees routinely scheduled to work 30 hours or more per week.
Both seasonal and year-round employees can be classified as full time. Year-
round, full-time employees are eligible for District benefits.

 Part-time: Employees scheduled to work less than 30 hours per week. Both
seasonal and year-round employees can be classified as part time. Part-time
employees are ineligible for District benefits.

 Variable Hour: Employees in non-supervisory or lead positions who are
generally not expected to work 30 or more hours per week on average over the
course of the year due to fluctuation of scheduling for seasonal and business
needs. The District will measure average weekly hours of employees over a 12-
month period for a full year from December 1 through November 30 each year to
determine if they are eligible for Variable Hour Employee status. At the
conclusion of the measurement period, if a Variable Hour Employee is
determined to have worked an average of 30 or more hours per week during the
measurement period, such employee will become eligible for limited benefits
beginning January 1st described under the section Benefits for Variable Hour
Employees. The measurement will be completed each year thereafter to determine
continued eligibility for the ensuing calendar year.

 Seasonal/Temporary: Employees who are hired for a pre-established period,
usually during peak time periods, such as summer. They may work a full-time or
part-time schedule. Seasonal and temporary employees are ineligible for District
benefits, paid time off, and overtime pay.
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Notice to Seasonal/Temporary Employees

All VRD departments, except for Gymnastics and Dobson, are classified as a
“Seasonal Recreational Establishment,” under the Fair Labor Standards Act. As explained
in the Overtime Compensation policy below, Seasonal Recreational Establishments are
not required to pay employees overtime at a rate of 1.5 hours for each hour worked in
excess of forty (40) hours during the workweek.

Vail Recreation District is also a “Seasonal Employer” for purposes of the Colorado
Department of Labor and Employment. Seasonal status affects both you, as an employee,
and the unemployment tax rate of the District, should you ever file a claim for
unemployment benefits.

Seasons vary at VRD, based on the department, position and time of year.

Workweek

Each employee’s workweek consists of a seven (7) day period that begins at 12:00
a.m. on Sunday morning and ends at 11:59 p.m. on Saturday night.

Pay Periods and Paydays

Employees are paid on a bi-weekly basis. All employees are paid by every other
Thursday. If the regular payday falls on a weekend or District holiday, employees will be
paid on the last business day before the holiday and/or weekend.

Overtime Compensation; Notice to Seasonal/Temporary Employees

The District will endeavor to limit the amount of time an employee is required to
work in excess of 40 hours in a workweek. However, under special circumstances and
during busy periods, the District may require employees to work overtime, which is
defined as hours required to be worked beyond the usual forty (40) hours in a work week.
Overtime shall not be worked unless authorized in advance by a manager.

Non-exempt employees whose primary department is Gymnastics or Dobson will
be paid for overtime worked at a rate of 1.5 hours for each overtime hour worked in excess
of forty (40) hours during the workweek. Paid leave taken by an employee, such as
holiday, sick or vacation leave, does not count toward the calculation of hours worked for
purposes of overtime compensation.

Non-exempt employees whose primary department is not Gymnastics or Dobson
are paid at their normal hourly rate for overtime worked, NOT at 1.5 times their hourly
rate, because all VRD facilities, except for Gymnastics and Dobson, are classified as
Seasonal Recreational Establishments under the Fair Labor Standards Act, and Seasonal
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Recreational Establishments are exempt from the requirement to pay overtime rates to its
employees.

Exempt executive, professional, and administrative employees paid on a salary basis
are not eligible for overtime compensation of any kind. The Executive Director may allow
exempt employees to work different hours, or may provide incentive pay or time off to
exempt employees who have worked extraordinary hours in completion of unusual tasks
on behalf of the District.

Lost or Incorrect Pay Checks

In the event of a lost paycheck, notify the Accounting Director manager as soon as
possible. In the event the lost paycheck is recovered and the District identifies the
endorsement as that of the employee, the employee must remit the amount of the
replacement check to the District within 24 hours of the time it is demanded.

Employees are responsible for reviewing their pay stubs and ensuring accuracy. If
there is an error in their pay, they must notify the Accounting Director immediately.

If an employee's marital status changes or the number of exemptions previously
claimed increases or decreases, a new Form W-4 must be submitted to the Human
Resource manager.

Time Reporting (Non-Exempt Employees); Leave Reports (Exempt Employees)

All non-exempt employees shall keep accurate and complete records of their
attendance and hours worked, showing any overtime worked and leave taken, and shall
submit their time record to Accounting Director weekly. Clocking in and out with the
payroll system creates official business records and these records may not be altered
without the employee's and the supervisor's approval and may not be falsified in any way.
No employee may have another person clock in or out of work for them. Falsification of
time cards will result in disciplinary action, up to and including termination.

All exempt employees shall keep accurate time allocation reports showing any leave
taken and shall submit such time allocation reports to Accounting Director within two (2)
calendar days after the end of the pay period to which such time allocation reports pertain.

Meal/Rest Periods

The scheduling of meal and rest periods at VRD is set by the employee’s immediate
manager with the goal of providing the least possible disruption to District operations.
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Mandatory Meal Period

Non-exempt employees are entitled to a 30-minute meal break when they are
scheduled to work 5 hours or more in a day. The meal period will not be included in the
total hours of work per day and is not compensable. Non-exempt employees are to be
completely relieved of all job duties while on meal breaks and must clock out for meal
periods. When an uninterrupted meal period is impractical, the employee shall be
permitted to consume an "on-duty" meal while performing duties. Employees shall be
fully compensated for the "on-duty" meal period without any loss of time or
compensation.

Rest Breaks

Exempt employees, as they are paid a weekly salary regardless of the hours they
work, may schedule breaks as needed, provided they do not interfere with the performance
of their job duties.

Non-exempt employees are permitted a 15-minute rest break when scheduled to
work 4 hours. If non-exempt employees are scheduled to work six hours or more, they are
entitled to two (2) 15-minute breaks. Employees on rest breaks are not required to clock in
and clock out because this time is considered “time worked” and is compensable.

Impermissible Use of Meal Period and/or Rest Breaks

Neither the lunch period nor the rest break(s) may be used to account for an
employee's late arrival or early departure or to cover time off for other purposes—for
example, rest breaks may not be accumulated to extend a meal period, and rest breaks may
not be combined to allow one half-hour long break.

Pregnancy Accommodation Policy

The District will provide reasonable accommodations to perform the essential
functions of the job to an applicant for employment or an employee for health conditions
related to pregnancy or the physical recovery from childbirth, if the applicant or employee
requests the reasonable accommodation, and unless the accommodation would impose an
undue hardship on the District.

Upon an applicant or employee’s request for an accommodation to the Accounting
Director, the District and the applicant or employee will engage in a timely, interactive
process to determine effective, reasonable accommodations for conditions related to
pregnancy, physical recovery from childbirth, or a related condition.

For purposes of this policy, “reasonable accommodations” may include, without
limitation, the provision of more frequent or longer break periods; more frequent restroom,
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food, and water breaks; acquisition or modification of equipment or seating; limitations on
lifting; temporary transfer to a less strenuous or hazardous position if available, with return
to the current position after pregnancy; job restructuring; light duty, if available; assistance
with manual labor; or, under certain circumstances, modified work schedules.

The District will require an employee or applicant to provide a note stating the
necessity of a reasonable accommodation from a licensed health care provider, and may
communicate with the health care provider to assess the appropriateness of any suggested
accommodation, before providing a reasonable accommodation.

The District will not take adverse action against an employee who requests or uses a
reasonable accommodation related to pregnancy, physical recovery from childbirth, or a
related condition.

If an employee believes there has been a violation of this policy, she must report the
matter, in writing, to her direct supervisor or the Accounting Director with whom the
employee feels comfortable. The District expects employees to make a timely complaint,
in writing, to enable the District to investigate and correct any actions that may be in
violation of this policy. The person receiving the complaint will be responsible for
ensuring that an appropriate investigation occurs.

Nursing Mothers Policy

For up to two (2) years following a child’s birth, nursing employees will be
provided with reasonable break time as frequently as needed to express breast milk during
the workday. VRD will provide a private area for nursing employees to express breast
milk, other than a bathroom, that is shielded from view and free from intrusion.
Employees must bring their own cooler or storage container.

Guest Service Policy

All guests of the Vail Recreation District should leave with a memorable and
positive experience. It is up to our employees to create these lasting impressions. It is
important for all representatives of the VRD to practice friendly and accommodating guest
service. As employees, you are representing the VRD and the Vail community. You must
be an ambassador at all times. Our top priority is to provide a safe and enjoyable
experience to all guests who use our facilities. Guests include students, parents,
participants in all programs and all visitors. Guests should be greeted at every opportunity
with a smile and friendly service.

All VRD employees, volunteers and contractors are expected to assist any and all
guest(s) who request information or express concerns. These concerns should be clearly
communicated to management as soon as possible.
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Examples of Excellent Guest Service:

 Greet guest (by name if possible), welcome guest into the program
or facility and make a personal connection. Always say hello and
thank you.

 Provide feedback about a child’s day to the parents at the end of a program or
activity

 Take ownership of a guest’s visit to Vail. Help find answers to questions
regardless of whether the answer can be found within your department or
another VRD department, the Town of Vail or Vail Resorts.

 Develop programming based on the wishes of the guest in line with the goals of
the District.

 Smile and make eye contact with guests/ participants.

 Exceed guest’s expectations.

 If you do not know the answer to a question, find out!

 Be timely, accessible and committed.

 Create first and lasting impressions that are superb.

 Be professional, courteous and responsible. Value customers and participants.

 Provide a world-class experience that is safe, reliable and memorable.

 Follow the “Is there anything else I can do for you?” philosophy.

 Be sincere, courteous and friendly in all interactions with customers and
participants. Communicate respectfully during all interactions.

 Be an ambassador of the Vail Recreation District by living the values, taking
pride in the organization, understanding the mission and interacting with
guests and customers in the same way.

 Own issues and resolve them in a timely manner. Respect and recognize the
diverse needs of the VRD’s customers and participants. Practice patience and
understanding.

Anyone violating the VRD standards of excellent guest service is subject to
disciplinary action, up to and including termination.

EMPLOYEE BENEFITS

Benefits for Variable Hour Employees

Variable Hour Employee may become eligible for limited health, dental, vision, and
life insurance benefits as established by the Board following the Measurement Period. The
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terms and conditions of all group insurance plans offered by the District are subject to
change from time to time at the discretion of the Board. District insurance plans may
require employee contributions as a condition of participation. Required contributions
must be made through payroll deductions.

Benefits for Full-Time, Year-Round, Non-Variable Hour Employees

Except for Variable Hour Employees, all full-time, year-round employees are
eligible to receive the District’s package of benefits as established by the Board. Benefit
eligibility is the first day of the month following 30 days of employment. The terms and
conditions of all group insurance plans offered by the District are subject to change from
time to time at the discretion of the Board. District insurance plans may require employee
contributions as a condition of participation. Required contributions must be made
through payroll deductions.

Benefits currently include:

 Health, Dental, & Vision Insurance – including cost sharing for dependents

 Group Life Insurance

 Complimentary Recreation for employees and dependents (i.e., pre-approved
golf for dependents)

 Survivor’s Income Insurance

 Long-Term and Short-Term Disability Insurance

 Accidental Death and Dismemberment Insurance

 Cafeteria Plan

 Any other benefits as approved by the Board

Specific information as to coverage and any available options is available from the
Accounting Director. Any questions regarding benefits may be addressed to the
Accounting Director.

LEAVE TIME

The District’s leave policies shall be interpreted in a manner consistent with the
Healthy Families and Workplaces Act, as it currently exists or as amended in the future,
and any such amendments are automatically deemed incorporated into this Employee
Handbook to the extent applicable.

Holidays

The VRD recognizes the following eleven (11) paid holidays for all full-time, year-
round employees: Martin Luther King’s Day, President’s Day, Memorial Day,
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Independence Day (July 4), Labor Day, Thanksgiving Day, Day After Thanksgiving,
Christmas Eve, Christmas Day, New Year’s Eve, New Year’s Day.

If a department’s operation/program requires an hourly employee to work on a
designated holiday, the employee will be paid for the holiday plus the time worked
(earning double time for working the holiday). If the holiday falls on a Saturday or
Sunday, the Executive Director and the management staff will decide whether Friday or
Monday will be the day of observance for the holiday.

Vacation

All full-time, year-round employees accumulate paid vacation based on length of
service and hours worked. Salary employees will accumulate paid vacation based on a
standard 40-hour work week.

Years of
Service

Vacation Days per
Year*

Accumulated Hours per Pay Period (26
Pay Periods)

0-3 10(80 Hours) 3.08

4-6 15 (120 Hours) 4.62

7 + 20 (160 Hours) 6.16

*One vacation day is equal to 8 hours

All use of vacation time must be approved in advance by each employee’s
immediate supervisor. Employees may use vacation as it is earned. Employees may carry
over accrued vacation hours from one year to the next subject to the following caps:

Years of Service Maximum Vacation Hour Accrual

0-3 100
4-6 150
7+ 200

When vacation time reaches the applicable maximum accrual cap, it must be used
by the employee or no further vacation time will accrue until some of the accrued hours
are used by the employee. Accruals are monitored each pay period, so that no more than
the maximum number of vacation hours is accrued. Upon termination of employment
from the District, an employee shall be paid their regular hourly rate for all vacation time
accrued and not used as of the last date of the employment.
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Sick Leave - Full-Time, Year-Round Employees

Full-time, year-round employees accumulate eight hours of sick leave per month
beginning on the date of hire and may accumulate a maximum of 1,060 hours of sick
leave. Once an employee reaches the maximum accrual, sick leave will cease to accrue.
The employee will begin to accrue sick leave again at the point when sick leave is taken
and thus reduces the accrued sick leave balance below the maximum. Employees may
carry over accrued sick hours from one year to the next, subject to the maximum accrual
established in this policy.

Paid sick leave may be used if:

 an employee has a mental or physical illness, injury, or health condition that
prevents them from working;

 an employee needs to get preventive medical care, or to get a medical
diagnosis, care, or treatment, of any mental or physical illness, injury, or
health condition;

 an employee needs to care for a family member who has a mental or physical
illness, injury, or health condition, or who needs the sort of care listed in
category (2);

 the employee or the employee’s family member has been a victim of
domestic abuse, sexual assault, or harassment, and the use of leave is to seek
related medical attention, mental health care or other counseling, victim
services (including legal services), or relocation; or

 due to a public health emergency, a public official has ordered the closure of
either (A) the employee’s place of business, or (B) the school or place of care
of the employee’s child, and the employee needs to be absent from work to
care for the child.

Paid sick leave must be used in one-hour increments.

It is your responsibility to notify your supervisor before the start of your shift when
using sick leave. Also, you must let your supervisor know when you expect to return to
work, if known.

If an employee is aware of the need to use sick leave in advance, such as in the case
of a scheduled doctor’s appointment, the sick time must be requested and approved in
advance by the employee’s supervisor. When possible, approval should be obtained at
least two weeks prior to the requested sick time off.

In the event of an absence of four or more consecutive work days, documentation
showing the leave was for a qualifying reason for a specified time period may be required.
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Upon separation from the District, an employee will not be paid for any
accumulated but unused sick time.

Sick Leave – Part-Time and Variable Hour Employees

All part-time and Variable Hour employees accumulate paid sick time at the rate of
1 hour per 30 hours worked, up to 48 hours in a year. Once an employee reaches the
maximum accrual, sick leave time will cease to accrue. The employee will begin to accrue
sick leave again at the point when sick leave is taken and thus reduces the accrued sick
leave balance below the maximum. Unused sick hours will be carried over from year to
year up to 48 hours.

Employees begin accruing sick time upon hire. An employee will not receive extra
pay or extra time off for unused sick time. Paid sick time will not be used in the
calculation of overtime.

Paid sick leave may be used if:

 an employee has a mental or physical illness, injury, or health condition that
prevents them from working;

 an employee needs to get preventive medical care, or to get a medical
diagnosis, care, or treatment, of any mental or physical illness, injury, or
health condition;

 an employee needs to care for a family member who has a mental or physical
illness, injury, or health condition, or who needs the sort of care listed in
category (2);

 the employee or the employee’s family member has been a victim of
domestic abuse, sexual assault, or harassment, and the use of leave is to seek
related medical attention, mental health care or other counseling, victim
services (including legal services), or relocation; or

 due to a public health emergency, a public official has ordered the closure of
either (A) the employee’s place of business, or (B) the school or place of care
of the employee’s child, and the employee needs to be absent from work to
care for the child.

Paid sick leave must be used in one-hour increments.

It is your responsibility to notify your supervisor before the start of your shift when
using sick leave. Also, you must let your supervisor know when you expect to return to
work, if known.

If an employee is aware of the need to use sick leave in advance, such as in the case
of a scheduled doctor’s appointment, the sick time must be requested and approved in



18 | P a g e
{00842514.DOCX / 4 }

advance by the employee’s supervisor. When possible, approval should be obtained at
least two weeks prior to the requested sick time off.

In the event of an absence of four or more consecutive work days, documentation
showing the leave was for a qualifying reason for a specified time period may be required.

Upon separation from the District, an employee will not be paid for any
accumulated but unused sick time.

Public Health Emergency Leave

If a public health emergency is declared, the District will supplement each
employee’s accrued paid sick leave as necessary to ensure that each full-time employee
may take at least 80 hours of paid public health emergency leave and each part-time and
Variable Hour employee may take the greater of either the amount of time the employee is
scheduled to work in a 14-day period, or the amount of time the employee actually works
on average in a 14-day period. An employee’s unused, accrued vacation leave and sick
leave will be counted towards such supplemental public health emergency leave.

For example, if a full-time employee has 20 hours of unused, accrued sick leave, 20
hours of unused, accrued vacation leave, and 10 hours of unused, accrued personal leave
on the date a public health emergency is declared, the District will provide that employee
with an additional 30 hours of public health emergency leave. In contrast, a full-time
employee who has 70 hours of unused, accrued vacation leave and 10 hours of unused,
accrued sick leave at the time a public health emergency is declared would be granted no
supplemental public health emergency leave.

Public health emergency leave (including any unused, accrued vacation leave and
sick leave counted towards an employee’s public health emergency leave) may be used
only for the following purposes:

For the employee to:

 Self-isolate when diagnosed with a communicable illness that is the cause of
a public health emergency;

 Self-isolate when experiencing symptoms of a communicable illness that is
the cause of a public health emergency;

 Seek medical care, diagnosis, or treatment when experiencing symptoms of
a communicable illness that is the cause of the public health emergency; or

 Seek preventative care concerning a communicable illness that is the cause
of the public health emergency.

For the employee to care for a family member who:
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 Is self-isolating when diagnosed with a communicable illness that is the
cause of a public health emergency;

 Is self-isolating when experiencing symptoms of a communicable illness
that is the cause of a public health emergency; or

 Needs medical care, diagnosis or treatment when experiencing symptoms of
a communicable illness that is the cause of the public health emergency.

 If the employee or the employee’s family member’s presence on the job or
in the community would jeopardize the health of others because of exposure
to the communicable illness or because of symptoms of the communicable
illness, regardless of whether the employee or the employee’s family
member has been diagnosed with such illness;

 To care for a child or other family member when the child care provider is
unavailable or if the school or place of care is closed due to the public health
emergency (even if remote instruction is being provided); or

 If the employee is unable to work because of a health condition that may
increase susceptibility to the communicable illness that is the cause of the
public health emergency.

Employees may use public health emergency leave until 4 weeks after the official
termination or suspension of the emergency. Employees are eligible to receive
supplemental public health emergency leave once during the entirety of a public health
emergency, even if the emergency is extended, restated or prolonged.

When the need to use public health emergency leave is foreseeable, employees are
to notify their supervisor as soon as practicable of the need to use it.

Upon termination of employment from the District for any reason, an employee’s
unused, supplemental public health emergency leave time will not be paid to the
employee.

Bereavement

Employees may take up to three days of paid bereavement leave in the event of a
death in the immediate family. The Executive Director retains the right to approve/deny
additional unpaid bereavement leave, and unpaid bereavement leave for other than the
immediate family. For purposes of this policy, “immediate family” shall mean the
employee’s spouse, parent, grandparent, sibling, child, grandchild, legal guardian or a
member of the immediate family of the employee’s spouse or civil union partner. Please
notify your supervisor prior to taking bereavement leave.
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Unpaid Leaves of Absence

Any leave hours requested and authorized for a full-time, year-round employee who
does not have sufficient accrued vacation leave and/or sick leave shall be unpaid hours of
leave. Unpaid leave is subject to advance approval of the Executive Director or the
President of the Board in the case of a request from the Executive Director. Employees
may be granted unpaid leave on such terms and conditions as may be permitted by the
District in its discretion.

Employees shall not earn any vacation or sick leave for any pay period for which
they are on unpaid leave of absence for more than fifty percent (50%) of the pay period
(no prorating of vacation/sick leave will be allowed). Employees on unpaid leave are
eligible to receive group insurance benefits, if any, upon their timely payment of
appropriate premiums.

The unpaid leave policy is intended to provide extra days of leave for unforeseen
medical or family emergencies, and is not intended to be a means to request additional
vacation days. The District will not tolerate abuse of the unpaid leave policy.

Family and Medical Leave

Employees may be eligible for up to twelve weeks of unpaid leave under the Family
and Medical Leave Act (FMLA). To qualify for such leave, an employee must have
worked at least 1,250 hours for the VRD during the twelve months preceding the
beginning of the leave and the VRD must employ at least 50 people at the time of the
leave. FMLA leave ordinarily is available for the following reasons:

 Because of the birth of a son or daughter of the employee and in order to care for
such son or daughter;

 Because of the placement of a son or daughter with the employee for adoption or
foster care;

 In order to care for the spouse, son, daughter, or parent, of the employee, if such
spouse, son, daughter, or parent has a serious health condition; or

 Because of a serious health condition that makes the employee unable to perform
the functions of his or her position.

 Because of a qualifying exigency arising out of the fact that the employee’s
spouse, son, daughter or parent is a covered military member. For purposes of
this policy, “covered military member” means a member of the National Guard or
reserve forces or a retired member of the Armed Forces or reserve forces who is
on active duty or has been notified of an impending call or order to active duty.
Any of the following are considered a “qualifying exigency,” as long as they arise
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from the covered military member’s call or notice of an impending call to active
duty:

o Short-notice deployment (if a covered military member is notified of an
impending call or order to active duty seven (7) or fewer calendar days prior
to the date of deployment, the employee may take leave during that 7-day
period to address any issues arising from the call or order); or

o Military events and related activities (to attend an official ceremony, program
or event sponsored by the military or to attend family support or assistance
programs and informational briefings); or

o Childcare and school activities (with respect to the child of the covered
military member, to arrange a change to existing childcare, to provide
childcare on an urgent, immediate need basis, to enroll in or transfer to a new
school or day care facility when necessary due to the call to active duty status,
and to meet with school or day care staff);

o Financial and legal arrangements (to make or update such arrangements to
address the covered military member’s absence); or

o Counseling; or

o Rest and recuperation (to spend up to five (5) days in each instance with a
covered military member who is on short-term, temporary rest and
recuperation leave during deployment);

o Post-deployment activities (to attend official military events, such as arrival
ceremonies and reintegration briefings, during the 90-day period following
termination of active duty status, or to address issues related to the death of
the covered service member); or

o Additional activities arising from the call to active duty, as long as the District
and the employee agree that the activity is a “qualifying exigency” and agree
to the timing and duration of the leave.

o Because of a serious injury or illness incurred in the line of duty of
employee’s spouse, son, daughter, parent, or next of kin who is a current
member of the Armed Forces, including a member of the National Guard or
Reserves (“Military Caregiver Leave”). Employees taking Military Caregiver
Leave may take up to twenty-six (26) weeks of leave during a single twelve-
month period to care for a covered servicemember with a serious illness
incurred in the line of duty on active duty. Military Caregiver Leave may not
be taken to care for former service-members on the permanent disability
retired list. For purposes of this policy, the term “FMLA leave” means
Military Caregiver Leave and all other types of Family and Medical Leave.

The amount of FMLA leave available will be determined based on a “rolling”
twelve-month period, meaning that the amount of leave available to an eligible employee
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at any given time is twelve weeks (or twenty-six weeks in the case of Military Caregiver
Leave) less the amount of FMLA leave used during the preceding twelve months. The
total leave taken for any purpose during a single twelve-month period may not exceed
twenty-six (26) weeks, regardless of whether an employee is eligible for Military
Caregiver Leave and another type of Family and Medical Leave in the same twelve-month
period.

Spouses who both are employed by the VRD ordinarily will be limited to an
aggregate of twelve weeks leave (or twenty-six weeks in the case of Military Caregiver
Leave) on account of the birth or placement of a son or daughter or to care for a sick
parent.

Employees who intend to use FMLA leave must give at least thirty days’ notice
when circumstances permit. When advance notice is not possible, an employee needing
leave must call his or her supervisor to report an absence from work, as practicable.

The VRD may require a complete and sufficient medical certification to support the
need for leave due to the employee’s serious health condition or the serious health
condition of the employee’s spouse, son or daughter, or parent. The VRD may request a
new medical certification each leave year for serious health conditions that last longer than
one year (e.g., ongoing, intermittent leave). The VRD may require a second opinion at
VRD expense from a VRD-designated physician, as a condition to approval of such leave.
An employee’s failure to provide a complete and sufficient medical certification may
result in denial of leave.

Employees taking FMLA leave are required to use their accrued sick and vacation
leave while out on their leave. Employees shall be on paid leave while they are using
accrued vacation and sick leave. After all accrued vacation and sick leave is used, FMLA
or Military Caregiver Leave shall be unpaid.

Any employee taking FMLA leave shall be provided health insurance benefits upon
the same terms and conditions as if the employee had continued to work during the time
on leave. Employees taking FMLA leave shall be responsible for employee contributions
for such benefits throughout the time of the leave. Failure to make employee contribution
may result in lapse of health insurance.

If an employee fails to return from FMLA leave for reasons other than the
continuation, recurrence or onset of a serious health condition or other FMLA-eligible
circumstance, or from Military Caregiver Leave, the VRD shall be entitled to
reimbursement for the cost of providing such benefits and the employee’s right to
reinstatement and continued benefits shall be terminated.

At the end of an approved FMLA leave, the VRD will return the employee to the
same or an equivalent position with no loss of benefits. If an employee takes FMLA leave
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due to the employee’s own serious health condition, a return-to-work certification from an
appropriate health care provider may be required. Failure to provide such certification may
result in denial of reinstatement.

Jury Duty/Court Time

Any employee who is summoned for jury duty or subpoenaed in connection with
his or her employment during regularly scheduled work time will be compensated for
scheduled hours. The District will pay employees who are called to jury duty $50 per day
for the first three days of service. A copy of the subpoena or order requiring such duty
must be submitted with a leave request in order for such compensation to be paid.

Voting

Any employee whose work schedule is such that polls are not open during at least
three (3) non-working hours before or after work on election day shall be permitted paid
leave for the purpose of voting, not to exceed two (2) hours. Voting leave must be
requested and approved by the employee’s supervisor no later than the day prior to
Election Day. The District may specify the hours during which the employee may be
absent, but the hours shall be at the beginning or end of the work shift, if the employee so
requests.

Military Leave

Employees who are members of the National Guard or Reserve Forces are entitled
to paid military leave without loss of pay, benefits, or status for up to fifteen (15) working
days each calendar year while they are engaged in training or other service under orders.
Any employee who is required to continue in military service beyond the time allowed for
military leave shall be afforded leave without pay for the duration of his or her service and
shall be reinstated to full employment rights upon separation from military service as
required by law, provided he or she reports to the District for work within fifteen (15) days
from such separation.

Employees on military leave are paid the difference between their regular straight
time pay and the pay received for military service for up to ten (10) working days per
calendar year. To receive such pay, an employee must provide a military pay statement
verifying the amount received by him or her for military service. Accrued vacation leave
may be used for any unpaid portion of an employee’s military leave.

When circumstances permit, employees taking military leave shall submit a written
request for leave at least thirty (30) days in advance of the time they are scheduled for
active duty or training.
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EMPLOYEE CONDUCT
General Rules of Conduct

The District expects all of its employees to act in the best interests of the District
and its constituents. It is the responsibility of all employees to observe all rules, policies,
operating procedures and directives of the District. The District further expects that each
of its employees will use common sense and good judgment at all times and behave with
courtesy and respect toward other employees, contractors, the Board, vendors and
members of the public. Specific rules of procedure or conduct adopted by the District or
described in these policies are not meant to be all inclusive, but rather address some
common and serious potential problems.

Employment of Relatives

The District ordinarily will not employ close relatives or intimate acquaintances
under circumstances where:

 One would directly or indirectly exercise supervisory appointment or dismissal
authority over the other;

 One would directly or indirectly have authority over disciplinary actions as to the
other;

 One would audit, verify, receive, or be entrusted with money received or handled
by the other in the course of employment; or

 One would have access to the employer’s confidential information, including
payroll and personnel records; or

 One would be employed during a time a close relative was a current member of
the Board of the District.

For purposes of this policy, a close relative includes a spouse or significant other,
parent, child, brother, sister, and in-laws (brother-, sister-, mother-, father, son-, daughter-
in law).

When employees of the District become related and their working relationship is
prohibited by this policy, it is their responsibility to inform and Executive Director. In
such case, one employee will be required to transfer to another position, provided a
position is available, or resign. If neither affected employee voluntarily transfers or
resigns, the District shall terminate or transfer one of the employees, at its discretion.

EEO/Anti-Harassment Policy; Procedure for Reporting

The District expects its employees to conduct themselves in an appropriate,
respectful manner at all times. The District prohibits all unlawful discrimination and
harassment of any kind, by any person for any reason on the basis of race, creed, color,
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sex, age, national origin, ancestry, genetic information, disability, religion, sexual
orientation, sexual preference, gender identity or expression, marital or military status,
pregnancy, childbirth and related medical conditions, political affiliation or any other
status protected by federal or state law. This policy applies to all forms of communication,
including but not limited to social media. This policy applies to employees, including
managers, supervisors, co-workers, and non-employees such as customers, clients,
vendors, consultants, etc.

Definition of Harassment: Unlawful harassment includes verbal or physical
conduct which has the purpose or effect of substantially interfering with an individual’s
work performance or creating an intimidating, hostile, or offensive work environment.

Definition of Sexual Harassment: Sexual harassment deserves special definition,
although all of the described forms of harassment are prohibited and shall be dealt with
according to the procedures established in this policy. Sexual harassment is defined as
unwelcome sexual advances, requests for sexual favors (with or without accompanying
promises), or other verbal or physical conduct of a sexual nature, when:

 Submission to such conduct is made explicitly or implicitly a term or condition of
employment; or

 Submission to or rejection of such conduct is used as the basis for decisions
affecting an individual’s employment; or

 Such conduct has the purpose or effect of substantially interfering with an
individual’s work performance or creating an intimidating, hostile, or offensive
work environment.

Examples of conduct that may violate this policy include, but are not limited to:
lewd or sexually suggestive comments, language or jokes of a sexual nature, gossiping or
questions about another’s sex life, repeated unwanted requests for dates or sexual favors,
slurs or other verbal, graphic or physical conduct relating to an individual’s sex, display of
sexually explicit pictures, greeting cards, articles, books, magazines, photos or cartoons, or
physical gestures and other nonverbal behavior, such as unwelcome touching, grabbing,
brushing up against another’s body, or other similar physical conduct.

Any employee who has a complaint of harassment at work by anyone, including
supervisors, coworkers, visitors, clients or customers, must report such incidents, in
writing, to his or her direct supervisor or any other manager or Board member with whom
the employee feels comfortable. The person receiving the complaint will be responsible
for ensuring that an appropriate investigation into the complaint occurs, either by the
individual who receives the complaint if that person is capable of investigating the matter,
the Board of Directors, the Executive Director, or a third-party investigator hired for the
purpose of conducting an investigation.
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Harassment complaints will be kept confidential to the extent possible, given the
need for a complete and fair investigation, but the VRD cannot guarantee complete
anonymity or confidentiality of the information included in the complaint.

If the District determines that an employee’s behavior is in violation of this policy,
disciplinary action will be taken, up to and including termination of employment. The
District will endeavor to report the status of the investigation to the complaining employee
upon closure of any investigation, but the District will not provide a detailed report to the
employee, nor is the employee entitled to such reporting.

The District prohibits retaliation against any employee for filing a complaint under
this policy or for assisting in a complaint investigation. If an employee believes there has
been a violation of this retaliation policy, he or she must follow the complaint procedure
contained in the harassment policy.

Conflict of Interests

Employees are expected to place the best interests of the VRD and its constituents
above their personal business interests. The VRD recognizes the right of employees to
engage in activities outside their employment which are of a private nature and unrelated
to our business. However, an employee shall not:

 Engage in a substantial financial transaction for private business purposes with
another employee whom he or she supervises;

 Take any official action that directly and substantially confers an economic
benefit on a business or other undertaking in which he or she has a substantial
financial interest;

 Disclose or use confidential information acquired in the course of his or her
official duties to substantially further his or her personal financial interests; or

 Accept a gift of substantial value or a substantial economic benefit which might
tend to improperly influence him or her in the discharge of his or her
responsibilities, or which could be construed as a reward for action taken in the
course of official duties.

Off-Duty Conduct

The District reserves the right to take appropriate action in response to off-duty
conduct of employees which affects job performance, impairs working relationships or has
a negative impact on the District’s ability to perform its functions, including but not
limited to off-duty use of marijuana for recreational or medical purposes.
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Alcohol, Drugs and Drug Testing; Drug-Free Workplace

It is expected that all employees will assist in maintaining a work environment free
from the effects of alcohol, drugs or other intoxicating substances. Compliance with this
substance abuse policy is made a condition of employment.

Employees are prohibited from the following when reporting for work, while on the
job, on Vail Recreation District premises, or in any vehicle used for District business:

 The use, possession, transportation, manufacture, sale, dispensation or other
distribution of an illegal, controlled or federally-illegal substance (including
marijuana) or drug paraphernalia;

 The use, possession, transportation, manufacture, sale, dispensation or other
distribution of alcohol, except as required in work-related duties (i.e., bartenders,
attendance at events or receptions sponsored by or on behalf of VRD); and

 Being under the influence of alcohol or having a detectable amount of an illegal,
controlled or federally-illegal substance in the blood or urine (“controlled
substance” means a drug or other substance as defined in applicable federal laws).

Any employee violating these prohibitions will be subject to disciplinary action up
to and including termination.

In addition, employees are expected to know the effects on performance of any
legally-obtained over-the-counter or prescription drug that the employee may be using or
possessing. If an employee believes, or a supervisor discovers, that a legally-obtained
over-the-counter or prescription drug is impairing the employee’s ability to safely and
effectively perform his or her job, the employee shall notify his or her supervisor of this
fact and shall immediately discontinue work until such time as the employee can safely
and effectively perform his or her job. If the employee needs to leave the work site, sick
time may be used for this purpose.

At any off-duty employee social functions which may be sponsored by VRD where
alcohol is provided, it is expected that any consumption of alcohol will not adversely
affect the employee’s job performance or ability to adhere to the policies set forth in this
Handbook or cause harm to the VRD’s image or relationship with other employees or the
public.

Any employee convicted under any criminal drug statute for a violation occurring
while on the job, on VRD premises, or in any vehicle used for District business must
notify the Accounting Director no later than 5 days after such a conviction. A conviction
includes any finding of guilt or plea of no contest and/or imposition of a fine, jail sentence,
or other penalty.
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The VRD reserves the right to require any employee to undergo a drug and/or
alcohol test upon reasonable suspicion by management that an employee has violated this
policy and after any accident involving any safety-sensitive function in which the cause is
not readily apparent or for which the employee is at fault.

Computer and Internet Use

The District utilizes an organization-wide computer system to more effectively and
efficiently communicate and maintain information necessary to the operations of the
District. This system, as well as all related software, hardware, and peripherals are the
property of the District and are provided to employees subject to the following terms of
use.

 All computer users have the responsibility to use these resources in a professional,
ethical, and lawful manner.

 Only official licensed software may be used on the District’s computer systems.
No personal software may be loaded onto the system or an individual computer
without the express authorization of the Director or its designee. An employee
may be held liable for any damage to the system due to an employee loading
personal software on to the system or otherwise causing intentional damage to the
system.

 Employees may not copy and/or distribute any District-owned software. District-
owned software is available solely for District business purposes.

 The District reserves the right to review, audit, access and disclose all information
and contents of any individual computer, voicemail, information systems or
telecommunications system.

 The District computers, including any employee internet access there from, are
primarily for District use to assist employees in the performance of their jobs.
However, the District recognizes that employees may utilize District computers
and/or the internet on a limited, occasional, or incidental basis for personal
purposes, so long as such use does not negatively affect the systems’ use for
District purposes or negatively impact the employee’s ability to effectively and
efficiently perform his or her job functions. Employees are expected to
demonstrate a sense of responsibility and to not abuse this privilege. Abuse of this
privilege shall include spending undue amounts of time on personal business,
violating any of the “prohibited communications” policies of the District, or
otherwise using the District’s electronic media for purposes which negatively
impact the District.

 Employees should not assume that any computer files or Internet transactions,
including history, cookies, documents, or other electronic “footprints” stored on
District computers are confidential. The District reserves the right, in its sole
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discretion, to review any employee’s electronic files and messages to the extent
necessary to ensure electronic media and services are being used in compliance
with the law, this policy and other District policies. Employees should have no
expectation of privacy in the District’s computer system.

Electronic Mail

The District maintains an electronic mail system that is provided by the District to
assist its employees in the conduct of District business. The electronic mail system
hardware and any and all messages composed, sent, or received on the electronic mail
system are and remain the property of the District and are not the private property of any
employee. District employees may utilize the District E-mail system subject to the
following terms of use:

 The use of the District e-mail system is reserved for District business only.

 Users of District e-mail systems are responsible for their appropriate use. All
illegal and improper uses of the e-mail system, including but not limited to
pornography, obscenity, harassment, solicitation, gambling and violating
copyright or intellectual property rights are prohibited. Use of the e-mail system
for which the District will incur an expense without express permission of a
supervisor is prohibited.

 Employees understand that all e-mail messages sent to or from District computers
may be considered public records of the District and subject to public disclosure
under the Colorado Open Records Act. The District has the right to review, audit,
intercept, access and disclose all messages created, received or sent over the
electronic mail system for any purpose without the permission of, or notice to, the
employee.

 The confidentiality of any message should not be assumed. Even when a message
is “deleted,” it is still possible to retrieve and read that message. Unauthorized
passwords or other personal methods to “lock” District electronic media are not
permitted. Employees should have no expectation of privacy in their email
communications.

 Notwithstanding the right of the District to retrieve and access any electronic mail
messages, such messages should be treated as confidential by other employees
and accessed only by the intended recipient.

Social Media Policy

This policy is intended to minimize the risk of propagation of slanderous or
unprofessional content that could impair the public’s trust in the District or lead to legal
claims. It is not intended to restrict communications protected by state or federal law.
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While personal off-duty use of social media is generally not of concern to the
District, employees are reminded to use common sense when using social media to
express ideas related to the District, its personnel, or the employee’s position with the
District. The District’s Equal Employment Opportunity policy and Anti-Harassment
policy extends to social media.

Employees are prohibited from doing any of the following on social media unless
otherwise protected by state or federal law:

 Disclosing confidential information regarding the VRD or its customers;

 Making defamatory comments about the VRD, employees, or customers; and

 Making comments or discriminatory references that would violate VRD policy if
made in the workplace (e.g., comments that violate the Anti-Harassment Policy).

In addition, the following actions are prohibited during paid working hours:

 Using social networking sites to conduct personal or non-District business.

 Browsing social networking sites for non-District business on District time.

 Reading e-mail alerts regarding personal social networking account activity or
using VRD e-mail to correspond with personal social networking contacts.

 Updating information, uploading photos or otherwise engaging with one’s own,
personal social networking profile for non-business purposes.

 Micro-blogging for a non-business purpose on a social networking site throughout
the day, whether it is on a District-provided computer or a personal PDA/smart
phone device.

Attendance Standards

Punctuality and regular attendance are essential to the successful operation of the
VRD. Employees are expected to maintain a good attendance record and to report
promptly for work, ready to work, in accordance with business hours or shift schedules.
Persistent tardiness is not permitted.

If you will arrive late or leave early, you must notify your supervisor verbally, in
writing, or electronically (for example, text message or email) before your starting time or
before you leave. In your supervisor’s absence, you must notify your supervisor’s
supervisor or a designated point of contact before your starting time.

Incidences of unauthorized absences that do not qualify for Sick Leave or Public
Health Emergency Leave may be charged against an employee’s accrued vacation leave
or, if the employee does not have any paid vacation leave available, then as leave without
pay, or may otherwise serve as the basis for disciplinary action.
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If you fail to notify your supervisor when you are unable to come into work, we will
presume you have resigned after three (3) days of consecutive absences without notice and
you will be removed from the payroll.

Dress Code/ Appearance

As an employee of the Vail Recreation District, you represent the District to the
outside community, and it is important that we consistently appear professional.
Workplace attire and grooming must be neat, clean and appropriate for the work being
performed and the setting in which the work is performed. However, certain staff may be
required to meet special dress, grooming and hygiene standards, such as wearing uniforms,
nametags, or protective clothing, depending on the nature of their job duties and their
department. Employees should consult with their supervisor for any specific workplace
attire and grooming guidelines for their department.

The following may be considered inappropriate for the VRD workplace:

 Ripped, frayed, disheveled or unclean clothing

 Clothing that has words, terms, or pictures that may be offensive to other
employees or patrons

 Tight or revealing clothing

 Piercings other than in the ears, such as eyebrows, lips, tongue or gauge holes
in the ears. Management may ask that a piece of jewelry be removed during
your working hours.

Any staff member who does not meet the attire or grooming standards set by his or
her department will be required to take corrective action, for example leaving the premises
to change clothing. Hourly-paid staff will not be compensated for any work time missed
because of failure to comply with designated dress code/appearance standards. Supervisors
and the Executive Director reserve the right to determine whether an employee’s dress and
appearance are in compliance with this policy.

The VRD recognizes the importance of individually held religious beliefs. The
VRD will reasonably accommodate an employee’s religious beliefs in terms of workplace
attire unless the accommodation creates an undue hardship. Requests for workplace attire
accommodation based on religious beliefs should be submitted in writing to the
Accounting Director.

No Smoking Policy

Smoking and other use of tobacco products, such as e-cigarettes and chewing
tobacco, is prohibited in all VRD facilities and within 15 feet of any public entrance into a
VRD facility, in VRD vehicles, where posted, and while operating motorized equipment
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in the performance of job duties. This policy applies to all employees, volunteers, and
visitors while on the District premises.

Vehicle Usage and Safety

District vehicles may be used only for the purpose of conducting District business.
Only authorized and qualified District employees may operate District vehicles. Vehicle
operators shall be responsible for the condition and proper use of the vehicles.

Employees driving District vehicles must abide by all State and Federal laws,
including wearing seat belts at all times. Employees are expected to drive safely and
responsibly at all times. Speaking on a cell phone (unless it is “hands-free”) or texting
while driving is strictly prohibited, except public safety agencies may be called in the
event of an emergency. Smoking and other use of tobacco products in a District vehicle is
also prohibited. Individual departments may impose additional requirements regarding the
use of District vehicles.

If an employee is involved in an accident while operating a District vehicle and
there is an injury or property damage, the employee must immediately notify his or her
supervisor. All accidents will be investigated and, if the employee is found to be negligent,
appropriate disciplinary action may be taken. Employee drivers are personally responsible
for any traffic or parking fines and violations they receive, as well as any liability that
arises from the unauthorized use of a District vehicle. Post-accident drug and alcohol
testing may be required pursuant to the District’s Alcohol, Drugs and Drug Testing policy.

Employee drivers must notify their supervisor and the Accounting Director within
72 hours of receiving any motor vehicle moving violation and within 24 hours of having
your driver’s license or auto insurance revoked or suspended for any reason.

Discipline

It is the responsibility of all employees to observe and follow the District’s policies,
procedures and regulations, which are necessary for the proper operation of District
functions and to ensure continuing recreation services. The District, through its Board,
management and supervisors, retains the right to take any disciplinary action it deems
appropriate in any given circumstance, up to and including termination. Whether an
employee’s performance, conduct, or behavior warrants disciplinary action is within the
District’s discretion.

Any violation of any District policy, or any behavior by an employee that reflects
poorly on the District, or evidences poor judgment or lack of common sense, may result
in, but shall not be limited to, one or more of the following forms of disciplinary action:
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 A verbal warning or reprimand, which may be accompanied by a written notation
in the supervisory record or in the employee’s personnel file.

 A written reprimand, signed by the employee’s supervisor and acknowledged by
the employee. Written reprimands are intended to be placed in the reprimanded
employee’s personnel file. Employees may provide written explanations or
responses to reprimands for placement in their personnel file.

 A suspension without pay, which shall be accompanied by a written statement,
signed by the employee and his or her supervisor, setting forth the fact of the
suspension, the reason for the suspension, and the duration of the suspension.

 A demotion, which must be reflected by a written statement placed in the
employee’s personnel file stating that the demotion was for disciplinary purposes
and setting forth the reason for the discipline.

 Termination.

The level of discipline to be imposed for the infraction shall be that which the
District, through its Board, managers, or supervisors, deems appropriate under the
circumstances. Any use by the District of progressive disciplinary action shall not be
deemed a waiver of the District’s right to terminate an employee at any time, in its sole
discretion, without prior disciplinary counseling or notice.

Nothing in this Handbook or any other District policy is intended to:

 Modify the District’s “at-will” employment policy.

 Promise or create any expectation that an employee will be assured of any
particular form of disciplinary action, such as warnings, notice, or any form of
progressive discipline, prior to discharge.

Reporting Accidents/Workers’ Compensation

All employees are to perform duties in a safe and careful manner with particular
attention to the safety procedures for their specific department. If at any time an employee
feels that the District is engaging in unsafe work practices, the employee’s supervisor or
the Accounting Director should be alerted immediately.

Any employment-related accident involving any injury or property damage
whatsoever must be reported to the supervisor of each employee involved in or witnessing
the accident. Such report shall be made immediately or at the earliest practicable
time, but no later than seventy-two (72) hours following the accident. Employees
shall cooperate in a timely manner with written reports, forms and other requests required
by the supervisor, the Board or its agents, insurance companies, or other authorities.

Employees are covered for employment-related injury or illness by the Colorado
Worker’s Compensation Act. Under the Act, an employee may receive benefits for
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missing work as a result of an employment-related injury or illness. Delay in reporting a
work-related injury or illness may result in a reduction of benefits under the Act.

SEPARATION FROM EMPLOYMENT

An employee may separate from employment by disciplinary termination,
discharge, resignation, or retirement. The District also reserves the right to lay off
employees for reasons of efficiency, economy, lack of work, or for such other reason as
the Board deems sufficient.

In order to leave the District in good standing, employees who desires to end their
employment relationship with the VRD are asked to give a minimum of two weeks’
notice, except exempt employees, who are asked to give at least three weeks’ notice. An
employee who resigns in good standing may reapply for employment with the District, but
shall not be entitled to any preference for re-employment. Failure to give adequate notice
may result in an ineligible rehire status.

Employees shall receive their final paycheck on the next regular payday following
the last day of employment. The final paycheck will include payment for the employee’s
accrued but unused vacation leave, up to the maximum allowed accrual, and all time
actually worked, up to and including his/her last day. Accrued paid leave time (vacation,
sick and holiday) cannot be used to extend the employee’s termination date. The
employee’s termination date will be the last day worked.

Return of District Property/Payroll Deduction

Employees terminating their employment will be required to turn in all keys,
uniforms, VRD material or equipment, tools, ID cards, recreation passes and any other
VRD property in the employee’s possession on the last day of employment.

Rehire Status

Employees who are terminated for disciplinary reasons shall not be eligible for
rehire. Employees who are laid off, resign, or retire may be eligible for re-employment,
but shall not have preferential rights to re-employment.

MISCELLANEOUS POLICIES

Service Animals and Pet Dogs

Approved service animals are permitted as a reasonable accommodation to an
individual with a disability under the Americans with Disabilities Act (ADA) and/or
similar state law. Employees requesting accommodation for a disability that includes a
service animal must contact the Accounting Director.
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In addition, employees may bring their pet dog to their worksite (except in
programming areas), provided that the dog is supervised and does not cause disruption to
the workplace. If the frequency, length or nature of such dog visits becomes problematic,
the employee will be advised of the situation and will be expected to take corrective
action.

Employees are responsible for the care of their service animal or pet dog and will be
responsible for any property damage and/or personal injuries caused in whole or in part by
such animal.

Owners of service animals and pet dogs must:

 Maintain control of the animal through the use of a leash, harness, tether,
office gate, or voice, signal, or other effective controls.

 Ensure the animal is not aggressive, disruptive, or does not otherwise interfere
with the work performed by others.

 Ensure that the animal is pest free and in compliance with all vaccination and
licensing requirements.

 Dispose of the animal’s waste in a sanitary manner. Solid waste must be
disposed of in outside trash containers.

A service animal or pet dog may be excluded from District property or certain
restricted areas if it poses a direct threat to the health or safety of others, interferes with
business operations, is unduly disruptive, or the owner does not comply with the owner
responsibilities set forth in this guideline.

Employees with any medical condition affected by animals (e.g., respiratory
diseases, asthma, allergies) should contact the Accounting Director so those concerns can
be addressed appropriately.

Employee Problem-Solving/Open-Door Policy

Problems, misunderstandings and frustrations may arise in the workplace, and it is
important that employees know how to raise such concerns so they can be addressed
quickly and effectively. Unless otherwise provided in this Handbook (for example, in the
Anti-Harassment Policy), employees must follow the procedures below for addressing
workplace concerns and complaints:

Step 1: Discuss with Supervisor

An employee should attempt to first resolve the matter with his or her immediate
supervisor. If the concern involves the employee’s supervisor, the employee should
schedule an appointment with his or her supervisor’s supervisor to discuss the concern.
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Step 2: Discuss with the Accounting Director

If Step 1 does not settle the issue, the employee or the supervisor may request a
meeting with the Accounting Director. The HR manager will work to resolve any issues
that arise, which may include calling a meeting with the parties directly involved to
facilitate a resolution and gathering further information from involved parties.

Step 3: Discuss with Executive Director

If Step 2 does not settle the issue, the employee or the Accounting Director
may request a meeting with the Executive Director, who will make a final decision
on how the matter should be resolved or addressed. Employees should realize that
the Director is responsible for the final decision on all personnel issues. Such matters
are not within the Board’s scope of responsibility.
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Acknowledgment of Understanding and Receipt of Vail Recreation

District Employee Handbook

I have received a copy of the foregoing Vail Recreation District Employee
Handbook. I have read, understand, and agree to comply with the policies, rules, and
conditions of my employment set forth therein. I have read and understand the Notice to
Seasonal/Temporary Employees contained in this Handbook, if applicable.

I understand this Handbook is not intended to cover every situation which may arise
during my employment, but is simply a general guide to the goals, policies, practices,
benefits and expectations of the District. I was given an opportunity to ask questions
about the Handbook, and I understand that I can ask questions if I do not understand any
of its contents at any time.

I understand that the District may bypass discipline policies in its sole discretion. I
understand that the Employee Handbook is not a contract of employment or a promise of
employment for any length of time or under any particular conditions. I understand that
my employment with the District is “at will,” and that my employment with the District
may be terminated by myself or the District at any time. I understand that no employee or
agent of the District, other than the Board, has the authority to offer me employment for
any length of time or under any particular conditions, and that such an offer must be in
writing and signed by the President of the Board. I understand that I have no expectation
of privacy when I use any of the District’s telephones, computers, lockers, desks, or other
equipment or property.

This Handbook and the policies contained herein supersede any and all prior
practices, oral or written representations, or statements regarding the terms and conditions
of your employment with VRD. By distributing this Handbook, VRD expressly revokes
any and all previous policies and procedures which are inconsistent with those contained
herein.

I understand that, except for employment at-will status, any and all policies and
practices may be changed at any time by the VRD, and the District reserves the right to
change my hours, wages and working conditions at any time. All such changes will be
communicated through official notices, and I understand that revised information may
supersede, modify or eliminate existing policies. Only the Board has the ability to adopt
any revisions to the policies in this Handbook.

Signature of Employee: ___________________________ Date: __________

Print Name of Employee: _________________________ Date: ___________
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WHO WE ARE AND HANDBOOK GUIDELINES 
 

Who We Are 

The Vail Park & Recreation District (“VRD” or “District”) is a quasi-municipal 

corporation and political subdivision of the State of Colorado organized under the 

Colorado Special District Act with powers to provide park and recreation services to 

inhabitants and visitors of the District. The VRD strives to provide first-rate, professional 

and courteous service to those using VRD facilities while fostering the advancement of its 

paid staff consistent with this overall commitment to service. 

Mission Statement 

VRD is dedicated to offering diverse and exceptional recreation opportunities that 

enhance the physical, social and emotional well-being of Vail’s residents and guests. 

Purpose and Scope of This Handbook 

This Handbook is intended to inform employees of the VRD’s general policies on 

several of the basic, employment-related subjects. They are not all inclusive, but are an 

overall view of those general topics most likely to be of interest or concern to employees 

in the course of ordinary, day-to-day operations of the VRD. 

Important -This Handbook is Not A Contract 

This handbook does not represent a contract. The policies described are basic 

parameters and summaries of how VRD may deal with matters involving its personnel. 

The VRD reserves the right to change or rescind these policies at any time, as well as the 

right to determine their meaning, purpose and effect. The VRD also reserves the right, at 

its sole discretion, to determine whether and to what extent these policies should be 

applied in any given circumstances. 

Employment-At-Will 

Employment with the VRD is “at will.” Any employee may resign at any time for 

any reason, just as any employee may be terminated with or without cause, a statement of 

reasons, a hearing, or a right to an appeal. Nothing in the Handbook is intended to modify 

the District’s at-will employment policy. 

Authority of the Executive Director 

The VRD Board of Directors has delegated the final responsibility and authority for 

implementation and administration of the policies set forth in this Handbook to the 

Executive Director. As such, employment and personnel concerns should be addressed to 
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the Executive Director and not the Board of Directors, except as specifically provided in 

this Handbook. 

Acknowledgment of the Employee Handbook 

Copies of the Employee Handbook will be distributed to all supervisors and 

employees. All employees must turn in a signed copy of the Employee Handbook 

Acknowledgement Form upon request. 

Board of Directors 

The Vail Recreation District Board of Directors (the “Board”), a five-member panel, 

sets the policies for the District. Ultimate responsibility for operation of the District is 

vested in the Board. The Board retains the right to operate consistent with its legal 

authority, including, but not limited to, the right to set policy, procedures and to direct the 

work of employees; hire, promote, classify, evaluate, train, and retain employees in 

positions with the District; demote, suspend, terminate, or otherwise discipline employees; 

transfer, assign and schedule employees; lay off employees; determine and implement the 

methods, equipment, facilities, personnel, and other means by which District operations 

are to be conducted; take steps it deems necessary to maintain the efficiency and safety of 

operations; determine the budget of the District; determine the level of any activity or 

service provided by the District; and determine planning or staffing levels.   

The Board may exercise its authority through subordinate managerial employees, 

such as the Executive Director, as directed or designated by the Board. 

The Board reserves the right to interpret, adopt, amend, or rescind any policy, 

procedure, or benefit at any time without notice to employees. 
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VRD FACILITIES 
 

Vail Golf Club 

1775 Sunburst Drive 

Vail, Colorado 81657 

479-2260 

 

* 18-hole course, Open to Public 

* Driving Range 

* Pro Shop 

* Golf Course Restaurant 

Vail Tennis Center 

700 South Frontage Road East 

Vail, Colorado 81657 

479-2294 

 

* 12 total courts 

* 8 clay courts at Ford Park 

* 2 hard courts at Gold Peak 

* 2 hard courts at Booth Falls 

Sports Branch 

700 South Frontage Road East 

Vail, Colorado 81657 

479-2280 

* Softball: 3 fields at Ford Park 

* Football/Soccer: 1 field at Ford Park and 1 

   field at Red Sandstone 

* Volleyball: outdoor sand courts at Ford Park 

* Red Sandstone Gym located at Red Sandstone 

   Elementary – 479-2288 

Gymnastics Center 

545 South Frontage Road West 

Vail, Colorado 81657 

479-2287 

 

 

* Gymnastic Center: Located next to Red 

   Sandstone Elementary 

Vail Golf Club/Nordic 

Center 

1775 Sunburst Drive 

Vail, Colorado 81657 

479-2260 

 

* Summer: Vail Nature Center 

* Winter: Vail Nordic Center 

 

Community Programming 

395 East Lionshead 

Vail, Colorado 81657 

479-2292 

* Community Programming/Imagination Station 

* Camp Vail, Kidzone Unlimited: Red  

   Sandstone Elementary School Gym – 479-2288 

* Camp Eco Fun: Golden Peak 

 

Dobson Ice Arena 

321 E. Lionshead Circle 

Vail, Colorado 81657 

 

* Dobson Ice Arena 

* Special Events 

Administrative Offices 

700 South Frontage Road East 

Vail, Colorado 81657 

* Director, Finance, Sports, Marketing Facilities, 

   and Park Maintenance 
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EMPLOYMENT POLICIES 
 

Equal Employment Opportunity Policy 

The VRD is an Equal Opportunity Employer. These policies are to be applied 

without regard to race, creed, sex, sexual orientation, gender identity or expression, 

national origin, disability status, pregnancy, childbirth and related medical conditions, 

religion, age, genetic information, marital status, military or veteran status, political 

affiliation or any other status protected by federal, state or local law, subject to such 

reasonable requirements of the District as may be permitted by law.  

Accommodations for Disabilities and Religious Beliefs 

In accordance with the Americans with Disabilities Act (ADA) and the Americans 

with Disabilities Amendments Act, the VRD will provide reasonable accommodations to 

qualified individuals with a disability so they can perform the essential functions of the 

job, provided that such accommodation does not create an undue hardship to the VRD or 

cause a direct threat to the health and safety of the individual or other employees.   

The VRD will also provide reasonable accommodations for employees whose work 

requirements interfere with a religious belief or practice, unless doing so would create an 

undue hardship to the District or cause a direct threat to the health and safety of the 

individual or other employees.  

Employees who believe they may need a reasonable accommodation pursuant to 

this policy should contact the Human Resources manager.Accounting Director, or his or 

her designee (the “Accounting Director”).  

Violence, Threats and Intimidation in the Workplace 

The District strongly believes that all employees should be treated with dignity and 

respect, and provided with a safe workplace. Violence, threats, harassment, intimidation, 

and other disruptive behavior in our workplace will not be tolerated.  All reports of such 

behavior will be taken seriously and will be dealt with appropriately. 

Examples of violent, threatening or intimidating behavior include: infliction of 

bodily injury; harmful psychological contact; destruction or abuse of property; 

intimidation, threatening, or hostile behaviors; violence-related jokes or threatening 

comments which are veiled, direct, conditional, written, or verbal; physical abuse; 

vandalism; arson; unauthorized carrying or use of weapons; and/or any other hostile, 

threatening, or abusive act which the District determines to be detrimental to the 

workplace.  Individuals who commit such acts may be removed from the premises. 
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We need employee cooperation to implement this policy effectively and maintain a 

safe working environment.  Do not ignore violent, threatening, harassing, intimidating, or 

other disruptive behavior.  If you observe or experience such behavior by anyone on 

District premises, whether or not the person is a District employee, report it immediately 

to a supervisor or manager.  Threats or assaults that require immediate attention by 

security or police should be reported to your supervisor or to police at 911. 

Violation of this policy will result in disciplinary action, up to and including 

immediate discharge. 

Definitions of Employment Status   

 Non-exempt: Employees whose positions do not meet FLSA and state exemption 

tests and who are paid for overtime worked at one and one-half times their regular 

rate of pay for hours worked in excess of forty per week and/or twelve hours in 

one day.  

 Full-time: Employees routinely scheduled to work 30 hours or more per week. 

Both seasonal and year-round employees can be classified as full time. Year-

round, full-time employees are eligible for District benefits.  

 Part-time: Employees scheduled to work less than 30 hours per week. Both 

seasonal and year-round employees can be classified as part time. Part-time 

employees are ineligible for District benefits. 

 Variable Hour: Employees in non-supervisory or lead positions who are 

generally not expected to work 30 or more hours per week on average over the 

course of the year due to fluctuation of scheduling for seasonal and business 

needs. The District will measure average weekly hours of employees over a 12-

month period for a full year from December 1 through November 30 each year to 

determine if they are eligible for Variable Hour Employee status. At the 

conclusion of the measurement period, if a Variable Hour Employee is 

determined to have worked an average of 30 or more hours per week during the 

measurement period, such employee will become eligible for limited benefits 

beginning January 1st described under the section Benefits for Variable Hour 

Employees. The measurement will be completed each year thereafter to determine 

continued eligibility for the ensuing calendar year. 

 Seasonal/Temporary: Employees who are hired for a pre-established period, 

usually during peak time periods, such as summer. They may work a full-time or 

part-time schedule. Seasonal and temporary employees are ineligible for District 

benefits, paid time off, and overtime pay. 



   

11 | P a g e  
{00842514.DOCX / 34 } 

Notice to Seasonal/Temporary Employees   

All VRD departments, except for Gymnastics and Dobson, are classified as a 

“Seasonal Recreational Establishment,” under the Fair Labor Standards Act.  As explained 

in the Overtime Compensation policy below, Seasonal Recreational Establishments are 

not required to pay employees overtime at a rate of 1.5 hours for each hour worked in 

excess of forty (40) hours during the workweek.   

Vail Recreation District is also a “Seasonal Employer” for purposes of the Colorado 

Department of Labor and Employment. Seasonal status affects both you, as an employee, 

and the unemployment tax rate of the District, should you ever file a claim for 

unemployment benefits. 

Seasons vary at VRD, based on the department, position and time of year. 

Workweek 

Each employee’s workweek consists of a seven (7) day period that begins at 12:00 

a.m. on Sunday morning and ends at 11:59 p.m. on Saturday night. 

Pay Periods and Paydays 

Employees are paid on a bi-weekly basis. All employees are paid by every other 

Thursday. If the regular payday falls on a weekend or District holiday, employees will be 

paid on the last business day before the holiday and/or weekend. 

Overtime Compensation; Notice to Seasonal/Temporary Employees 

The District will endeavor to limit the amount of time an employee is required to 

work in excess of 40 hours in a workweek. However, under special circumstances and 

during busy periods, the District may require employees to work overtime, which is 

defined as hours required to be worked beyond the usual forty (40) hours in a work week.  

Overtime shall not be worked unless authorized in advance by a manager. 

Non-exempt employees whose primary department is Gymnastics or Dobson will 

be paid for overtime worked at a rate of 1.5 hours for each overtime hour worked in excess 

of forty (40) hours during the workweek.  Paid leave taken by an employee, such as 

holiday, sick or vacation leave, does not count toward the calculation of hours worked for 

purposes of overtime compensation.   

Non-exempt employees whose primary department is not Gymnastics or Dobson 

are paid at their normal hourly rate for overtime worked, NOT at 1.5 times their hourly 

rate, because all VRD facilities, except for Gymnastics and Dobson, are classified as 

Seasonal Recreational Establishments under the Fair Labor Standards Act, and Seasonal 
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Recreational Establishments are exempt from the requirement to pay overtime rates to its 

employees.   

Exempt executive, professional, and administrative employees paid on a salary basis 

are not eligible for overtime compensation of any kind.  The Executive Director may allow 

exempt employees to work different hours, or may provide incentive pay or time off to 

exempt employees who have worked extraordinary hours in completion of unusual tasks 

on behalf of the District. 

Lost or Incorrect Pay Checks 

In the event of a lost paycheck, notify the Human ResourcesAccounting Director 

manager as soon as possible. In the event the lost paycheck is recovered and the District 

identifies the endorsement as that of the employee, the employee must remit the amount of 

the replacement check to the District within 24 hours of the time it is demanded. 

Employees are responsible for reviewing their pay stubs and ensuring accuracy. If 

there is an error in their pay, they must notify the Human Resources ManagerAccounting 

Director immediately. 

If an employee's marital status changes or the number of exemptions previously 

claimed increases or decreases, a new Form W-4 must be submitted to the Human 

Resource manager. 

Time Reporting (Non-Exempt Employees); Leave Reports (Exempt Employees) 

All non-exempt employees shall keep accurate and complete records of their 

attendance and hours worked, showing any overtime worked and leave taken, and shall 

submit their time record to Human ResourcesAccounting Director weekly. Clocking in 

and out with the payroll system creates official business records and these records may not 

be altered without the employee's and the supervisor's approval and may not be falsified in 

any way. No employee may have another person clock in or out of work for them. 

Falsification of time cards will result in disciplinary action, up to and including 

termination. 

All exempt employees shall keep accurate time allocation reports showing any leave 

taken and shall submit such time allocation reports to Human ResourcesAccounting 

Director within two (2) calendar days after the end of the pay period to which such time 

allocation reports pertain. 

Meal/Rest Periods 

The scheduling of meal and rest periods at VRD is set by the employee’s immediate 

manager with the goal of providing the least possible disruption to District operations. 
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Mandatory Meal Period 

Non-exempt employees are entitled to a 30-minute meal break when they are 

scheduled to work 5 hours or more in a day. The meal period will not be included in the 

total hours of work per day and is not compensable. Non-exempt employees are to be 

completely relieved of all job duties while on meal breaks and must clock out for meal 

periods. When an uninterrupted meal period is impractical, the employee shall be 

permitted to consume an "on-duty" meal while performing duties. Employees shall be 

fully compensated for the "on-duty" meal period without any loss of time or 

compensation. 

Rest Breaks 

Exempt employees, as they are paid a weekly salary regardless of the hours they 

work, may schedule breaks as needed, provided they do not interfere with the performance 

of their job duties.  

Non-exempt employees are permitted a 15-minute rest break when scheduled to 

work 4 hours. If non-exempt employees are scheduled to work six hours or more, they are 

entitled to two (2) 15-minute breaks. Employees on rest breaks are not required to clock in 

and clock out because this time is considered “time worked” and is compensable. 

Impermissible Use of Meal Period and/or Rest Breaks 

Neither the lunch period nor the rest break(s) may be used to account for an 

employee's late arrival or early departure or to cover time off for other purposes—for 

example, rest breaks may not be accumulated to extend a meal period, and rest breaks may 

not be combined to allow one half-hour long break. 

Pregnancy Accommodation Policy 

The District will provide reasonable accommodations to perform the essential 

functions of the job to an applicant for employment or an employee for health conditions 

related to pregnancy or the physical recovery from childbirth, if the applicant or employee 

requests the reasonable accommodation, and unless the accommodation would impose an 

undue hardship on the District.   

Upon an applicant or employee’s request for an accommodation to the Human 

Resources DepartmentAccounting Director, the District and the applicant or employee 

will engage in a timely, interactive process to determine effective, reasonable 

accommodations for conditions related to pregnancy, physical recovery from childbirth, or 

a related condition. 
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For purposes of this policy, “reasonable accommodations” may include, without 

limitation, the provision of more frequent or longer break periods; more frequent restroom, 

food, and water breaks; acquisition or modification of equipment or seating; limitations on 

lifting; temporary transfer to a less strenuous or hazardous position if available, with return 

to the current position after pregnancy; job restructuring; light duty, if available; assistance 

with manual labor; or, under certain circumstances, modified work schedules. 

The District will require an employee or applicant to provide a note stating the 

necessity of a reasonable accommodation from a licensed health care provider, and may 

communicate with the health care provider to assess the appropriateness of any suggested 

accommodation, before providing a reasonable accommodation. 

The District will not take adverse action against an employee who requests or uses a 

reasonable accommodation related to pregnancy, physical recovery from childbirth, or a 

related condition.   

If an employee believes there has been a violation of this policy, she must report the 

matter, in writing, to her direct supervisor or Human Resources personnelthe Accounting 

Director with whom the employee feels comfortable.  The District expects employees to 

make a timely complaint, in writing, to enable the District to investigate and correct any 

actions that may be in violation of this policy. The person receiving the complaint will be 

responsible for ensuring that an appropriate investigation occurs.   

Nursing Mothers Policy 

For up to two (2) years following a child’s birth, nursing employees will be 

provided with reasonable break time as frequently as needed to express breast milk during 

the workday. VRD will provide a private area for nursing employees to express breast 

milk, other than a bathroom, that is shielded from view and free from intrusion. 

Employees must bring their own cooler or storage container. 

Guest Service Policy 

All guests of the Vail Recreation District should leave with a memorable and 

positive experience. It is up to our employees to create these lasting impressions. It is 

important for all representatives of the VRD to practice friendly and accommodating guest 

service. As employees, you are representing the VRD and the Vail community. You must 

be an ambassador at all times.  Our top priority is to provide a safe and enjoyable 

experience to all guests who use our facilities.  Guests include students, parents, 

participants in all programs and all visitors. Guests should be greeted at every opportunity 

with a smile and friendly service. 
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All VRD employees, volunteers and contractors are expected to assist any and all 

guest(s) who request information or express concerns. These concerns should be clearly 

communicated to management as soon as possible. 

Examples of Excellent Guest Service: 

 Greet guest (by name if possible), welcome guest into the program 

or facility and make a personal connection. Always say hello and 

thank you. 

 Provide feedback about a child’s day to the parents at the end of a program or 

activity 

 Take ownership of a guest’s visit to Vail. Help find answers to questions 

regardless of whether the answer can be found within your department or 

another VRD department, the Town of Vail or Vail Resorts. 

 Develop programming based on the wishes of the guest in line with the goals of 

the District. 

 Smile and make eye contact with guests/ participants. 

 Exceed guest’s expectations. 

 If you do not know the answer to a question, find out! 

 Be timely, accessible and committed. 

 Create first and lasting impressions that are superb. 

 Be professional, courteous and responsible. Value customers and participants. 

 Provide a world-class experience that is safe, reliable and memorable. 

 Follow the “Is there anything else I can do for you?” philosophy. 

 Be sincere, courteous and friendly in all interactions with customers and 

participants. Communicate respectfully during all interactions. 

 Be an ambassador of the Vail Recreation District by living the values, taking 

pride in the organization, understanding the mission and interacting with 

guests and customers in the same way. 

 Own issues and resolve them in a timely manner. Respect and recognize the 

diverse needs of the VRD’s customers and participants. Practice patience and 

understanding. 

Anyone violating the VRD standards of excellent guest service is subject to 

disciplinary action, up to and including termination. 
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EMPLOYEE BENEFITS 
 

Benefits for Variable Hour Employees 

Variable Hour Employee may become eligible for limited health, dental, vision, and 

life insurance benefits as established by the Board following the Measurement Period. The 

terms and conditions of all group insurance plans offered by the District are subject to 

change from time to time at the discretion of the Board.  District insurance plans may 

require employee contributions as a condition of participation.  Required contributions 

must be made through payroll deductions. 

Benefits for Full-Time, Year-Round, Non-Variable Hour Employees 

Except for Variable Hour Employees, all full-time, year-round employees are 

eligible to receive the District’s package of benefits as established by the Board. Benefit 

eligibility is the first day of the month following 30 days of employment. The terms and 

conditions of all group insurance plans offered by the District are subject to change from 

time to time at the discretion of the Board.  District insurance plans may require employee 

contributions as a condition of participation.  Required contributions must be made 

through payroll deductions. 

Benefits currently include: 

 Health, Dental, & Vision Insurance – including cost sharing for dependents 

 Group Life Insurance 

 Complimentary Recreation for employees and dependents (i.e., pre-approved 

golf for dependents) 

 Survivor’s Income Insurance 

 Long-Term and Short-Term Disability Insurance 

 Accidental Death and Dismemberment Insurance 

 Cafeteria Plan 

 Any other benefits as approved by the Board 

Specific information as to coverage and any available options is available from 

Human Resources.the Accounting Director.  Any questions regarding benefits may be 

addressed to the ExecutiveAccounting Director. 

LEAVE TIME 

The District’s leave policies shall be interpreted in a manner consistent with the 

Healthy Families and Workplaces Act, as it currently exists or as amended in the future, 
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and any such amendments are automatically deemed incorporated into this Employee 

Handbook to the extent applicable. 

Holidays 

The VRD recognizes the following eleven (11) paid holidays for all full-time, year-

round employees: Martin Luther King’s Day, President’s Day, Memorial Day, 

Independence Day (July 4), Labor Day, Thanksgiving Day, Day After Thanksgiving, 

Christmas Eve, Christmas Day, New Year’s Eve, New Year’s Day. 

If a department’s operation/program requires an hourly employee to work on a 

designated holiday, the employee will be paid for the holiday plus the time worked 

(earning double time for working the holiday). If the holiday falls on a Saturday or 

Sunday, the Executive Director and the management staff will decide whether Friday or 

Monday will be the day of observance for the holiday. 

Vacation 

All full-time, year-round employees accumulate paid vacation based on length of 

service and hours worked.  Salary employees will accumulate paid vacation based on a 

standard 40-hour work week. 

Years of 

Service 

Vacation Days per 

Year* 

Accumulated Hours per Pay Period (26 

Pay Periods) 

0-3 10(80 Hours) 3.08 

4-6 15 (120 Hours) 4.62 

7 + 20 (160 Hours) 6.16 

 

*One vacation day is equal to 8 hours 

All use of vacation time must be approved in advance by each employee’s 

immediate supervisor. Employees may use vacation as it is earned. Employees may carry 

over accrued vacation hours from one year to the next subject to the following caps: 

Years of Service Maximum Vacation Hour Accrual 

0-3 100 
4-6 150 

7+ 200 
 

When vacation time reaches the applicable maximum accrual cap, it must be used 

by the employee or no further vacation time will accrue until some of the accrued hours 

are used by the employee. Accruals are monitored each pay period, so that no more than 
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the maximum number of vacation hours is accrued. Upon termination of employment 

from the District, an employee shall be paid their regular hourly rate for all vacation time 

accrued and not used as of the last date of the employment. 

Sick TimeLeave - Full-Time, Year-Round Employees 

Full-time, year-round employees accumulate eight hours of sick leave per month 

beginning on the date of hire and may accumulate a maximum of 1,060 hours of sick 

leave. Once an employee reaches the maximum accrual, sick leave will cease to accrue. 

The employee will begin to accrue sick leave again at the point when sick leave is taken 

and thus reduces the accrued sick leave balance below the maximum. Employees may 

carry over accrued sick hours from one year to the next, subject to the maximum accrual 

established in this policy. 

Paid sick leave may be used if:    

 an employee has a mental or physical illness, injury, or health condition that 

prevents them from working;  

 an employee needs to get preventive medical care, or to get a medical 

diagnosis, care, or treatment, of any mental or physical illness, injury, or 

health condition;  

 an employee needs to care for a family member who has a mental or physical 

illness, injury, or health condition, or who needs the sort of care listed in 

category (2);   

 the employee or the employee’s family member has been a victim of 

domestic abuse, sexual assault, or harassment, and the use of leave is to seek 

related medical attention, mental health care or other counseling, victim 

services (including legal services), or relocation; or  

 due to a public health emergency, a public official has ordered the closure of 

either (A) the employee’s place of business, or (B) the school or place of care 

of the employee’s child, and the employee needs to be absent from work to 

care for the child.  

Paid sick leave must be used in one-hour increments. 

It is the employee’s your responsibility to notify theiryour supervisor directly each 

day before the start of theiryour shift when using sick leave. Also, theyyou must let 

theyour supervisor know when expectedyou expect to return to work, if known. Please 

check with your supervisor regarding specific call-in procedures and timing.  

If an employee is aware of the needed time offneed to use sick leave in advance, 

such as in the case of a scheduled doctor’s appointment, the sick time must be requested 
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and approved in advance by the employee’s supervisor.  When possible, approval should 

be obtained at least two weeks prior to the requested sick time off.   

In the event of an absence of four or more consecutive work days, documentation 

showing the leave was for a qualifying reason for a specified time period ismay be 

required. 

Upon separation from the District, an employee will not be paid for any 

accumulated but unused sick time. 

Sick Leave – Part-Time and Variable Hour Employees 

All part-time and Variable Hour employees accumulate paid sick time at the rate of 

1 hour per 30 hours worked, up to 48 hours in a year. Once an employee reaches the 

maximum accrual, sick leave time will cease to accrue. The employee will begin to accrue 

sick leave again at the point when sick leave is taken and thus reduces the accrued sick 

leave balance below the maximum. Unused sick hours will be carried over from year to 

year up to 48 hours.  

Employees begin accruing sick time upon hire.  An employee will not receive extra 

pay or extra time off for unused sick time. Paid sick time will not be used in the 

calculation of overtime.   

Paid sick leave may be used if:    

 an employee has a mental or physical illness, injury, or health condition that 

prevents them from working;  

 an employee needs to get preventive medical care, or to get a medical 

diagnosis, care, or treatment, of any mental or physical illness, injury, or 

health condition;  

 an employee needs to care for a family member who has a mental or physical 

illness, injury, or health condition, or who needs the sort of care listed in 

category (2);   

 the employee or the employee’s family member has been a victim of 

domestic abuse, sexual assault, or harassment, and the use of leave is to seek 

related medical attention, mental health care or other counseling, victim 

services (including legal services), or relocation; or  

 due to a public health emergency, a public official has ordered the closure of 

either (A) the employee’s place of business, or (B) the school or place of care 

of the employee’s child, and the employee needs to be absent from work to 

care for the child.  

Paid sick leave must be used in one-hour increments.  
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It is the employee’s your responsibility to notify theiryour supervisor directly each 

day before the start of theiryour shift when using sick leave. Also, theyyou must let 

theyour supervisor know when expectedyou expect to return to work, if known. Please 

check with your supervisor regarding specific call in procedures and timing.  

If an employee is aware of the needed time offneed to use sick leave in advance, 

such as in the case of a scheduled doctor’s appointment, the sick time must be requested 

and approved in advance by the employee’s supervisor.  When possible, approval should 

be obtained at least two weeks prior to the requested sick time off.   

In the event of an absence of four or more consecutive work days, documentation 

showing the leave was for a qualifying reason for a specified time period ismay be 

required.  

Upon separation from the District, an employee will not be paid for any 

accumulated but unused sick time. 

Public Health Emergency Leave 

If a public health emergency is declared, the District will supplement each 

employee’s accrued paid sick leave as necessary to ensure that each full-time employee 

may take at least 80 hours of paid public health emergency leave and each part-time and 

Variable Hour employee may take the greater of either the amount of time the employee is 

scheduled to work in a 14-day period, or the amount of time the employee actually works 

on average in a 14-day period.  An employee’s unused, accrued vacation leave, and sick 

leave, and/or personal leave will be counted towards such supplemental public health 

emergency leave.    

For example, if a full-time employee has 20 hours of unused, accrued sick leave, 20 

hours of unused, accrued vacation leave, and 10 hours of unused, accrued personal leave 

on the date a public health emergency is declared, the District will provide that employee 

with an additional 30 hours of public health emergency leave.  In contrast, a full-time 

employee who has 70 hours of unused, accrued vacation leave and 10 hours of unused, 

accrued sick leave at the time a public health emergency is declared would be granted no 

supplemental public health emergency leave.   

Public health emergency leave (including any unused, accrued vacation leave and 

sick leave counted towards an employee’s public health emergency leave) may be used 

only for the following purposes: 

 For the employee to: 

 Self-isolate when diagnosed with a communicable illness that is the cause of 

a public health emergency;  
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 Self-isolate when experiencing symptoms of a communicable illness that is 

the cause of a public health emergency;  

 Seek medical care, diagnosis, or treatment when experiencing symptoms of 

a communicable illness that is the cause of the public health emergency; or 

 Seek preventative care concerning a communicable illness that is the cause 

of the public health emergency. 

 For the employee to care for a family member who: 

 Is self-isolating when diagnosed with a communicable illness that is the 

cause of a public health emergency;  

 Is self-isolating when experiencing symptoms of a communicable illness 

that is the cause of a public health emergency; or 

 Needs medical care, diagnosis or treatment when experiencing symptoms of 

a communicable illness that is the cause of the public health emergency. 

 If the employee or the employee’s family member’s presence on the job or 

in the community would jeopardize the health of others because of exposure 

to the communicable illness or because of symptoms of the communicable 

illness, regardless of whether the employee or the employee’s family 

member has been diagnosed with such illness;  

  To care for a child or other family member when the child care provider is 

unavailable or if the school or place of care is closed due to the public health 

emergency (even if remote instruction is being provided); or  

  If the employee is unable to work because of a health condition that may 

increase susceptibility to the communicable illness that is the cause of the 

public health emergency. 

Employees may use public health emergency leave until 4 weeks after the official 

termination or suspension of the emergency.  Employees are eligible to receive 

supplemental public health emergency leave once during the entirety of a public health 

emergency, even if the emergency is extended, restated or prolonged.   

When the need to use public health emergency leave is foreseeable, employees are 

to notify their supervisor as soon as practicable of the need to use it.   

Upon termination of employment from the District for any reason, an employee’s 

unused, supplemental public health emergency leave time will not be paid to the 

employee. 
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Bereavement 

Employees may take up to three days of paid bereavement leave in the event of a 

death in the immediate family. The Executive Director retains the right to approve/deny 

additional unpaid bereavement leave, and unpaid bereavement leave for other than the 

immediate family. For purposes of this policy, “immediate family” shall mean the 

employee’s spouse, parent, grandparent, sibling, child, grandchild, legal guardian or a 

member of the immediate family of the employee’s spouse or civil union partner. Please 

notify your supervisor prior to taking bereavement leave. 

Unpaid Leaves of Absence 

Any leave hours requested and authorized for a full-time, year-round employee who 

does not have sufficient accrued vacation leave and/or sick leave shall be unpaid hours of 

leave.  Unpaid leave is subject to advance approval of the Executive Director or the 

President of the Board in the case of a request from the Executive Director.  Employees 

may be granted unpaid leave on such terms and conditions as may be permitted by the 

District in its discretion. 

Employees shall not earn any vacation or sick leave for any pay period for which 

they are on unpaid leave of absence for more than fifty percent (50%) of the pay period 

(no prorating of vacation/sick leave will be allowed).  Employees on unpaid leave are 

eligible to receive group insurance benefits, if any, upon their timely payment of 

appropriate premiums.   

The unpaid leave policy is intended to provide extra days of leave for unforeseen 

medical or family emergencies, and is not intended to be a means to request additional 

vacation days.  The District will not tolerate abuse of the unpaid leave policy. 

Family and Medical Leave 

Employees may be eligible for up to twelve weeks of unpaid leave under the Family 

and Medical Leave Act (FMLA). To qualify for such leave, an employee must have 

worked at least 1,250 hours for the VRD during the twelve months preceding the 

beginning of the leave and the VRD must employ at least 50 people at the time of the 

leave. FMLA leave ordinarily is available for the following reasons: 

 Because of the birth of a son or daughter of the employee and in order to care for 

such son or daughter; 

 Because of the placement of a son or daughter with the employee for adoption or 

foster care; 

 In order to care for the spouse, son, daughter, or parent, of the employee, if such 

spouse, son, daughter, or parent has a serious health condition; or 
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 Because of a serious health condition that makes the employee unable to perform 

the functions of his or her position. 

 Because of a qualifying exigency arising out of the fact that the employee’s 

spouse, son, daughter or parent is a covered military member.  For purposes of 

this policy, “covered military member” means a member of the National Guard or 

reserve forces or a retired member of the Armed Forces or reserve forces who is 

on active duty or has been notified of an impending call or order to active duty.  

Any of the following are considered a “qualifying exigency,” as long as they arise 

from the covered military member’s call or notice of an impending call to active 

duty: 

o Short-notice deployment (if a covered military member is notified of an 

impending call or order to active duty seven (7) or fewer calendar days prior 

to the date of deployment, the employee may take leave during that 7-day 

period to address any issues arising from the call or order); or 

o Military events and related activities (to attend an official ceremony, program 

or event sponsored by the military or to attend family support or assistance 

programs and informational briefings); or 

o Childcare and school activities (with respect to the child of the covered 

military member, to arrange a change to existing childcare, to provide 

childcare on an urgent, immediate need basis, to enroll in or transfer to a new 

school or day care facility when necessary due to the call to active duty status, 

and to meet with school or day care staff); 

o Financial and legal arrangements (to make or update such arrangements to 

address the covered military member’s absence); or 

o Counseling; or 

o Rest and recuperation (to spend up to five (5) days in each instance with a 

covered military member who is on short-term, temporary rest and 

recuperation leave during deployment); 

o Post-deployment activities (to attend official military events, such as arrival 

ceremonies and reintegration briefings, during the 90-day period following 

termination of active duty status, or to address issues related to the death of 

the covered service member); or 

o Additional activities arising from the call to active duty, as long as the District 

and the employee agree that the activity is a “qualifying exigency” and agree 

to the timing and duration of the leave. 

o Because of a serious injury or illness incurred in the line of duty of 

employee’s spouse, son, daughter, parent, or next of kin who is a current 

member of the Armed Forces, including a member of the National Guard or 

Reserves (“Military Caregiver Leave”).  Employees taking Military Caregiver 
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Leave may take up to twenty-six (26) weeks of leave during a single twelve-

month period to care for a covered servicemember with a serious illness 

incurred in the line of duty on active duty.  Military Caregiver Leave may not 

be taken to care for former service-members on the permanent disability 

retired list.  For purposes of this policy, the term “FMLA leave” means 

Military Caregiver Leave and all other types of Family and Medical Leave.  

The amount of FMLA leave available will be determined based on a “rolling” 

twelve-month period, meaning that the amount of leave available to an eligible employee 

at any given time is twelve weeks (or twenty-six weeks in the case of Military Caregiver 

Leave) less the amount of FMLA leave used during the preceding twelve months.  The 

total leave taken for any purpose during a single twelve-month period may not exceed 

twenty-six (26) weeks, regardless of whether an employee is eligible for Military 

Caregiver Leave and another type of Family and Medical Leave in the same twelve-month 

period. 

Spouses who both are employed by the VRD ordinarily will be limited to an 

aggregate of twelve weeks leave (or twenty-six weeks in the case of Military Caregiver 

Leave) on account of the birth or placement of a son or daughter or to care for a sick 

parent.  

Employees who intend to use FMLA leave must give at least thirty days’ notice 

when circumstances permit. When advance notice is not possible, an employee needing 

leave must call his or her supervisor to report an absence from work, as practicable.  

The VRD may require a complete and sufficient medical certification to support the 

need for leave due to the employee’s serious health condition or the serious health 

condition of the employee’s spouse, son or daughter, or parent.  The VRD may request a 

new medical certification each leave year for serious health conditions that last longer than 

one year (e.g., ongoing, intermittent leave).  The VRD may require a second opinion at 

VRD expense from a VRD-designated physician, as a condition to approval of such leave. 

An employee’s failure to provide a complete and sufficient medical certification may 

result in denial of leave. 

Employees taking FMLA leave are required to use their accrued sick and vacation 

leave while out on their leave.  Employees shall be on paid leave while they are using 

accrued vacation and sick leave.  After all accrued vacation and sick leave is used, FMLA 

or Military Caregiver Leave shall be unpaid. 

Any employee taking FMLA leave shall be provided health insurance benefits upon 

the same terms and conditions as if the employee had continued to work during the time 

on leave. Employees taking FMLA leave shall be responsible for employee contributions 

for such benefits throughout the time of the leave. Failure to make employee contribution 

may result in lapse of health insurance.  
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If an employee fails to return from FMLA leave for reasons other than the 

continuation, recurrence or onset of a serious health condition or other FMLA-eligible 

circumstance, or from Military Caregiver Leave, the VRD shall be entitled to 

reimbursement for the cost of providing such benefits and the employee’s right to 

reinstatement and continued benefits shall be terminated. 

At the end of an approved FMLA leave, the VRD will return the employee to the 

same or an equivalent position with no loss of benefits. If an employee takes FMLA leave 

due to the employee’s own serious health condition, a return-to-work certification from an 

appropriate health care provider may be required. Failure to provide such certification may 

result in denial of reinstatement. 

Jury Duty/Court Time 

Any employee who is summoned for jury duty or subpoenaed in connection with 

his or her employment during regularly scheduled work time will be compensated for 

scheduled hours. The District will pay employees who are called to jury duty $50 per day 

for the first three days of service. A copy of the subpoena or order requiring such duty 

must be submitted with a leave request in order for such compensation to be paid. 

Voting 

Any employee whose work schedule is such that polls are not open during at least 

three (3) non-working hours before or after work on election day shall be permitted paid 

leave for the purpose of voting, not to exceed two (2) hours.  Voting leave must be 

requested and approved by the employee’s supervisor no later than the day prior to 

Election Day.  The District may specify the hours during which the employee may be 

absent, but the hours shall be at the beginning or end of the work shift, if the employee so 

requests. 

Military Leave 

Employees who are members of the National Guard or Reserve Forces are entitled 

to paid military leave without loss of pay, benefits, or status for up to fifteen (15) working 

days each calendar year while they are engaged in training or other service under orders. 

Any employee who is required to continue in military service beyond the time allowed for 

military leave shall be afforded leave without pay for the duration of his or her service and 

shall be reinstated to full employment rights upon separation from military service as 

required by law, provided he or she reports to the District for work within fifteen (15) days 

from such separation. 

Employees on military leave are paid the difference between their regular straight 

time pay and the pay received for military service for up to ten (10) working days per 
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calendar year.  To receive such pay, an employee must provide a military pay statement 

verifying the amount received by him or her for military service.  Accrued vacation leave 

may be used for any unpaid portion of an employee’s military leave.   

When circumstances permit, employees taking military leave shall submit a written 

request for leave at least thirty (30) days in advance of the time they are scheduled for 

active duty or training. 

EMPLOYEE CONDUCT 
General Rules of Conduct 

The District expects all of its employees to act in the best interests of the District 

and its constituents.  It is the responsibility of all employees to observe all rules, policies, 

operating procedures and directives of the District.  The District further expects that each 

of its employees will use common sense and good judgment at all times and behave with 

courtesy and respect toward other employees, contractors, the Board, vendors and 

members of the public.  Specific rules of procedure or conduct adopted by the District or 

described in these policies are not meant to be all inclusive, but rather address some 

common and serious potential problems. 

Employment of Relatives 

The District ordinarily will not employ close relatives or intimate acquaintances 

under circumstances where: 

 One would directly or indirectly exercise supervisory appointment or dismissal 

authority over the other; 

 One would directly or indirectly have authority over disciplinary actions as to the 

other; 

 One would audit, verify, receive, or be entrusted with money received or handled 

by the other in the course of employment; or 

 One would have access to the employer’s confidential information, including 

payroll and personnel records; or  

 One would be employed during a time a close relative was a current member of 

the Board of the District. 

For purposes of this policy, a close relative includes a spouse or significant other, 

parent, child, brother, sister, and in-laws (brother-, sister-, mother-, father, son-, daughter-

in law). 

When employees of the District become related and their working relationship is 

prohibited by this policy, it is their responsibility to inform and Executive Director.  In 
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such case, one employee will be required to transfer to another position, provided a 

position is available, or resign.  If neither affected employee voluntarily transfers or 

resigns, the District shall terminate or transfer one of the employees, at its discretion. 

EEO/Anti-Harassment Policy; Procedure for Reporting 

The District expects its employees to conduct themselves in an appropriate, 

respectful manner at all times.  The District prohibits all unlawful discrimination and 

harassment of any kind, by any person for any reason on the basis of race, creed, color, 

sex, age, national origin, ancestry, genetic information, disability, religion, sexual 

orientation, sexual preference, gender identity or expression, marital or military status, 

pregnancy, childbirth and related medical conditions, political affiliation or any other 

status protected by federal or state law.  This policy applies to all forms of communication, 

including but not limited to social media.  This policy applies to employees, including 

managers, supervisors, co-workers, and non-employees such as customers, clients, 

vendors, consultants, etc.   

Definition of Harassment:  Unlawful harassment includes verbal or physical 

conduct which has the purpose or effect of substantially interfering with an individual’s 

work performance or creating an intimidating, hostile, or offensive work environment.   

Definition of Sexual Harassment:  Sexual harassment deserves special definition, 

although all of the described forms of harassment are prohibited and shall be dealt with 

according to the procedures established in this policy.  Sexual harassment is defined as 

unwelcome sexual advances, requests for sexual favors (with or without accompanying 

promises), or other verbal or physical conduct of a sexual nature, when: 

 Submission to such conduct is made explicitly or implicitly a term or condition of 

employment; or 

 Submission to or rejection of such conduct is used as the basis for decisions 

affecting an individual’s employment; or 

 Such conduct has the purpose or effect of substantially interfering with an 

individual’s work performance or creating an intimidating, hostile, or offensive 

work environment. 

Examples of conduct that may violate this policy include, but are not limited to: 

lewd or sexually suggestive comments, language or jokes of a sexual nature, gossiping or 

questions about another’s sex life, repeated unwanted requests for dates or sexual favors, 

slurs or other verbal, graphic or physical conduct relating to an individual’s sex, display of 

sexually explicit pictures, greeting cards, articles, books, magazines, photos or cartoons, or 

physical gestures and other nonverbal behavior, such as unwelcome touching, grabbing, 

brushing up against another’s body, or other similar physical conduct. 
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Any employee who has a complaint of harassment at work by anyone, including 

supervisors, coworkers, visitors, clients or customers, must report such incidents, in 

writing, to his or her direct supervisor or any other manager or Board member with whom 

the employee feels comfortable.  The person receiving the complaint will be responsible 

for ensuring that an appropriate investigation into the complaint occurs, either by the 

individual who receives the complaint if that person is capable of investigating the matter, 

the Board of Directors, the Executive Director, or a third-party investigator hired for the 

purpose of conducting an investigation.  

Harassment complaints will be kept confidential to the extent possible, given the 

need for a complete and fair investigation, but the VRD cannot guarantee complete 

anonymity or confidentiality of the information included in the complaint.   

If the District determines that an employee’s behavior is in violation of this policy, 

disciplinary action will be taken, up to and including termination of employment.  The 

District will endeavor to report the status of the investigation to the complaining employee 

upon closure of any investigation, but the District will not provide a detailed report to the 

employee, nor is the employee entitled to such reporting. 

The District prohibits retaliation against any employee for filing a complaint under 

this policy or for assisting in a complaint investigation.  If an employee believes there has 

been a violation of this retaliation policy, he or she must follow the complaint procedure 

contained in the harassment policy. 

Conflict of Interests 

Employees are expected to place the best interests of the VRD and its constituents 

above their personal business interests.  The VRD recognizes the right of employees to 

engage in activities outside their employment which are of a private nature and unrelated 

to our business. However, an employee shall not: 

 Engage in a substantial financial transaction for private business purposes with 

another employee whom he or she supervises; 

 Take any official action that directly and substantially confers an economic 

benefit on a business or other undertaking in which he or she has a substantial 

financial interest; 

 Disclose or use confidential information acquired in the course of his or her 

official duties to substantially further his or her personal financial interests; or 

 Accept a gift of substantial value or a substantial economic benefit which might 

tend to improperly influence him or her in the discharge of his or her 

responsibilities, or which could be construed as a reward for action taken in the 

course of official duties. 
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Off-Duty Conduct  

The District reserves the right to take appropriate action in response to off-duty 

conduct of employees which affects job performance, impairs working relationships or has 

a negative impact on the District’s ability to perform its functions, including but not 

limited to off-duty use of marijuana for recreational or medical purposes. 

Alcohol, Drugs and Drug Testing; Drug-Free Workplace 

It is expected that all employees will assist in maintaining a work environment free 

from the effects of alcohol, drugs or other intoxicating substances. Compliance with this 

substance abuse policy is made a condition of employment. 

Employees are prohibited from the following when reporting for work, while on the 

job, on Vail Recreation District premises, or in any vehicle used for District business: 

 The use, possession, transportation, manufacture, sale, dispensation or other 

distribution of an illegal, controlled or federally-illegal substance (including 

marijuana) or drug paraphernalia; 

 The use, possession, transportation, manufacture, sale, dispensation or other 

distribution of alcohol, except as required in work-related duties (i.e., bartenders, 

attendance at events or receptions sponsored by or on behalf of VRD); and 

 Being under the influence of alcohol or having a detectable amount of an illegal, 

controlled or federally-illegal substance in the blood or urine (“controlled 

substance” means a drug or other substance as defined in applicable federal laws). 

Any employee violating these prohibitions will be subject to disciplinary action up 

to and including termination. 

In addition, employees are expected to know the effects on performance of any 

legally-obtained over-the-counter or prescription drug that the employee may be using or 

possessing. If an employee believes, or a supervisor discovers, that a legally-obtained 

over-the-counter or prescription drug is impairing the employee’s ability to safely and 

effectively perform his or her job, the employee shall notify his or her supervisor of this 

fact and shall immediately discontinue work until such time as the employee can safely 

and effectively perform his or her job. If the employee needs to leave the work site, sick 

time may be used for this purpose. 

At any off-duty employee social functions which may be sponsored by VRD where 

alcohol is provided, it is expected that any consumption of alcohol will not adversely 

affect the employee’s job performance or ability to adhere to the policies set forth in this 

Handbook or cause harm to the VRD’s image or relationship with other employees or the 

public.   
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Any employee convicted under any criminal drug statute for a violation occurring 

while on the job, on VRD premises, or in any vehicle used for District business must 

notify Human Resourcesthe Accounting Director no later than 5 days after such a 

conviction. A conviction includes any finding of guilt or plea of no contest and/or 

imposition of a fine, jail sentence, or other penalty. 

 The VRD reserves the right to require any employee to undergo a drug and/or 

alcohol test upon reasonable suspicion by management that an employee has violated this 

policy and after any accident involving any safety-sensitive function in which the cause is 

not readily apparent or for which the employee is at fault.  

Computer and Internet Use 

The District utilizes an organization-wide computer system to more effectively and 

efficiently communicate and maintain information necessary to the operations of the 

District. This system, as well as all related software, hardware, and peripherals are the 

property of the District and are provided to employees subject to the following terms of 

use. 

 All computer users have the responsibility to use these resources in a professional, 

ethical, and lawful manner. 

 Only official licensed software may be used on the District’s computer systems. 

No personal software may be loaded onto the system or an individual computer 

without the express authorization of the Director or its designee. An employee 

may be held liable for any damage to the system due to an employee loading 

personal software on to the system or otherwise causing intentional damage to the 

system. 

 Employees may not copy and/or distribute any District-owned software. District-

owned software is available solely for District business purposes. 

 The District reserves the right to review, audit, access and disclose all information 

and contents of any individual computer, voicemail, information systems or 

telecommunications system. 

 The District computers, including any employee internet access there from, are 

primarily for District use to assist employees in the performance of their jobs. 

However, the District recognizes that employees may utilize District computers 

and/or the internet on a limited, occasional, or incidental basis for personal 

purposes, so long as such use does not negatively affect the systems’ use for 

District purposes or negatively impact the employee’s ability to effectively and 

efficiently perform his or her job functions. Employees are expected to 

demonstrate a sense of responsibility and to not abuse this privilege. Abuse of this 

privilege shall include spending undue amounts of time on personal business, 

violating any of the “prohibited communications” policies of the District, or 
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otherwise using the District’s electronic media for purposes which negatively 

impact the District.  

 Employees should not assume that any computer files or Internet transactions, 

including history, cookies, documents, or other electronic “footprints” stored on 

District computers are confidential. The District reserves the right, in its sole 

discretion, to review any employee’s electronic files and messages to the extent 

necessary to ensure electronic media and services are being used in compliance 

with the law, this policy and other District policies. Employees should have no 

expectation of privacy in the District’s computer system. 

Electronic Mail 

The District maintains an electronic mail system that is provided by the District to 

assist its employees in the conduct of District business. The electronic mail system 

hardware and any and all messages composed, sent, or received on the electronic mail 

system are and remain the property of the District and are not the private property of any 

employee. District employees may utilize the District E-mail system subject to the 

following terms of use: 

 The use of the District e-mail system is reserved for District business only.  

 Users of District e-mail systems are responsible for their appropriate use.  All 

illegal and improper uses of the e-mail system, including but not limited to 

pornography, obscenity, harassment, solicitation, gambling and violating 

copyright or intellectual property rights are prohibited.  Use of the e-mail system 

for which the District will incur an expense without express permission of a 

supervisor is prohibited. 

 Employees understand that all e-mail messages sent to or from District computers 

may be considered public records of the District and subject to public disclosure 

under the Colorado Open Records Act. The District has the right to review, audit, 

intercept, access and disclose all messages created, received or sent over the 

electronic mail system for any purpose without the permission of, or notice to, the 

employee. 

 The confidentiality of any message should not be assumed. Even when a message 

is “deleted,” it is still possible to retrieve and read that message. Unauthorized 

passwords or other personal methods to “lock” District electronic media are not 

permitted. Employees should have no expectation of privacy in their email 

communications. 

 Notwithstanding the right of the District to retrieve and access any electronic mail 

messages, such messages should be treated as confidential by other employees 

and accessed only by the intended recipient.   
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Photographs/Cameras. [DO YOU WANT THIS?] 

The District may photograph employees or Board members and use such 

photographs for District purposes, including on the District website.  Any photographs of 

District employees taken for these purposes are the property of the District.  Employees 

and Board members are not entitled to compensation or further notice regarding the 

District use of photographs consistent with this policy.  Unless specifically authorized by 

the Executive Director  for District purposes, personal camera use (including cell phone 

cameras) is strictly prohibited on District premises.  

Social Media Policy 

This policy is intended to minimize the risk of propagation of slanderous or 

unprofessional content that could impair the public’s trust in the District or lead to legal 

claims.  It is not intended to restrict communications protected by state or federal law.   

While personal off-duty use of social media is generally not of concern to the 

District, employees are reminded to use common sense when using social media to 

express ideas related to the District, its personnel, or the employee’s position with the 

District.  The District’s Equal Employment Opportunity policy and Anti-Harassment 

policy extends to social media.   

Employees are prohibited from doing any of the following on social media unless 

otherwise protected by state or federal law: 

 Disclosing confidential information regarding the VRD or its customers; 

 Making defamatory comments about the VRD, employees, or customers; and 

 Making comments or discriminatory references that would violate VRD policy if 

made in the workplace (e.g., comments that violate the Anti-Harassment Policy).  

In addition, the following actions are prohibited during paid working hours: 

 Using social networking sites to conduct personal or non-District business. 

 Browsing social networking sites for non-District business on District time. 

 Reading e-mail alerts regarding personal social networking account activity or 

using VRD e-mail to correspond with personal social networking contacts. 

 Updating information, uploading photos or otherwise engaging with one’s own, 

personal social networking profile for non-business purposes. 

 Micro-blogging for a non-business purpose on a social networking site throughout 

the day, whether it is on a District-provided computer or a personal PDA/smart 

phone device. 
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Attendance Standards 

Punctuality and regular attendance are essential to the successful operation of the 

VRD. Employees are expected to maintain a good attendance record and to report 

promptly for work, ready to work, in accordance with business hours or shift schedules.  

Persistent tardiness is not permitted. 

Notice of Absence 

If you are unable to report for work for any reason, or if you will arrive late or leave 

early, you must callnotify your supervisor orverbally, in his/herwriting, or electronically 

(for example, text message or email) before your starting time or before you leave.  In 

your supervisor’s absence, theiryou must notify your supervisor’s supervisor or a 

designated point of contact before your starting time. This notification may not be via 

voice message, text message, or email. You must speak to an actual person in 

management. Notifying anyone other than a supervisor or manager, or notifying via voice 

message, text message, or email, does not qualify as appropriate notification and could 

result in disciplinary action up to and including termination of employment. 

If you must leave work for any reason before the end of your work day or shift, you 

must inform your supervisor in person.  

Incidences of unauthorized absences that do not qualify for Sick Leave or Public 

Health Emergency Leave may be charged against an employee’s accrued vacation leave 

or, if the employee does not have any paid vacation leave available, then as leave without 

pay, or may otherwise serve as the basis for disciplinary action. 

If you fail to notify your supervisor when you are unable to come into work, we will 

presume you have resigned after three (3) days of consecutive absenceabsences without 

notice and you will be removed from the payroll. Unapproved leave for any length of time 

is prohibited and may result in disciplinary action. 

Dress Code/ Appearance 

As an employee of the Vail Recreation District, you represent the District to the 

outside community. It is important to us that we consistently appear professional and 

identify ourselves as members of the VRD. We, therefore, require that all employees and 

volunteers wear VRD logo-wear or a badge at all times while at work [CONFIRM] and 

adhere to our Dress Code/Appearance standards.  However, we recognize that different 

applications of the guidelines in this policy may be necessary depending on an employee’s 

specific job duties and degree of public contact. , and it is important that we consistently 

appear professional.  Employees should consult with their supervisor for any specific 

workplace attire and grooming guidelines for their department.Workplace attire and 

grooming must be neat, clean and appropriate for the work being performed and the 
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setting in which the work is performed. However, certain staff may be required to meet 

special dress, grooming and hygiene standards, such as wearing uniforms, nametags, or 

protective clothing, depending on the nature of their job duties and their department.  

Employees should consult with their supervisor for any specific workplace attire and 

grooming guidelines for their department.Natural and artificial scents may also become a 

distraction from a well- functioning workplace; if there are complaints, an employee may 

be asked to stop wearing fragrances.   

The following may be considered inappropriate for the VRD workplace: 

[CONFIRM THIS IS ENFORCED] 

 Ripped, frayed, disheveled or unclean clothing 

 Clothing that has words, terms, or pictures that may be offensive to other 

employees or patrons  

 Tight or revealing clothing 

 Hair color not occurring in nature /unnatural colors, such as purple, pink, or 

blue 

 Piercings other than in the ears, such as eyebrows, lips, tongue or gauge holes 

in the ears. Management may ask that a piece of jewelry be removed during 

your working hours. 

 Tattoos must be able to be concealed under clothing or bandages while on the 

job. 

Any staff member who does not meet the attire or grooming standards set by his or 

her department will be required to take corrective action, for example leaving the premises 

to change clothing. Hourly-paid staff will not be compensated for any work time missed 

because of failure to comply with designated dress code/appearance standards. Supervisors 

and the Executive Director reserve the right to determine whether an employee’s dress and 

appearance are in compliance with this policy. 

Certain staff may be required to meet special dress, grooming and hygiene 

standards, such as wearing uniforms or protective clothing, depending on the nature of 

their job. Employees will be issued uniforms/nametags as dictated by their particular 

department’s needs.  

The VRD recognizes the importance of individually held religious beliefs. The 

VRD will reasonably accommodate an employee’s religious beliefs in terms of workplace 

attire unless the accommodation creates an undue hardship. Requests for workplace attire 

accommodation based on religious beliefs should be submitted in writing to the Human 

Resources DepartmentAccounting Director. 

Any shirt, jacket or other type of uniform issued to new employees remains the 

property of the District [for a minimum period of 60 days. Some garments may remain 
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District property for a longer period of time] [DELETE?]. Termination of employment 

prior to the designated period will necessitate return of the uniform to the District (in good 

and clean condition). Failure to comply may result in deduction of the current value of the 

uniforms from the employee’s paycheck pursuant to the Return of District 

Property/Payroll Deduction policy in this Handbook. Employees should consult their 

supervisors regarding the particular uniform/name-tag policy of their branch. 

No Smoking Policy 

Smoking and other use of tobacco products, such as e-cigarettes and chewing 

tobacco, is prohibited in all VRD facilities and within 15 feet of any public entrance into a 

VRD facility, in VRD vehicles, where posted, and while operating motorized equipment 

in the performance of job duties.  This policy applies to all employees, volunteers, and 

visitors while on the District premises. 

Vehicle Usage and Safety 

District vehicles may be used only for the purpose of conducting District business.  

Only authorized and qualified District employees may operate District vehicles.  Vehicle 

operators shall be responsible for the condition and proper use of the vehicles. 

Employees driving District vehicles must abide by all State and Federal laws, 

including wearing seat belts at all times. Employees are expected to drive safely and 

responsibly at all times. Speaking on a cell phone [HANDS FREE OK?](unless it is 

“hands-free”) or texting while driving is strictly prohibited, except public safety agencies 

may be called in the event of an emergency. Smoking and other use of tobacco products in 

a District vehicle is also prohibited. Individual departments may impose additional 

requirements regarding the use of District vehicles. 

If an employee is involved in an accident while operating a District vehicle and 

there is an injury or property damage, the employee must immediately notify his or her 

supervisor. All accidents will be investigated and, if the employee is found to be negligent, 

appropriate disciplinary action may be taken. Employee drivers are personally responsible 

for any traffic or parking fines and violations they receive, as well as any liability that 

arises from the unauthorized use of a District vehicle. Post-accident drug and alcohol 

testing may be required pursuant to the District’s Alcohol, Drugs and Drug Testing policy. 

Employee drivers must notify their supervisor and Human Resourcesthe Accounting 

Director within 72 hours of receiving any motor vehicle moving violation.  In addition, 

employee drivers must notify their supervisor and Human Resources within 24 hours if 

you haveof having your driver’s license or auto insurance revoked or suspended for any 

reason.  [DO YOU WANT THIS?] 
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Discipline 

It is the responsibility of all employees to observe and follow the District’s policies, 

procedures and regulations, which are necessary for the proper operation of District 

functions and to ensure continuing recreation services. The District, through its Board, 

management and supervisors, retains the right to take any disciplinary action it deems 

appropriate in any given circumstance, up to and including termination. Whether an 

employee’s performance, conduct, or behavior warrants disciplinary action is within the 

District’s discretion.  

Any violation of any District policy, or any behavior by an employee that reflects 

poorly on the District, or evidences poor judgment or lack of common sense, may result 

in, but shall not be limited to, one or more of the following forms of disciplinary action:  

 A verbal warning or reprimand, which may be accompanied by a written notation 

in the supervisory record or in the employee’s personnel file.  

 A written reprimand, signed by the employee’s supervisor and acknowledged by 

the employee.  Written reprimands are intended to be placed in the reprimanded 

employee’s personnel file.  Employees may provide written explanations or 

responses to reprimands for placement in their personnel file. 

 A suspension without pay, which shall be accompanied by a written statement, 

signed by the employee and his or her supervisor, setting forth the fact of the 

suspension, the reason for the suspension, and the duration of the suspension. 

 A demotion, which must be reflected by a written statement placed in the 

employee’s personnel file stating that the demotion was for disciplinary purposes 

and setting forth the reason for the discipline. 

 Termination.    

The level of discipline to be imposed for the infraction shall be that which the 

District, through its Board, managers, or supervisors, deems appropriate under the 

circumstances.  Any use by the District of progressive disciplinary action shall not be 

deemed a waiver of the District’s right to terminate an employee at any time, in its sole 

discretion, without prior disciplinary counseling or notice.  

Nothing in this Handbook or any other District policy is intended to: 

 Modify the District’s “at-will” employment policy. 

 Promise or create any expectation that an employee will be assured of any 

particular form of disciplinary action, such as warnings, notice, or any form of 

progressive discipline, prior to discharge.   
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In addition to those situations discussed elsewhere in this Handbook, listed 

below are some examples where immediate termination could result. This list is 

general in nature and is not intended to be all-inclusive: [CONSIDER 

STREAMLINING THIS TO MAKE IT MORE IMPACTFUL] 

 Discourtesy to a customer, provider or the general public resulting in a complaint 

or loss of good will. 

 Refusal or failure to follow directives from a supervisor, manager or the 

Executive Director. 

 Insubordination and/or use of abusive or inappropriate language. 

 Sleeping on duty. 

 Engaging in, and/or failing to report, observed or suspected abuse or neglect of a 

program participant or guest. 

 Theft or unauthorized possession of participants, guests, or someone else’s 

belongings. 

 Disclosing confidential information regarding VRD employees or guests/ 

participants. 

 Spending excessive time on personal business during work hours. 

 Leaving work without permission during work hours. 

 Failure to obtain prior authorization for overtime. 

 Altering, damaging or destroying participants’ or guests’ personal property, 

District property or records or another employee’s property. 

 Dishonesty. 

 Providing false or misleading information to any VRD representative or on any 

VRD records, including the employment application, benefit forms, time cards, 

expense reimbursement forms, etc. 

 Fighting or engaging in disorderly conduct on VRD’s premises. 

 Violations of any VRD employment policies including, but not limited to, 

confidentiality, security, solicitation, conflict of interest and code of conduct. 

 Conduct or performance issues of a serious nature. 

 Failure of a drug or alcohol test. 

 Excessive phone calls or texting while on the job.  

Reporting Accidents/Workers’ Compensation 

All employees are to perform duties in a safe and careful manner with particular 

attention to the safety procedures for their specific department. If at any time an employee 
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feels that the District is engaging in unsafe work practices, the employee’s supervisor or 

the Assistant FinanceAccounting Director should be alerted immediately.  

Any employment-related accident involving any injury or property damage 

whatsoever must be reported to the supervisor of each employee involved in or witnessing 

the accident.  Such report shall be made immediately or at the earliest practicable 

time, but no later than seventy-two (72) hours following the accident.  Employees 

shall cooperate in a timely manner with written reports, forms and other requests required 

by the supervisor, the Board or its agents, insurance companies, or other authorities. 

Employees are covered for employment-related injury or illness by the Colorado 

Worker’s Compensation Act.  Under the Act, an employee may receive benefits for 

missing work as a result of an employment-related injury or illness.  Delay in reporting a 

work-related injury or illness may result in a reduction of benefits under the Act. 

SEPARATION FROM EMPLOYMENT 

An employee may separate from employment by disciplinary termination, 

discharge, resignation, or retirement.  The District also reserves the right to lay off 

employees for reasons of efficiency, economy, lack of work, or for such other reason as 

the Board deems sufficient.   

In order to leave the District in good standing, employees who desires to end their 

employment relationship with the VRD are asked to give a minimum of two weeks’ 

notice, except exempt employees, who are asked to give at least three weeks’ notice. An 

employee who resigns in good standing may reapply for employment with the District, but 

shall not be entitled to any preference for re-employment. Failure to give adequate notice 

may result in an ineligible rehire status. 

Employees shall receive their final paycheck on the next regular payday following 

the last day of employment.  The final paycheck will include payment for the employee’s 

accrued but unused vacation leave, up to the maximum allowed accrual, and all time 

actually worked, up to and including his/her last day.  Accrued paid leave time (vacation, 

sick and holiday) cannot be used to extend the employee’s termination date. The 

employee’s termination date will be the last day worked. 

Return of District Property/Payroll Deduction 

Employees terminating their employment will be required to turn in all keys, 

uniforms, VRD material or equipment, tools, ID cards, recreation passes and any other 

VRD property in the employee’s possession on the last day of employment. Failure to do 

so may result in a deduction of the current value of the unreturned item(s) from the 

employee’s final paycheck. [NEED SEPARATE AGREEMENT WITH 

EMPLOYEE TO DO THIS] 
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Rehire Status 

Employees who are terminated for disciplinary reasons shall not be eligible for 

rehire.  Employees who are laid off, resign, or retire may be eligible for re-employment, 

but shall not have preferential rights to re-employment.   

MISCELLANEOUS POLICIES 

Service Animals and Pet Dogs 

Approved service animals are permitted as a reasonable accommodation to an individual 
with a disability under the Americans with Disabilities Act (ADA) and/or similar state law.  
Communication Policies, Memos and Meetings  [DELETE THIS SECTION?] 

You will be expected to periodically attend scheduled staff meetings. You will 

be asked to participate and contribute your suggestions to your supervisors. 

Memorandums and reports are the main means of communications between all 

staff and are confidential. Any pertinent memos and newsletters will be distributed 

to supervisors and passed on to all employees. 

All employees are encouraged to share any ideas that may improve 

working conditions, eliminate unnecessary expenses, provide better services 

for the customer or increase the morale of employees. 

Pet Policy 

Employees are welcome to requesting accommodation for a disability that includes 

a service animal must contact the Accounting Director.  

In addition, employees may bring their dogspet dog to visit their worksite, (except 

in programming areas), provided that the visits are planned in a fashion thatdog is 

supervised and does not cause disruption to the workplace. While dogs are in the 

workplace, they must be directly supervised by the owner at all times. If the frequency, 

length or nature of such dog visits becomes problematic, the employee will be advised of 

the situation and will be expected to take corrective action.   

Dog behavior must be monitored by the employee while the animal is on VRD 

premises. Employees are responsible for the care of their service animal or pet dog and 

will be responsible for any property damage and/or personal injuries caused in whole or in 

part by their dog.  The following must be adhered to at all times:such animal.   

 Dogs are not allowed in programming areas at any time. They must be kept in 

the employee’s office or a crate except when coming and going. 

 Owners must keep the dog on a leash when coming and going from the 

facilities. 



   

40 | P a g e  
{00842514.DOCX / 34 } 

 Offices withof service animals and pet dogs must have closed doors or dog 

gates at all times. 

 Dog must be pest free and in compliance with all vaccination and licensing 

requirements.  

 Owners must dispose of their dog’s waste in a sanitary manner. Solid waste 

must be disposed of in outside trash containers.    

 Owners may take dogs for walks during break or lunch periods. While we 

recognize that occasionally dogs cannot wait to go outside, 

[excessive/additional] time taking dogs outside may be charged against an 

employee’s vacation leave, or if the employee does not have any vacation 

leave available, then as leave without pay, or may otherwise serve as the basis 

for disciplinary action. [CONFIRM] 

 Management reserves the right to exclude or demand the immediate removal 

of a dog from District premises at any time if the dog poses a direct threat to 

the health or safety of others, interferes with business operations, is unduly 

disruptive, or the owner does not comply with the owner responsibilities set 

forth in this guideline.  Time removing a dog from District premises may be 

charged against an employee’s vacation leave, or if the employee does not 

have any vacation leave available, then as leave without pay leave work to 

return the dog home to change into acceptable attire or address personal 

hygiene issues, time missed will be without pay.  [CONFIRM] 

Employees with any medical condition affected by dogs (e.g., respiratory diseases, 

asthma, severe allergies) should contact Human Resources so those concerns can be 

addressed appropriately. 

Service Animals [RECOMMEND INCLUDING IF YOU ALLOW DOGS IN GENERAL] 

Approved service animals are permitted as a reasonable accommodation to an 

individual with a disability under the Americans with Disabilities Act (ADA) and/or 

similar state law.   

Service animals generally are dogs or miniature horses that have been individually 

trained to do work or perform tasks for the benefit of an individual with a disability 

including, but not limited to, guiding individuals with impaired vision, alerting individuals 

to an impending seizure or protecting individuals during one, or pulling a wheelchair and 

fetching dropped items. Pets that serve as non-therapeutic companions are not considered 

service animals and are not permitted in the workplace.  

Employees requesting accommodation for a disability that includes a service animal 

must contact Human Resources. In order to evaluate the accommodation request, an 

employee may be required to provide specific information regarding the employee’s 
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disability, how the service animal’s presence will enable the employee to perform the 

essential functions of their job, and how the animal will not be disruptive to the workplace. 

Employees are responsible for the care of any service animal and will be responsible 

for any property damage and/or personal injuries caused in whole or in part by the service 

animal.  Human Resources must be notified if a service animal is no longer needed.  The 

District may request recertification of the continued need for the service animal. 

Owners of service animals must::  

 Maintain control of the service animal through the use of a leash, harness, 

tether, office gate, or voice, signal, or other effective controls.   

 Ensure the service animal is not aggressive, disruptive, or does not otherwise 

interfere with the work performed by others.   

 Ensure that the service animal is pest free and in compliance with all 

vaccination and licensing requirements. 

 Dispose of the service animal’s waste in a sanitary manner. Solid waste must 

be disposed of in outside trash containers.    

A service animal or pet dog may be excluded from District property or certain 

restricted areas if it poses a direct threat to the health or safety of others, interferes with 

business operations, is unduly disruptive, or the owner does not comply with the owner 

responsibilities set forth in this guideline.   

Employees with any medical condition affected by animals (e.g., respiratory 

diseases, asthma, severe allergies) should contact Human Resourcesthe Accounting 

Director so those concerns can be addressed appropriately. 

Employee Problem-Solving/Open-Door Policy  [CONFIRM CONSISTENTLY APPLIED] 

Problems, misunderstandings and frustrations may arise in the workplace, and it is 

important that employees know how to raise such concerns so they can be addressed 

quickly and effectively. Unless otherwise provided in this Handbook (for example, in the 

Anti-Harassment Policy), employees must follow the procedures below for addressing 

workplace concerns and complaints: 

Step 1: Discuss with Supervisor 

An employee should attempt to first resolve the matter with his or her immediate 

supervisor.  If the concern involves the employee’s supervisor, the employee should 

schedule an appointment with his or her supervisor’s supervisor to discuss the concern. 

[CONFIRM]   

Step 2: Discuss with Human Resourcesthe Accounting Director 
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If Step 1 does not settle the issue, the employee or the supervisor may request a 

meeting with Human Resourcesthe Accounting Director. The HR manager will work to 

resolve any issues that arise, which may include calling a meeting with the parties directly 

involved to facilitate a resolution and gathering further information from involved parties. 

Step 3: Discuss with Executive Director 

 If Step 2 does not settle the issue, the employee or Human Resourcesthe 

Accounting Director may request a meeting with the Executive Director, who will 

make a final decision on how the matter should be resolved or addressed. Employees 

should realize that the Director is responsible for the final decision on all personnel 

issues. Such matters are not within the Board’s scope of responsibility.  
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Acknowledgment of Understanding and Receipt of Vail Recreation 

District Employee Handbook 

I have received a copy of the foregoing Vail Recreation District Employee 

Handbook. I have read, understand, and agree to comply with the policies, rules, and 

conditions of my employment set forth therein.  I have read and understand the Notice to 

Seasonal/Temporary Employees contained in this Handbook, if applicable. 

I understand this Handbook is not intended to cover every situation which may arise 

during my employment, but is simply a general guide to the goals, policies, practices, 

benefits and expectations of the District.  I was given an opportunity to ask questions 

about the Handbook, and I understand that I can ask questions if I do not understand any 

of its contents at any time. 

I understand that the District may bypass discipline policies in its sole discretion.  I 

understand that the Employee Handbook is not a contract of employment or a promise of 

employment for any length of time or under any particular conditions.  I understand that 

my employment with the District is “at will,” and that my employment with the District 

may be terminated by myself or the District at any time.  I understand that no employee or 

agent of the District, other than the Board, has the authority to offer me employment for 

any length of time or under any particular conditions, and that such an offer must be in 

writing and signed by the President of the Board.  I understand that I have no expectation 

of privacy when I use any of the District’s telephones, computers, lockers, desks, or other 

equipment or property.   

This Handbook and the policies contained herein supersede any and all prior 

practices, oral or written representations, or statements regarding the terms and conditions 

of your employment with VRD. By distributing this Handbook, VRD expressly revokes 

any and all previous policies and procedures which are inconsistent with those contained 

herein. 

I understand that, except for employment at-will status, any and all policies and 

practices may be changed at any time by the VRD, and the District reserves the right to 

change my hours, wages and working conditions at any time. All such changes will be 

communicated through official notices, and I understand that revised information may 

supersede, modify or eliminate existing policies. Only the Board has the ability to adopt 

any revisions to the policies in this Handbook. 

Signature of Employee: ___________________________ Date:  __________ 

Print Name of Employee: _________________________ Date:   ___________ 



VAIL RECREATION DISTRICT
COMBINED BALANCE SHEET
FOR THE PERIODS INDICATED BELOW

12/31/20 08/31/21
Enter- General Ent. Fund Enter- General Ent. Fund

General prise Fixed Assets Fixed Assets General prise Fixed Assets Fixed Assets
Fund Fund & LTD & LTD Total Fund Fund & LTD & LTD Total

ASSETS
CASH- UNRESTRICTED 6,105,605 6,105,605 9,397,133 9,397,133
INVESTMENTS- RESTRICTED 0 0
ACCOUNTS RECEIVABLE 221,938 221,938 124,172 124,172
PROPERTY TAXES RECEIVABLE 4,663,735 4,663,735 27,898 27,898
PREPAIDS, DEPOSITS & INVENTORY 196,210 196,210 259,423 259,423
DUE (TO) FROM OTHER FUND 0 0 (0) (0)
LOAN DUE (TO) FROM OTHER FUND 0 0 0 0

BUILDINGS 14,112,183 0 14,112,183 14,112,183 0 14,112,183
EQUIPMENT 2,928,402 0 2,928,402 2,928,402 0 2,928,402
ACCUM DEPR (10,156,998) 0 (10,156,998) (10,156,998) 0 (10,156,998)

TOTAL ASSETS 11,187,487 -                       6,883,587 0 18,071,074 9,808,625 -                       6,883,587 0 16,692,213

LIABILITIES AND FUND EQUITY
ACCOUNTS PAYABLE 133,563 133,563 184,121 184,121
DEFERRED PROPERTY TAXES 4,663,735 4,663,735 27,898 27,898
DEFERRED REVENUE 158,278 158,278 262,350 262,350

ACCRUED COMPENSATED ABSENCES 133,202 0 133,202 133,202 0 133,202
ACCRUED INTEREST PAYABLE 0 0 0 0
DOBSON BONDS PAYABLE 0 0 0 0

TOTAL LIABILITIES 4,955,575 -                       133,202 0 5,088,777 474,368 -                       133,202 0 607,570

NET ASSETS
INV IN FIXED ASSETS, NET OF DEBT 6,750,385 0 6,750,385 6,750,385 0 6,750,385
RESTRICTED 494,274 -                       494,274 502,571 -                       502,571
COMMITTED & ASSIGNED FOR CAPITAL 3,640,000         -                       3,640,000 6,390,000 -                       6,390,000
UNASSIGNED 2,097,638 -                       2,097,638 2,441,686 -                       2,441,686

TOTAL NET ASSETS 6,231,912 -                       6,750,385 0 12,982,297 9,334,257 -                       6,750,385 0 16,084,642

TOTAL LIAB & NET ASSETS 11,187,487 -                       6,883,587 0 18,071,074 9,808,625 -                       6,883,587 0 16,692,213
= = = = = = = = = =

No assurance is provided on these financial statements; 
substantially all disclosures required by GAAP omitted. Page 1



VAIL RECREATION DISTRICT Printed: 09/24/21
STATEMENT OF REVENUES, EXPENDITURES AND CHANGES IN FUND BALANCE Modified Accrual Basis
ACTUAL, BUDGET AND FORECAST FOR THE PERIODS INDICATED

Percentage 8 Month 8 Month Percentage
2020 2021 Variance Variance Ended Ended Variance Variance

Audited 2021 Adopted Favorable Favorable 08/31/21 08/31/21 Favorable Favorable
Actual Forecast Budget (Unfavor) (Unfavor) Actual Budget (Unfavor) (Unfavor)

COMBINED REVENUES
PROPERTY AND OTHER TAXES, NET OF FEES 5,030,159      4,734,771      4,743,685      (8,914)           0% 4,652,382      4,574,748      77,635           2%
OTHER NON-DEPARTMENTALIZED REVENUES 139,159         70,000           43,000           27,000           63% 49,175           24,778           24,397           98%
SPORTS 240,653         382,601         243,670         138,931         57% 354,299         205,094         149,205         73%
GYMNASTICS 179,525         271,220         244,720         26,500           11% 183,103         174,586         8,517             5%
COMMUNITY PROGRAMMING 311,928         421,612         373,500         48,112           13% 380,110         320,858         59,252           18%
NATURE CENTER -                -                -                -                0% -                -                -                0%
NORDIC CENTER, NET OF COGS 608,704         682,600         475,935         206,665         43% 407,060         215,342         191,718         89%
GOLF COURSE, NET OF COGS 1,601,586      1,423,450      1,463,650      (40,200)         -3% 1,275,398      1,188,889      86,509           7%
TENNIS 67,008           64,200           58,000           6,200             11% 55,414           50,050           5,364             11%
PICKLEBALL 118,006         132,868         97,335           35,533           37% 102,036         68,968           33,068           48%
DOBSON 536,306         494,738         512,419         (17,681)         -3% 390,894         335,443         55,450           17%
GOLF F&B / BANQUET ROOM, NET OF COGS 287,343         694,605         299,148         395,458         132% 590,049         218,475         371,574         170%

TOTAL REVENUES 9,120,377      9,372,665      8,555,062      817,604         10% 8,439,922      7,377,232      1,062,690      14%
OPERATING EXPENSES

ADMINISTRATION (830,250)       (833,432)       (876,351)       52,303           6% (594,821)       (638,622)       43,801           7%
PUBLIC RELATIONS/MARKETING (292,782)       (396,620)       (407,619)       10,999           3% (205,226)       (256,299)       51,072           20%
PARK MAINTENANCE (283,730)       (299,597)       (291,399)       (8,197)           -3% (200,207)       (210,198)       9,991             5%
FACILITIES MAINTENANCE (139,078)       (139,393)       (142,001)       2,609             2% (91,003)         (93,463)         2,460             3%
SPORTS (428,842)       (517,769)       (471,699)       (46,070)         -10% (359,358)       (329,490)       (29,868)         -9%
GYMNASTICS (335,847)       (348,749)       (355,365)       6,616             2% (210,869)       (232,878)       22,009           9%
COMMUNITY PROGRAMMING (470,564)       (585,688)       (573,880)       (11,808)         -2% (425,141)       (431,786)       6,645             2%
NATURE CENTER -                -                -                -                0% (412)              -                (412)              0%
NORDIC CENTER (367,395)       (455,835)       (416,987)       (38,848)         -9% (298,275)       (271,987)       (26,288)         -10%
GOLF OPERATIONS (731,692)       (805,956)       (831,857)       25,900           3% (410,478)       (459,819)       49,341           11%
GOLF MAINTENANCE (892,232)       (1,054,251)    (986,369)       (67,881)         -7% (720,877)       (644,804)       (76,073)         -12%
TENNIS (111,854)       (107,597)       (112,922)       5,325             5% (85,594)         (93,009)         7,415             8%
PICKLEBALL (79,589)         (113,198)       (96,772)         (16,427)         -17% (75,423)         (61,783)         (13,640)         -22%
DOBSON (709,173)       (776,374)       (732,743)       (43,631)         -6% (499,058)       (476,442)       (22,615)         -5%
GOLF F&B / BANQUET ROOM (633,918)       (889,132)       (712,105)       (177,026)       -25% (563,989)       (472,053)       (91,936)         -19%

TOTAL EXPENSES (6,306,946)    (7,323,589)    (7,008,070)    (306,136)       -4% (4,740,731)    (4,672,633)    (68,098)         -1%
CHANGE IN FUND BAL BEFORE DS & CAP 2,813,431      2,049,076      1,546,992      511,468         3,699,191      2,704,599      994,592         

DEBT SERVICE (271,956)       -                -                -                0% -                -                -                0%
DONATIONS, LOANS, & SALE OF ASSETS 11,000           -                -                -                0% -                -                -                0%
CAPITAL EXPENDITURES (905,978)       (1,131,318)    (1,407,513)    276,195         20% (596,846)       (807,846)       211,000         26%
LESS UNFUNDED CAPITAL PROJECTS -                -                -                
CONTINGENCY -                (150,000)       (300,000)       150,000         50% -                (200,000)       200,000         100%

TOTAL NET CAPITAL EXPENSES (1,166,934)    (1,281,318)    (1,707,513)    426,195         25% (596,846)       (1,007,846)    411,000         41%
CHANGE IN FUND BALANCE 1,646,496      767,758         (160,521)       937,663         3,102,345      1,696,753      1,405,592      

BEGINNING FUND BALANCES 4,585,415      6,231,912      5,211,677      1,020,234      6,231,912      5,211,677      1,020,234      
ENDING FUND BALANCES 6,231,912      6,999,670      5,051,156      1,957,897      9,334,257      6,908,431      2,425,826      

= = = = = = =
SUMMARY OF SIGNIFICANT VARIANCES:
SPORTS REVENUES- Facility rental, whitewater, bike & running races, and camp registrations all seeing high demand.
COMMUNITY PROGRAMMING REV- $18,000 in unbudgeted grants and high demand for camps and programs.
NORDIC REVENUES- Truly an amazing 2020/2021 season with incredible increases in participation
PICKLEBALL REVENUES- Increase in retail sales, also results in increased cost of goods in expenses.
GOLF F&B/ BANQUET REVENUES- The Banquet Room is seeing dramatically higher revenues and expenses than budget, with a large net positive impact overall.
PUBLIC RELATIONS EXPENSES- Savings due to high demand, plus some timing of spending of expenses.
NORDIC EXPENSES- Overages in equipment maintenance and credit card fees from higher revenues.
GOLF MAINTENANCE EXPENSES- Overages in labor and materials for repair to damaged area.
GOLF BANQUET/ F&B EXPENSES- Since we're in full swing, both revenues and expenses and over, but net to a positive net effect.
CAPITAL- Mostly timing on projects still planned to be completed later in the year or push into early 2022.
CONTINGENCY-Decreased forecast as we work through the year and reduce likelihood of additional needed funds.
FUND BALANCE- Savings at end of 2020 rolled forward to 2021.

No assurance is provided on these financial statements; 
substantially all disclosures required by GAAP omitted. Page 2
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